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Tips for a stress-free semester - time management 
 
Gaining an overview 

- What is the assignment? – e. g. written exam, oral exam, term paper, presentation, … 

- What needs to be done? – e. g. summarizing, studying, research, … 

Making a schedule for studying 

- Long-term time management: Organising the time until the exam (project plan, calendar) 

o Time required: How long will it take to complete the assignment? 

o Time available: How much time do I actually have? (When will I be on holiday, at university, at 
work, …?) 

 

- Short-term time management: Making a weekly schedule 

o Start with your fixed (weekly) appointments (e. g. 
lectures, doctor’s appointment, work).  

o Add your work/study times. 

o Include buffer time for unexpected delays (e. g. public 
transportation cancellations). 

o Include breaks and leisure time. 

o Consider how your concentration and productivity 
levels vary through the day. 
(Are you an early bird or a night owl?) 
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Putting the plan into action 

- Create a good foundation: Make sure you get adequate sleep, follow a healthy diet, exercise regularly, 
and get fresh air. 

- Organise your workspace in a manner that allows you to stay focused (neat, quiet, well-lit). 

- Inform your friends and family about your schedule and turn off your smartphone to minimize 
interruptions. 

- Take regular breaks and leave your desk to focus on something different, making sure to think about 
something unrelated to your studies.  

- Regularly check whether your schedule is working for you and adjust it as necessary.  

- Identify time wasters and deal with them by either integrating them in your schedule (e. g. grocery 
shopping), eliminating them (e. g. scrolling on social media) or postponing them (e. g. window 
cleaning).  

- Make use of your social support system by connecting with others to study/work, for support in 
everyday life, or to do recreational activities. 

- Stay motivated by focusing on the positive, by reminding yourself about your reasons for taking the 
exam and by rewarding your efforts with things that are good for you. 

 

 


