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Using a Weekly Schedule



· Start by blocking all obligations that occur during a typical week.  These are times that are not likely to change such as your class schedule, work hours, tutoring and SI meetings, etc.

· Next, include wellness activities like eating, sleeping, and exercising.  
· Enter when you wake up in the morning as well as when you typically have breakfast, lunch, and dinner
· Enter a time to perform a wellness activity like going to the gym.

· Set aside 60 minutes everyday to relax, recharge, and refocus.

· Review the blank spaces left in your calendar
· What can you do with this time to make the most of your day?
· For example, do you have an hour or two after class gets out on Tuesday and Thursday? Instead of scrolling through social media apps in a state of boredom, try to complete an assignment, review notes, or study for an upcoming quiz.
· Set a goal for gaps in your schedule throughout the week that corresponds to completing necessary course work.

· Once your routine is set, feel free to tweak it in the coming weeks
· For example: maybe you decide you want to do your math homework in the Math Lab in Centennial Hall (located within the Student Success Center), and that requires you to switch days to make it more efficient in your schedule.

· With this schedule in place, you can make the most of your days. Doing so will allow you to complete your schoolwork while also making space for downtime to recharge or spend time with friends.
Need more help? Get a Peer Academic Coach in the Academic Skills Center (ASC) to help you improve your time management!  Stop by the ASC in 2104 Centennial Hall, call 715.836.2200, or email asc01@uwec.edu.
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