
TIME MANAGEMENT & STAYING MOTIVATED 

We are all finding ourselves challenged with new schedules and routines. It can be 
difficult to ground ourselves with a lack of structure. Some students have been thrown into 
a college-like schedule with little preparation. Working and studying at home has the 
potential to have more distractions (or in some cases less). On the upside, eliminating a 
commute gives us more time to get things done. 

An adjustment period to a new routine is expected and part of the process. To be clear, 
staying motivated does not mean taking on larger tasks at this time, like learning a new 
instrument or repainting your house. That leads to more pressure and feeling guilty. It is 
important to stay motivated by doing small things, as ADM. McRaven points out in the 
video we posted about making your bed every day. Be motivated to stick to a healthy 
daily routine, eat healthy meals, sleep adequately, maintain proper hygiene, stay 
connected with others, and attend class.  

Below you will find a Time Management Menu adapted from the articles posted on our 
Healthy Mind and Body web page. It is a MENU because not everyone likes everything on 
a menu. This is an opportunity for self-reflection, to examine your own work style, and 
decide what works for you. If you are one of those people who orders the same thing on a 
menu each time, this is an opportunity to try something new.   

Enjoy!  
  



Time Management Menu: 

Keep a calendar or planner. Schedule EVERYTHING even break times. 
 

Break times are important to refresh yourself 
 

Post the calendar in the kitchen for your family to see to minimize interruptions. 
 

Use cell phone reminders to keep To Do lists 
 

Prioritize To Do lists- write an A next to the most important tasks, B next to the second-tier 
priority tasks and a C next to the least important 

 

Check your planner and do-lists each morning and look ahead 
 

Set a timer. Use notifications that will alarm 
 

Get a Clock that is strategically placed and visible while you work on your computer 
 

Evaluate if it is wise to turn off notifications for social media. Will you be too tempted to 
check Instagram when it is better to be doing an assignment?  

Perhaps remove it from your toolbar. 
 

Don’t turn on the TV 
 

Stay focused on one task at a time. It is easy to have multiple windows up on the 
computer and go back and forth between different projects you are working on. Evaluate 

how to avoid distractions to stay attentive to a task from start to finish. 
 

Try spreading out your work into manageable segments over several days, and sticking to 
that schedule, you may find yourself more relaxed and organized. 

 

Reward yourself with each segment you complete. Get a healthy snack, go for a short 
walk, open a window, drink water with lemon etc. 

 



Start with the most enjoyable part of a project - it will be more motivating 
 

Replace panic with planning. 
 

Know yourself, and when your productivity ebbs and flows 
 

Save important tasks for the time of day when you are on top of your game. If you are 
more productive in the morning, then use that time when you are most alert and creative. 

Capitalize on the most productive part of your day for the harder tasks. 
 

Find what music motivates you to focus on different tasks. Use playlists or number of 
songs to be a timer. For example, “when this play list is done, I will switch to the next 

assignment” or “After 3 songs, I will take a break.” 


