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A Few
hings to
Ask Yourself

Howdo you currentlymanage yourworkload
and how effectiveisyoursystem?

What changescould you maketoimprove yourtime
management?

Doyou prefertostudyinlong, unbroken blocks of
time or shorterperiods, punctuated with other
activities? Why?

What tends to distract you while trying to study?
What can you do to minimize their impacts?




What iS Tlme — Ox.ff)rd Dictionaryd.efinestim-emanagementa.}sthe
abilitytouseone'stime effectively or productively".

Management ?

— Managingtime wellrequires some self-management skills.




— Oxford Dictionary defines self-management as “taking
What iS Self responsibilityforone’sown behaviourand well-being”.

Management ? — Beingaware ofyourown habits, helpsyou seta schedule that

holdsyou accountable.




Useawallordigitalcalendar.

Plan Ahead

Preferpenand paper?Purchase a planner.
Make atodo list.

Createascheduleforyourself.




Create Your
Own Work

Space

Createaworkspaceinyourhomewhereyoucan

dedicateyourtimetoschool(seeour "Creating a
Positive Workspace”resource).

Make it:

e comfortable

well lit, with as much naturallight as possible

distraction-reduced-when possible, havingthe option
to close adoororprovide privacy




Manage your - g

distractions .i'
=

— Limit access to devices, such as a cell phone. This

Reduce could
Distractions ireapaEersesmaitugung offyour

— Manage background noiseinawaythatworksfor you.

— Ubsyeliakiwngebtihstigilblnokcker. Currentexample

are available



https://freedom.to/blog/8-website-blockers-for-studying-productivity-focus/#:%7E:text=%208%20Website%20Blockers%20For%20Studying%2C%20Productivity%2C%20%26,websites%20based%20on%20your%20custom%20blocklist%2C...%20More%20

THE MYTH OF MULTITASKING

— Multi-tasking IS A MYTH!

As outlinedin
-trying to "multi-task” decreases productivity.

Avoid
W : : o — Createato-do list instead.
Multi-Tasking

offers some basics for making “a to-do
list you that you'll actuallystickto”:

Thinkaboutthe biggerpicture-whatisthe goal?

Add some structure-prioritytasks atthetop

Keepthelist manageable-with fewerthan 5 items

Be specific with your tasks

Calendarize yourlist--schedule yourtasks



https://www.psychologytoday.com/us/blog/creativity-without-borders/201405/the-myth-multitasking
https://www.forbes.com/sites/biancabarratt/2019/01/30/how-to-write-a-to-do-list-that-youll-actually-stick-to/#77529c0d279e

Setatimerfor2gminutes.

Address - thiswillbeuninterrupted workperiod
PrOCFaSti nation Oncetimergoesoff, setagminutetimerforabreak.

during breaks make sureto move, eatwellandstay hydrated.

Pomodoro Method

Do this 4 times (4 full 25-minute work sessions). L

Thentakealongerbreak(15-20 minutes).

Remembertosetatimerforyourbreaks!

Pomodoro Method Video



https://youtu.be/mNBmG24djoY

— Makesuretoset goalsand allot yourtime accordingly

— Itis easy to fixate on the end result, but it’s important
to set small goals.

Set G Oad | S * Smallergoalshelpyoureachyourend goal.

— Example ofashort-term goal vs long-term

Readingthe first gpagesofachaptervstheentirechapter.




— BE REALISTIC!

Reflect onwhatisreasonable foryoutoaccomplish daily.

Be RealIStIC — UNIVERSITYIS HARDWORK!
and Reward :

Rememberto ACTIVELYrecognize and reward yourself for

YOU rse |f your daily efforts. It can be assimple as:

"l set out to complete ____ task, got it done so my reward for
that is watching the new episode of ___"

Acknowledging progress and taking a moment to “be in
your feelings” about that is the fuel that keeps you going.
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TimeManagementalso

meanslookingafteryourself.




— Saying “no” to others who would like your time, help or

company can be very difficult.

e Youmayfeelthe guilt of “lettingthem down”

Lea 'n tO e Itmayseem easiertosay “yes” and put offwhat needs
Say ”No" to be done.

—  However, thisapproach can cause you stress down the

line. You have deadlines and tests orexamsto consider.

Settingboundaries is healthyand you will need this

skill throughout your life.




It'sa hard habittobreakbutitisagoodidea to limit how
much you checksocialmedia, emails or Blackboard
throughout the day.

Disconnect
. Make ti ' davf _ d : tivities.
And Find aketimein yourdayfornon-academic activities

Bala nce Allow yourself to find a balance between your academic
life, personal life and worklife




— Makesuretospendapartofyourdaypracticingselfcare.

— Selfcare encouragesyouto maintain a healthy
relationship with yourself.

Practice |
SEIf'Ca re Examples of Self-Care: @7

N

Keepingasleep schedule Settingboundaries

Stretching Utilizingyoursupport systems
Walking Askingforhelp when needed

Eatinghealthyfood Takingtime alone

Stressmanagement Meditation

Compassion and kindness




— Supportteamsinclude those familiartoyousuch as
family, friends, roommates, peersand faculty.

Rememberto

. — Nipissing University provides a variety services to support
Ut|||ze YOUF yoursuccess (seethe "On-Campus Resources”provided).

SU ppOrt Tea m I — Theseservicescan help with, but are not limited to:

« Handlingatoughsituation
« Feelinghomesick
« Findingresourcesthatworkforyou

« Gettingmotivated

Notsurewheretostart? isheretohelp!



https://www.nipissingu.ca/departments/student-development-and-services/accessibility-services
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