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Online learning requires effective time management skills. You may not have the structure 

of a weekly class to help you organize your time and prioritize your assignment. You must 

be responsible for a higher number of independent self-study hours than in traditional 

classroom courses. The better you manage your time, the easier to achieve your goals. 

WHY ONLINE LEARNING NEED TIME MANAGEMENT? 

It’s easy not the take online learning seriously. With regular classroom learning, you have 

a specific place you need to be at a specific time. But, learning online requires you to set 

aside some time on your own to study and go through the lessons. This requires discipline 

and a real understanding about how to wisely use your time throughout the day. 

The truth is that time is just like any other finite resource. If you don’t learn how to manage 

your time wisely, you won’t be able to get things done as efficiently as possible. You may 

miss out on meeting your goals, fail to study often enough, and get too far behind on your 

lessons. Even if you don’t have those specific problems, time management is also about 

helping you avoid stress while juggling everything. 

If you’re always wishing you had more hours in the day, you don’t know where all your 

time went, or you feel stressed by everything you need to do, learning time management 

might be a solution to all of those problems. 
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WHAT CAN YOU DO TO MANAGE YOUR TIME? 

 Make schedules for each week of the university semester and for the semester 

as a whole. The weekly plan is where you set short term goals: what needs to be 

done this week and so on. The semester planner is where you plan your work 

over the entire Semester. 

 Calculate how much actual time you have, or could find, for your studies. 

Although there are 24 hours in a day, not all of those hours can be used to study. 

After removing time for sleeping, eating, shopping and so on, you'll arrive at a 

number that represents the 'real time' that can be devoted to study. 

 Make the most of the time you do have. The idea that it's only effective to 

study if you have large chunks of time is a misconception. In fact, studying 

uninterrupted for hours on end can be counter-productive in terms of 

concentration. 

o Use small blocks of time for completing minor study tasks. 

o Break large tasks down into segments, which are easily achievable. 

o When you arrange a few hours to study, always be ready to make the 

most of it. Save this time for thinking and writing or focused reading. 
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 Work out your optimum study method. When, and under what circumstances, 

do you work most efficiently and how will that fit in with your life? For example, is 

it best to work at night after the kids are in bed, or while they're doing their own 

homework? Clarifying your preferences will make you a more efficient and 

effective student. Be honest with yourself about your preferences. Don't plan to 

get up and study at 5 am if you're not a morning person, and don't plan to study 

after dinner if you always fall asleep by 8.30 pm. 

 Be realistic about how much time is required to complete particular tasks. 

Generally, academic work takes longer than you think, especially if you want to 

do well. 

 Avoid perfectionism—you don't have time to make every single assignment 

perfect. Also, spending all your time making one assignment perfect uses up the 

time that you need to complete all your other work. 

 Allow yourself adequate 'thinking time' when doing assignments. Students are 

often aware of the time it takes to find research material, to make notes, and to 

actually write the assignment; what they don't always consider is the time it takes 

to do the necessary thinking. 

 Start work on assignments well before they are due. Sometimes you may 

have two or more assignments due on the same day, so leaving things until the 

last moment is not recommended. Not only will this make university a real chore, 

but you will not do as well as you are able. 
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 Set a regular time for ongoing tasks. If you have a Semester-long assignment 

that requires a short weekly activity or entry (such as a reflective journal), set a 

fixed time each week to devote to it. Completing each activity weekly will prevent 

a 'log jam' of work at the end of Semester when you will have other assignments 

due. 

 Don't rely on extensions. An extension isn't a ‘get out of jail free' card. It will get 

you through a single emergency, but the extra day or two will eat into time that 

needs to be spent on your other assignments. 

 

 

 

Adapted from: 

University of New South Wales “Support with time Management” accessed from  

https://student.unsw.edu.au/support-time-management 

 

Kwantlen Polytechnic University “Time Management for online learning” accessed from  

https://pressbooks.bccampus.ca/learningtolearnonline/part/time-management-for-

online-learning/ 
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