
Web Resources

Managing Time
An excellent introduction to time-
management at university including 
lots of detailed advice

http://www.learnhigher.ac.uk/learningareas/ti
memanagement/introduction.htm

This website includes time 
management quizzes, videos and 
printable schedules.  Well worth a 
look.

http://www.dartmouth.edu/~acskills/success/ti
me.html

This is a great site with lots of hints 
and tips about how to manage your 
time effectively.

http://www.time-management-
guide.com/procrastination.html

This site offers a good explanation 
of Covey’s prioritisation tool.

http://www.teal.org.uk/sv/timemgnt.htm

Useful tips on how to plan your day. http://www.getmoredone.com/tips1.html
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Additional materials referred to in the 
book

Managing Time
Study skills for health and social care students provides a scenario in the managing 
time chapter relating to a student, Peter.  Peter needs to arrange a series of tasks in 
order of priority.  This is an account of how he did this and his thinking behind it.

‘Prioritisation has been a real challenge for me on placement.  Part of the difficulty 
has  been  deciding  which  actions  take  precedence  over  others.  I  use  the  Covey 
quadrants  described  in  the  book  to  decide  the  order  in  which  tasks  need  to  be 
undertaken.

Tasks for today (Monday)

1. Admit Mrs J is a top one.  This is happening today and I am responsible for the 
initial assessment.

2 Contact Mr. X’s family for the meeting on Wednesday.  Tomorrow is too late to 
contact them.  I needed to ensure that they were aware of the meeting at the 
earliest possible moment so that if there is a problem we can re-arrange things.

3 Write report for Mr. X.  This is priority one - important but I have left myself 
time to complete this and so long as I block out time later this afternoon or 
tomorrow morning it will be fine.

Tasks for tomorrow (Tuesday)

4. Contact  staff  about  lunches.  Although  it  is  quite  imminent  things  change 
quickly so there was little point in speaking to staff earlier about this.

5. Check where room is and focus on presenting the report for Mr X and any 
associated tasks.

6.  Contact Colette to clarify about Friday.  I need to do this before speaking to 
my tutor to check that there isn’t a clash.

7.  Contact university tutor and arrange a room for the meeting.  This is a priority 
in terms of my learning.  Contacting her today offers plenty of time in terms of 
if we need to rearrange things.



Tasks for Wednesday/Thursday

8. Start to prepare for the ward round on Friday.  There was little point in doing 
this any earlier given that I won’t remember everything but I need to spend a 
little time familiarising myself with the information and doing this on Friday 
won’t offer me enough opportunity.

9. I gave the visit to the psychologist a low priority.  I want to arrange a visit 
but I still have my whole placement ahead of me and this isn’t a priority.


