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Session agenda

 Why time management is hard
« Barriers and reflection

« Strategies and tools (Pomodoro, Body Doubling, MS To Do, MS
Planner, apps)

 Practice and activities

« Summary and further support
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Learning outcomes

LOT: Discuss the barriers to effective study time and how to overcome
them

LO2: Explore effective time management methods and strategies

LO3: Reflect on which methods and tools could improve your time
management (such as MS To Do and MS Planner).

In other words: You'll learn why time management is hard, how to
approach it differently, and which tools might help you succeed.
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Reflection
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2N S_Mminute

Activity - Mentimeter activity
Scan the QR code with your phone E i . E
° ° . . I H. n
or type the link into your browser: - |'

https://www.menti.com/aljdmcpcfjgr
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Why is Time Management So Hard?

It isn't always as simple as just “being more organised.”

Perfectionism - waiting to do it perfectly

*Procrastination — delaying or avoiding tasks

-ADHD / neurodivergence — executive dysfunction, focus and memory
challenges

Burnout — too tired to keep going
Fear of failure - low confidence
«Juggling responsibilities — study, work, family, care
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%N 5-minute
Activity - Know yourself activity

Take some time to reflect quietly to yourself. Write down some notes if
It helps.

Which barriers do you recognise in yourself?

* Intrinsic (perfectionism, procrastination, ADHD, burnout)?

* Situational (work, family, care, childcare, health?)

« When do you focus best?

« What distracts you the most?

« Where do you study best?

« Do you get support from others? Who helps you stay on track?
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Strategies
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Time Blocking

Divide your day into blocks of
time. Assign each block to a
specific task or type of work.

« Day-to-day focus: schedule
each hour of the day

 Helps to set realistic
expectations, reducing
overscheduling

« Keeps you productive and
accountable daily

* Builds awareness of how long
tasks actually take
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Timetabling

Plan work over several weeks /
months, mapping tasks to specific
stages.

* Long-term focus

 Ensures steady progress and
avoids last-minute rushing

 Helps to balance workload
across multiple modules.

e |Includes down-time.

« Provides a clear overview of the
term / project as a whole



Examples...

6 -8am

8-9am

9am -
3pm

3—-6bpm
6-7pm
7-9pm

O —
10pm

UNIVERSITY

Time Blocking

Breakfast and get children
ready for school

School run /commute
Work

School pick up / family time
Dinner

Study: Assignment Draft
Relax / Reading

Time

Bam

Jam

8am

9am

10am

Tam

1Z2pm

Ipm

2pm

Monday

Exercise

Preparing

for the day

Commute

Work

Work

Work

Work

Lunch
Work

Time Tabling

Tuesday

Exercise

Preparing

for the day

Commute

Classes

Classes

Classes

Classes

Lunch

Study

time

Wednesday

Exercise

Preparing for

the day

Commute

Work

Work

Work

Work

Lunch

Work

Thursday

Exercise

Preparing

for the day

Commute

Classes

Classes

Classes

Classes

Lunch

Study

time

Friday

Free time

Preparing

for the day

Commute

Work

Work

Work

Work

Lunch
Work

Saturday

Free time

Free time

Family time

Family time

Family time

Family time

Grocery

shopping

Lunch

Housework

Sunday
Free
time
Study
time
Study
time
Study
time
Study
time
Free
time
Free
time
Lunch
Family

time


https://ardenuni.sharepoint.com/:b:/r/sites/AST/Shared%20Documents/General/Academic%20Skills%20Team/Optional%20Workshops%20and%20Compulsory%20Teaching/Online%20optional%20workshops/Time%20Management/Techniques%20for%20managing%20your%20time%2006.25.pdf?csf=1&web=1&e=nB0muS

" Tips:

* Be realistic about your time and energy

* Break tasks into smaller steps

* Overestimate how long work will take (don't underestimate)
« Schedule in breaks and downtime

* |Include family, work and rest alongside study

* Plans can change — keep it flexible.
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Pomodoro

Remove all existing and potential distractions
Choose one task to focus on
Set a timer (usually 25 minutes)

Take a short break (usually 5 minutes)

1.
2.
3.
4. Work until the timer rings
5.
o.

Repeat. After 4 sessions, take a longer break.
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Body Doubling

 Working alongside someone
else to stay focused

* Builds accountability and
motivation

 Can be in-person or online
(study groups, co-working,
‘study with me’ videos)

 Helps you to start and keep
going
e Great for ADHD
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'_,Q‘ 10-minute
Activity - Mini Pomodoro activity

10 minute work interval: Time block your schedule for tomorrow (or
the next few days if you have time)

» Break your day into chunks of focused work and rest

* Be realistic about your energy, commitments and the time your
tasks will take to complete

5-minute break. We will discuss when we return.
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UNIVERSITY



'_,Q‘ 10-minute
How did that feel? activity

* \Was it easier to get started with a timer?

* Did the short block help you to focus?

« Could you use this with future study tasks?
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Tools for Focus

SelfControl (Mac only) - Blocks websites for a set period of time.

Strict Workflow - Pomodoro-style browser blocker

Freedom - Blocks apps and websites across devices

Forest - gamified focus: Grow a tree by staying off your phone
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Tools for Organisation

« Microsoft To Do - digital to-do list and task manager with
reminders

« Microsoft Planner - Visual boards for projects and teamwork

« Notion - all-in-one workspace for notes, tasks and project
organisation.

¢ Motion - Al tool that auto-schedules your diary around tasks and
deadlines
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Microsoft To-Do \,

« Digital to-do list app (works on
phone, tablet, desktop)

 Create simple lists or break tasks into
subtasks

e Add reminders and due dates

 Helps you focus on Today' and
upcoming tasks

« Syncs across devices.
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Microsoft Planner

« Team project planning tool

 Organise group work into plans, tasks
and buckets

* Assign tasks to team members, with
deadlines

* Track group progress with boards,
charts and schedules

* |ntegrates with Microsoft Teams and
Outlook
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What if things don't go to plan?

: Studentline - 24/7 confidential helpline to get
*Stress and anxiety

. help with issues affecting your wellbeing.
/lIness (you or your family)
Chronic illness flare-up
Urgent additional work
‘Family commitments Find support using your
‘Religious commitments Student Hub Portal

*Technical problems
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https://ardenuni.sharepoint.com/sites/StudentHub

" Final Thoughts

Set realistic goals for your study session

Break big tasks into smaller steps

Use tools that work for you

Reflect on what helps you stay on track

Avoid taking on too many commitments — learn to say no.

Be kind to yourself — progress over perfection and reach out for
support if you need it.
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Summary

Today we have ...

« Reflected on why time management can be difficult
» |dentified your own barriers and habits

* Practised strategies and tried digital tools.

* Discussed support available at Arden University
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Provide your feedback

How useful was this workshop?

Was the session interactive, engaging and
Inclusive?

Provide your feedback on the session here:

https://forms.office.com/r/UPkiOzXTZu

Or scan the QR Code



https://forms.office.com/r/UPki0zXTZu

Learning Success Hub accessibility tools

Sensus Access h
.8 9‘ Convert documents into alternative formats
iy
)\ “ e.g. from PDF into MP3, Word document or Braille y
4 R N I B RNIB Bookshare h
Access books with a print disability
Bookshare . . . . L . L
9 e.g. visual impairment, learning disability, physical disability y
4 Accessibility features in Library Portal and other content A
Lea"“ng e.g. searching content using a screen reader;
Success Hub changing text to speech
- https://learningsuccess.arden.ac.uk/library/accessibility-tools

N\ J
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https://learningsuccess.arden.ac.uk/library/accessibility-tools/sensus-access
https://www.rnibbookshare.org/cms/
https://learningsuccess.arden.ac.uk/library/accessibility-tools
https://learningsuccess.arden.ac.uk/library/accessibility-tools
https://learningsuccess.arden.ac.uk/library/accessibility-tools
https://learningsuccess.arden.ac.uk/library/accessibility-tools

Learning Success Hub Support

One-to-one appointments available:

Monday-Friday
8:00am - 10:00pm UK time

Saturday
9:00am - 5:00pm UK time

https://learningsuccess.arden.ac.uk/
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https://learningsuccess.arden.ac.uk/

Support available to you

Don't forget, you are not on your own! You have a whole support

system in place:

Academic Skills Tutors
AcademicSKkills@arden.ac.uk

Library Support
Library@arden.ac.uk

Distance learner Student Hub
StudentSupport@arden.ac.uk

Birmingham Student Hub
BirminghamStudentSupport@arden.ac.uk

Ealing Student Hub
EalingStudentSupport@arden.ac.uk

Holborn Student Hub
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HolbornStudentSupport@arden.ac.uk

Manchester Student Hub
ManchesterStudentSupport@arden.ac.uk

Leeds Student Hub
LeedsStudentSupport@arden.ac.uk

Stratford Student Hub
StratfordStudentSupport@arden.ac.uk

Nottingham Student Hub
NottinghamStudentSupport@arden.ac.uk

Newcastle Student Hub
NewcastleStudentSupport@arden.ac.uk



mailto:Study-skills@arden.ac.uk
mailto:Libraries@arden.ac.uk
mailto:StudentSupport@arden.ac.uk
mailto:birminghamstudentsupport@arden.ac.uk
mailto:ealingstudentsupport@arden.ac.uk
mailto:holbornstudentsupport@arden.ac.uk
mailto:manchesterstudentsupport@arden.ac.uk
mailto:leedsstudentsupport@arden.ac.uk
mailto:leedsstudentsupport@arden.ac.uk
mailto:leedsstudentsupport@arden.ac.uk
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https://www.facebook.com/Arden-University-830015703781124/timeline/
https://www.instagram.com/arden_university/
https://www.linkedin.com/school/arden-university/
https://twitter.com/Arden_Uni
https://www.youtube.com/channel/UCQhkg_xU6hngS5dpWjmJO-w
https://www.tiktok.com/@ardenuniversity
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