TIME MANAGEMENT

Avoid procrastination - Procrastination is when you do everything else but the task you need to do. It is normal to procrastinate a little. However too much procrastination can just add to your stress and can result in you not giving yourself enough time to prepare. Managing your time and setting realistic goals for each study session can be helpful ways to avoid procrastinating and make tasks seem less overwhelming. 
Make a study timetable – Write down all the things you need to do each day of the week, and how long you need for each, including time for enough sleep, relaxation and exercise. Find out the date of each exam and work out a study timetable leading up to them. Include tests that will help you identify gaps in your knowledge. This can give you some direction and help you focus on what to study each week or day. 

Use your freebies - Studying in the school library during your free time/breaks gives you access to lots of information available on the reference shelves. Some material, such as sample solutions, often can’t be taken out of the library or can be too long to photocopy. 

PROCRASTINATION

What is Procrastination?


The word procrastination actually means "to put off until tomorrow".   Procrastination is not just a simple problem of time management. In fact, efforts to reduce procrastination solely through improving time management techniques usually fail. It is not simply a problem with indecision either although some people will procrastinate about making decisions as well.   Procrastination occurs when you make a decision to do something, the outcome is valuable to you but you don’t follow through with the action necessary to achieve it.  Procrastinating students seriously jeopardise their educational success. 
Why Do We Procrastinate?

There are a range of factors that contribute to procrastination such as: 

· Perfectionism:  ("If I can’t do it well now I’ll do it later when it will be done better.”)
· Fear of failure:  "I would be so humiliated if I didn’t get a good mark, I just couldn’t face it!" 

· Kidding yourself:   "I could have done better if I had more time!"

· Hanging onto messages from the past:   "You are stupid so you will have to work much harder than anyone else." 

· Irrational beliefs:  "I am a hopeless case if I don’t get a good mark." 

· Problems with decision making:  "I don’t know which is the most important or where to begin?" 

· Feeling overwhelmed and paralysed by too much work:  "There is too much I can’t get it done in time." 

Excuses we use include:
"I won’t be able to do it properly today because there isn’t enough time, I’m too tired, I need more references, I need to read everything before I can start, there are too many distractions, I’m not in the right mood?" etc.  Studies have shown that generally students, who procrastinate, perform less well. There is, however, some evidence that procrastinators are individuals with high academic potential. 

HOW TO OVERCOME PROCRASTINATION 
Modify Your Thinking
Instead of telling yourself a task is too hard, there is not enough time, you are too stupid, you hate this sort of work etc., reframe your thinking: Tell yourself you can do it, if not all of it now at least some of it.  It is very important to empower yourself with enabling thoughts rather than cripple yourself with restrictive thinking. Irrational thoughts generate anxiety and worry. Restructuring your thinking enables you to use your thoughts to direct action rather than avoidance.  When given an assignment you could think "This is impossible, I’ve no idea what this is about, I can’t do it, I hate this subject etc., or you could think "This is a challenge and I’m going to really focus on this one, if I do a little bit at a time and start this afternoon for just an hour, etc." What we say to ourselves directs what we do. 
Breaking the Task into Small Pieces
Revising the whole year's work can be too daunting, but just revising chapter one today is manageable. Every task can be broken down into smaller, more manageable parts. It is very important to have an overview of the year's work but equally important to schedule tasks each day into small bite sized pieces. 
Estimating the Time a Task Will Take
Underestimating the time you think a task will take justifies procrastination because there is plenty of time and therefore no real urgency to get started.  Overestimating the time a task will take may be intimidating in that you perceive the task as too large and difficult and may result in difficulty getting started. Feeling overwhelmed by having too much to do can be paralysing. Learning how to accurately estimate how long a task will take and setting personal deadlines ahead of the external deadlines are important skills. Personal deadlines are dates set prior to the formal due date.  These are essential not only in case an unplanned event gets in the way of completing the task but also in developing a sense of being in control and confident about your work. 
Making Lists
Lists are essential to keep track of what needs to be done. They are most useful when used in conjunction with making priorities, and scheduling. In other words: lists of tasks in order of priority with the times that you intend to both do the tasks as well as when they will be completed. Be careful not to get too carried away. Too long a list on non essential tasks can be overwhelming. 
Give Yourself Reminders
Making the task conspicuous makes it more difficult to avoid. For example, placing the task where you will see it most often means it is more difficult to overlook. Constant daily reminders are sometimes necessary to counter more pleasant distractions. 
Prepare Workplace Tools and Eliminate Distractions
Procrastinators need little to lure them from their allotted task. Getting up to get an eraser, answering the phone, responding to questions or comments from family or friends, working with the television on in the background or trying to write a report on a cluttered messy desk are recipes for disaster. Being honest with yourself about distractions, organising the tools you need before you start and choosing the most appropriate environment are important factors if you are serious about overcoming procrastination. 
Determine the Best Times of the Day
Most people have certain times of the day where they are the most productive. Early afternoon is often a time when most people are a bit sluggish and find it difficult to concentrate. Some people are at their best first thing in the morning while others don’t get going until mid morning. Once you have established when your most productive time is, keep that for the most important or difficult tasks and leave your least productive time for the more routine tasks (e.g. photocopying, finding texts in the library, word processing, etc).  One strategy many people find helpful is to decide to do just one task first thing. This then sets the scene for the rest of the day in that by accomplishing something early you feel empowered to do more. 
Set Aside Time for Other Thoughts
If you have other worries or concerns on your mind, allot a specific time in the day to think about them or deal with them. If you start thinking about these issues while studying, remind yourself that you have this specific time and do not allow yourself to be distracted. 
Reward Yourself
Overcoming procrastination is all about choosing long-term rewards over short-term moments of gratification. A technique helpful for some is using incentives for tasks achieved. This can be combined with breaking larger jobs into smaller pieces and rewarding yourself when you have finished each small piece. For example, having a coffee break after reading chapter one, lunch after chapter two and so on. Watching television after the work is complete is a good incentive provided the quality is not compromised to get the job done before a particular program begins. 
Organise Support
Telling others of your intentions or enlisting their company can sometimes take the loneliness or feelings of deprivation out of a task. Knowing that you are not the only person in the world that is deprived can be very reassuring. Company studying can make a huge difference to productivity provided you do not sabotage each other. It is useful to establish when you will take breaks and rules around interrupting each other. You don’t have to be studying the same topic; simply having another’s presence can be helpful. When joining a gym you are more likely to keep going if you have a commitment to someone else to attend, and meeting a friend to study together can work in the same way.

Most of us procrastinate about study at some stage but if this has become a pattern in your life it is worth taking steps now to stop it. Procrastination tends to become insidious when linked with academic work and can result in disappointing academic records that do not reflect academic potential.  

Create a structure

There are only so many hours in a day, a week, and a term. You cannot change the number of hours, but you can decide how to best use them. To be successful in school, you must carefully manage your study time. Here is a strategy for doing this: At the beginning of a term, prepare a TERM CALENDAR. Update it as the term goes on. Here is what to do:

· Record your school assignments with their due dates and your scheduled tests.
· Record your planned school activities.

· Record your known out-of-school activities.
Each Sunday before a school week, prepare a Weekly Schedule. Update it as the week goes on. Here is what to do to prepare a WEEKLY SCHEDULE. 

· Record your daily classes. 

· Enter things to be done for the coming week from your Term Calendar.
· Review your class notes from the previous week to see if you need to add any school activities.
· Add any out-of-school activities in which you will be involved during the week.
· Be sure to include times for completing assignments, working on projects, and studying for tests. These times may be during the school day, right after school, evenings, and weekends.

Each evening before a school day, prepare a Daily Organizer for the next day. Place a √ next to each thing to do as you accomplish it. Here is what to do to prepare a DAILY ORGANIZER.
· Enter the things to do for the coming day from your Weekly Schedule.
· Enter the things that still need to be accomplished from your Daily Organizer from the previous day.
· Review your class notes for the day just completed to see if you need to add any school activities.
· Add any out-of-school activities in which you will be involved the next day.
Your Weekly Schedule should have more detail than your Term Calendar. Your Daily Organizer should have more detail than your Weekly Schedule. Using a Term Calendar, a Weekly Schedule, and a Daily Organizer will help you make the best use of your time.

