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Minimise Study Time
Maximise Scores

VCE Exam/Study Tip # 6: Effective Time Management Strategies

EVERYONE

GETS 24 HOURS A DAY.

IT°’S HOW

YOU USE THEM
THAT MATTERS:

Many people shun time management skills because they think that they don't need it and don't like living life around a
schedule. However, making a plan and organising your day doesn’t always mean having a strict and rigid timetable. Managing
your time more effectively will help you in many aspects of life, including:

Completing more work in less time.

Completing tasks to your highest possible standard.

e Meeting goals and deadlines.

Finding more time to relax.

Reducing stress and anxiety.

Here are some great time management strategies for you to consider:

e Keep atime log for one week to see how effectively you use your time. Look at your screen time on your phone, laptop or
iPad compared to the amount of study you completed. Record what you're doing in 15 to 30 minute intervals for one
week and then evaluate the results.

e When evaluating how you use your time, ask yourself the following questions:

e Did | complete everything | had to do? Why/Why not?
e Did I have to rush to complete the assigned tasks? Why/Why not?
e Atwhat time(s) was | most productive?

e Atwhat time(s) was | least productive?

e What made me more productive?

e What activities, foods, conditions, times etc drained my energy or broke my momentum?
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e Did I procrastinate at any stage? Why/Why not?
e Atwhat times did | procrastinate?
e What was | doing during the hour before | procrastinated?

e Isthere a pattern evident in my procrastination regime? Do | tend
to procrastinate more at a certain time or stage of the day? Or
maybe on particular days or in particular places? Why would that
be the case and what can | do to stop similar procrastination events?

e  What sort of things did | engage in while | was procrastinating?
e  Which tasks were greeted with the greatest amount of procrastination? Why? How can | correct or manage this?
e How could | make such tasks less tedious and/or more enjoyable?

e How much time did | waste procrastinating? How much additional time did | have to spend completing a task that |
put off to another day? i.e. Could | have completed these tasks faster if | had completed them on the day we covered
the topic(s) at school and what was covered was still fresh in mind? How much time do | waste completing tasks
when | have forgotten a great deal of the information or skills that | need to use?

e How much time did | spend talking on the phone or watching TV?

e How much time did | waste searching for items? Why/Why not?

e How much time did | waste rebuilding momentum and motivation after being interrupted during study periods?

e How many times did | get distracted by something on my phone or computer?

Determine whether you completed everything that was required, find out when you were most productive and
determine which subjects or tasks required more time to complete than what you had planned. Try to identify the WHY
behind each procrastination event, distraction, demotivation and then identify strategies to help you become more time

efficient. This is different for each person and may include speaking with friends, teachers or study skills specialists, goal-
setting, limits on screen time, productivity apps and more.

e Make a brief and achievable list for the day. This can be done the night before or in the morning before school. Designate
time frames for each of the tasks you need to accomplish that day, arranging lunch and fresh air breaks for the times
when your focus is low (and hunger is high!)

e Analyse all tasks for importance and urgency. We tend to spend most of our time on what'’s urgent, rather than what's
important. In terms of academia - that means the tasks that contribute directly to your study score and/or will take you
significantly longer to complete if the task was to be put off to the followiong day.

e Use a priority matrix as your “to do” list - not only will you avoid shifting your focus from what needs to be done, you'll
also never underestimate or overestimate the urgency of a task again!

The Eisenhower Priority Matrix
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e Record ALL major deadlines as assessments are issued. Document dates on a calendar that’s displayed in a regularly
frequented area such as the bathroom or on the fridge door. If you're a notorious procrastinator, record due dates earlier
than the true dates so that you're forced to work ahead of schedule. This will ensure that there’s sufficient time to complete
or polish up on assignments/assessments STRESS FREE.

e Always plan on running out of time and implement as many time-saving strategies
as possible from the beginning of the year. Examples include purchasing notes rather
than writing them yourself, attending head start lectures and exam revision lectures
rather than going through the revision/head start process on your own.

e Chip away at the larger tasks:

Start formal exam preparations well in advance so that you can complete the bulk of your learning under low stress
conditions. High stress decreases the amount of information that can be pumped into the brain, which means that it will
take you longer to learn a given amount of information than if there was little or no stress present.

Regularly revise materials throughout the year rather than re-learning the same topics during the stressful weeks before
your exams. It's less time consuming to spend short periods revising materials while they’re fresh in mind, rather than
re-learning them “from scratch” before the exams. This is why we encourage students to complete the bulk of their exam
revision for their Unit 3 topics during the Term 2 school holidays eg. At the TSFX Winter School.

e  Write your study notes or summaries within 24 hours of covering topics at school or AFTER you've revised materials before
a test or exam. Don't leave this task to the weeks leading up to the exams as it will take significantly longer than if you were to
complete this task when your recall of the topic(s) was higher and under less stressful conditions. The better you know the
concepts being addressed, the less time it will take to write up your notes and summaries.

e Circle challenging or tricky questions as you come across them and highlight sections of work that you found
difficult. This will save you valuable time when trying to prioritise which materials need to be addressed in the lead up
to SACs and exams.

e Use waiting times, travelling times, free periods and breaks to revise topics or chip away at your homework.

work that you'll need to complete at home. As an example, minimise the number of notes
you write while your teachers are delivering their classes. Students who divide their attention
between listening, watching, comprehending and writing notes will only remember about /O
5% of what was presented if they were tested 24 hours after class — as opposed to 50% if they

didn’t write at the same time! You're also likely to miss vital concepts, resulting in additional
study requirements in your own personal time.

e Use the time spent at school wisely. The more you learn and/or complete at school, the less //Q p
7
.

e We all have power hours or peak performance periods where we're in “the zone” and ploughing through tasks with
maximum efficiency and ease. Identifying and using our power hours wisely is one of the most powerful, and least used
time management strategies that can greatly cut down on study time without negatively impacting on your marks.

e Complete your largest or most difficult tasks as early in the day as possible. Not only are your energy levels and task
completion rates at their highest in the morning, you can use that feeling of satisfaction and accomplishment we get
when we complete a task to get you through the rest of the day!

e Focus on completing one task at a time. Doing several tasks at once has been scientifically proven to be ineffective and
inefficient. Our brain needs time to switch from one task to another, resulting in lag periods when we're not being as
productive as we could be. The more task switching we do, the more lag times we experience and the more inefficient we
become.

e Light, low stress study sessions don’t need regular breaks, however, if you're under pressure to complete a task or you're
finding a task quite difficult or you’re memorising information, you do need regular breaks to keep your brain functioning
optimally. Choose one of the following three options:



Option 1:

If you're the type of person that can change tasks and not lose too much momentum or become frustrated or
overwhelmed in the process, then the efficiency of your study sessions will be maximised when you work in 20 minute
intervals followed by a 2 to 3 minute break. DO NOT reduce any study sessions concerned with memorising information
or those involved in preparing for SAC assessments and exams below 20 minutes as your brain will not be able to
identify process and ratify the pattern of learning, which basically means that you'll forget what you’re memorising
quite quickly.

Option 2:

Memorise information and prepare for tests and exams in 40 minute blocks. After the first 40 minute block, have a 10
minute break. After the second 40 minute block, take a 30 minute break. After the third 40 minute block, take a 10
minute break. After the forth 40 minute block, take 1 or 2 hours off. Then repeat the four blocks if and when required.

Option 3:

If you struggle to study intensively in blocks of 40 minutes then use the Pomodoro technique. Simply divide your study
sessions into 25 minute intervals and give yourself a 5 minute break in between. After completing the fourth 25
minute block, take a 30 minute break and then repeat.

POMODORO TECHNIQUE

o]
Set a timer Work on the task Short break Repeat Long break
25 minutes 5 minutes 4 times 15 - 30 minutes

Set a time limit for each task. This will help prevent you from getting distracted or procrastinating.

Take a break in between tasks to clear your mind and recharge. The human brain can only effectively focus for up to 90
minutes before it needs a recharge.

Minimise distractions and interruptions - they kill your productivity, meaning that it will take you longer to complete a
task, which means less leisure time.

Learn to say NO, but politely. hat
ike what we're 4,
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Put things away where they’re meant to live immediately — you'll save considerable oo
time not looking for things when you need them. fCICEbOOk

Stop trying to be perfect. Do the best you can and move on.

Remember that 80% of the results come from 20% of the effort put in. Spending longer
periods of time on a task will no result in a proportionate increase in marks.

At the end of each day, take a look at your task list and see what you managed to accomplish. If your list still has
uncompleted tasks, analyse why they couldn’t be completed, and refine your task list for the next day.

Regards,
TSFX
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