Tips for Time Management
Set up a basic routine – keep it simple and set reminders to help to stick to this. This could be electronic on your phone or via an app for example or a large whiteboard on the wall that you walk past every morning with times and tasks for the day. Whatever works best for you. 
Small steps lead to big changes - if you want to start adding in something new, do this a little at a time. Make something into a habit before you add more. It takes time to turn something into a habit. Too much added on at once can be overwhelming.  
Keep it consistent - Try to keep things you want to turn into habits at the same times on the same days.  
Use apps or reminder alarms on your phone to help achieve what you set out to do. 
Be flexible – too much structure can end up feeling like you have set yourself up to fail, especially if something takes longer than you thought it would. 
Be realistic – too many things to achieve in the time you have today means you might not manage it. Have a list of priorities – set out to achieve as many as you can but make sure the most important are at the top; this way if you don’t get to the ones at the bottom, they can be moved to tomorrow. 
Keep the tasks simple – e.g. Hydration check. Have I eaten today? Check student emails. Leave house in 15 minutes.  Check the bus times.
If the task is a larger task – break it down into small manageable steps. Make the steps as small as you need and plan how much time each step will need. This will help you to be more realistic. 
Remember that the bits in between take time – travel, finding what you need to take with you before you leave the house, making sure you have eaten… 
If writing an assignment / making a presentation, be flexible with your plan – 1 hour of work is still 1 hour of work even if it wasn’t the section you were planning on doing. You could spend an hour stuck on the same bit or you could choose a different bit to do that feels easier to do today and achieve something. 
Be realistic when setting your time goals – To work for hours without a break is counterproductive. It is unrealistic to expect to be focussed for that length of time. Plan shorter focussed sessions with breaks built in. 
Block out distractions – easier said than done but you can set up your workspace to limit distractions and there are apps and settings you can utilise on your phone and laptop to limit things that might become a distraction to you. 
It’s OK to say no – taking on too much can lead to overwhelm and too much to do in too little time. Friends popping up to say ‘I’m doing this, do you want to come with me?’ Or ‘Could you just do that for me?’ can be a distraction. It is ok to say no to things. It is also OK to say no to work if you are really struggling to focus. Maybe a short break would actually help.  
Prioritise – Ask yourself is it urgent? Is it important? If the answer is yes – bump it up the list. If it ticks both boxes, put it at the top. Make sure that there is a quick win up there in that list – it feels good to tick something off, especially if the other things on the list might take more time. 
Schedule your focussed time – you know you best. When are you at your best for being productive? If you have a big task to do – block this time out to work on it. If this productive time differs daily, then go with that. I’m feeling focussed / motivated now – lets do 1 hour of focussed time. 
