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How To Get Organized For The Semester  
7 Steps to Effective Time Management and Planning f or Classes, Assign-
ments, and Exams  

Kim Roser-Kedward, EOPS Counselor 

 

1.  Use a schedule-planning grid to map out a reali stic school, study, work and family schedule.   Remember to include 
regular time for studying, 2 hours for every hour you are in class—in blocks of time no greater than 2 hours.  Plan for healthy 
meals, travel time, routine family obligations, exercise, fun and rest. 

2.  Obtain your FREE 2009-20010 Student Planner fro m the EOPS Office (if available). 

3.  Using the Calendar Wizard in Microsoft Word, pr int out FREE monthly calendars for the entire semes ter. 

· Fall :  August, September, October, November, December 

· Spring : January, February, March, April, May, June 

4.  Post the monthly calendar pages for the full se mester on a bulletin board close to your desk where  you study.   You 
want to be able to view the full-semester at one time. 

5.  For each class you are enrolled, review the ass ignments and exam deadlines listed on your syllabus .   

· Write these due dates on your monthly calendars, so that you can see all of your assignments, exams, and deadlines for the 
full semester. 

· Write these due dates in your Student Planner so you can see your weekly deadlines. 

6.  Review your Student Planner a minimum of two ti mes per week  to plan your upcoming study and project time and to 
remember upcoming appointments. 

· Review on Sunday or Monday for the upcoming week, and 

· Thursday or Friday for the upcoming weekend. 

Most successful people review their schedules daily—to be clear about what is happening today and what is coming up for 

tomorrow. 

 Carry your Student Planner with you during the wee k. 

· Create a realistic “To Do” List prioritizing items that absolutely have to get done that day; review it daily and check off your 
accomplishments; move “incomplete” items from your list to another, more realistic day. 

· When making decisions about social activities or when to schedule appointments, check your scheduling grid and consider 
upcoming periods of increased study needs (mid-terms, final exams, etc.). 

· Write down your appointments (and if you have children, their appointments too) in your Student Planner at the time that 
you schedule them. 

Good luck, and if you need help getting started with any of this, feel free to schedule an appointment with an EOPS Counselor. 
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All EOPS students at Grossmont College are invited to celebrate the Health and Wellness Fair by writin g 
an essay about the advantages and value of a Tobacc o-Free lifestyle. 

Cash prizes and recognition will be awarded on the best student essays about any topic related to a To -
bacco-Free lifestyle: 

$200 - First Place 

Four (4) $75.00 Runner-up Prizes 

The First-Place Essay will be published in “The Sum mit” 

Details: Maximum length 500 words 

(About 4-5 pages) 

Deadline: October 30, 2009 @ 7:00pm  

Submit to:  6	��/�)���
�������<�� �

Contest Information available at the EOPS Office - 619-644-7617 
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