Time Management Self-Assessment
Self-assessment of your study time patterns allows you to explore and evaluate the range of decisions you make each day with regard to time management.  Managing time is a very complex process and self-assessment provides some measures of your strengths and weaknesses.
	Do these items reflect you as a student?

	No
	Somewhat
	Yes

	1. I often feel really panicky about being behind with my work.
	1
	2
	3
	4
	5

	2. I tend to miss classes.
	1
	2
	3
	4
	5

	3. I often miscalculate how much time homework tasks will take.
	1
	2
	3
	4
	5

	4. I find my current course load too heavy.
	1
	2
	3 
	4
	5

	5. I have difficulty concentrating while doing homework.
	1
	2
	3
	4
	5

	6. I always seem to be behind with my work.
	1
	2
	3
	4
	5

	7. My marks tend to suffer because of last minute cramming for tests.
	1
	2
	3
	4
	5

	8. I am easily distracted from school work by my friends, tv, etc.
	1
	2
	3
	4
	5

	9. I can only work if I feel like working.
	1
	2
	3
	4
	5

	10. I have a hard time deciding just what school work I should be doing outside of class.
	1
	2
	3
	4
	5

	11. I keep a careful record of the dates of upcoming major events such as tests and assignments.
	1
	2
	3
	4
	5

	12. During a study sessions, I set small goals and work to achieve them (e.g., read 5 pages of text and do three math problems).
	1
	2
	3
	4
	5

	13. If I need to solve a problem quickly, I get help from another student, the teacher, or other help resources.
	1
	2
	3
	4
	5

	14. I have set up a regular plan for my study activities.
	1
	2
	3
	4
	5

	15. I begin assignments early so that I will have time to do a good job.
	1
	2
	3
	4
	5

	16. I plan ahead so I can be flexible about putting in extra hours if I have a lot of school work to do.
	1
	2
	3
	4
	5

	17. I regularly use a day planner to plan my activities.
	1
	2
	3
	4
	5

	18. Each day I have clear goals what I wish to accomplish.
	1
	2
	3
	4
	5

	19. I really enjoy working on the courses I am taking.
	1
	2
	3
	4
	5

	20. I prioritize tasks effectively.
	1
	2
	3
	4
	5



Initial Goals
Look back to your completed self-assessment. Numbers 1-10 may be behaviors that are currently detracting from your personal satisfaction and potential as a student, and 11-20 may be behaviors to try to develop to get the most out of your education. What would you like to change for the better? 

Select 3 behaviors you want to change:
1. ___________________________________________________________________

2. ___________________________________________________________________

3. ___________________________________________________________________

Select 3 habits you want to develop:
1. ___________________________________________________________________

2. ___________________________________________________________________

3. ___________________________________________________________________

What strategies will you use to make these changes?
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Adapted from:  Power Over Time: Student Success with Time Management, Joan Fleet & Denise Reaume, 1994. Harcourt Brace, Canada.
Weekly Schedule
[bookmark: _GoBack]Use this schedule to either track your time-wasters or to plan your weekly activities. To track time-wasters, write down everything you do for a few days; identify the things you do to procrastinate or that are unintentional time-sucks. To plan your weekly schedule, start by writing in your classes, work hours, rehearsals, and other mandatory activities. Then schedule in time for self-care: eating healthy meals, going to the gym or doing yoga, and whatever else you need to maintain yourself. Lastly, plan when you will do homework and study. Tip: often, those short gaps between classes and events can be productive work times—if you have a free 30 minutes or an hour between classes, get in the habit of doing homework!
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