
	  
	  
	  
	  

	  
	  
	  
	  

Organizational Tools 
	  

Planning takes time, but in the long run, it ultimately saves time. Staying organized will help you 
succeed!  
 
Many of you have a lot of responsibilities, so we’ve prepared some guides to help you stay on top 
of things. Once you find a routine that works for you, things will get easier. 
 
You’ve got this! 
1. Let’s begin. 
 
Think about a typical week, and jot down the number of hours you’ll need to spend within each 
category. 
 
For example, when you’re thinking about “school,” do you have required lectures for any classes? 
Add up that time first, and then estimate the time you’ll need to spend reading, writing, 
researching, etc. Write the total hourly amount in the box titled “school.” 
 

 
School 

 
Ex: Lectures (4) 
Homework (24) 

Work 
 

Ex: M-Th. 8a-4p 
(32)  

Personal “To-
Dos”/Chores 
Around the 

Home 
 

Ex: Cooking/Meal 
Prep (7) 
Cleaning (5) 
Grocery 
Shopping (1) 

Child 
Care/Remote 

Learning 
 

Tip: Can you and 
your children plan 
to do homework 
at the same 
time? 
 

Self-Care 
 

Sleep (56) 
Meals (7) 
Shower (3.5) 
Video chat with 
friends (3) 
Netflix (14) 
Exercise (4)  
Tip: Don’t forget 
to make time for 
you! 

 
 
Once you have your hourly totals for each week, you can then begin to plot your individual days. 
This way, you have the freedom to schedule some days lighter than others, if you so choose.  
	  

Week at a Glance 
 	  



	  
	   School (28) Work (32) Personal 

“To-
Dos”/Chores 
(13) 

Child 
Care/Remote 
Learning for 
Children  

Self Care 
(87.5) 

Monday  
Example 

7-‐10	  p.m.	  
homework	  (3)	  
	  
	  
	  
	  

8	  a.m.-‐11	  a.m.	  
12	  p.m.-‐4	  p.m.	  
(7)	  

4:30-‐6	  p.m.	  –	  
prepare/eat	  
dinner	  (1.5)	  

Get	  kids	  started	  
on	  school	  work	  
after	  
breakfast/provide	  
assistance	  while	  
working	  from	  
home	  	  

7-‐8	  a.m.	  
Breakfast/get	  
ready	  (1)	  
11	  a.m.-‐noon	  
lunch	  (1)	  
4	  -‐4:30	  
workout	  (.5)	  
6-‐7	  p.m.	  walk	  
around	  
neighborhood	  
(1)	  
10-‐11	  p.m.	  
Netflix/get	  
ready	  for	  bed	  
(1)	  
11	  p.m.-‐7	  a.m.	  
sleep	  (8)	  

Tuesday 	  
	  

	   	   	   	  

Wednesday  	  
	  

	   	   	   	  

Thursday  	  
	  

	   	   	   	  

Friday  	  
	  

	   	   	   	  

Saturday  	  
	  

	   	   	   	  

Sunday  	   	   	   	   	  
	  
	  
	  

2. Let’s break it down. 
 
There are 168 hours in a week. In the example from the previous page, our weekly total is at 160.5 
hours. This gives us a bit of leeway. It also shows that even though our week might be busy, we’ve 
built in time for adequate self-care (don’t forget about sleep!), and even have some hours to spare.  
 
In this example, you’ll see that throughout the week, you should spend about 28 hours on school-
related work. You now have the flexibility to plan that as you see fit. Have a busy day with work on 
Wednesday? Maybe you don’t schedule anything for school on that day. Want to try to have a “do-
nothing” day? Schedule it!  
 



	  

3. Don’t forget about long-term planning.  
 
It may be helpful to plot out major deadlines, particularly with regard to school, so you can plan 
ahead for how much work you should complete in advance. You don’t want to have a week of 
cramming shoved in to an already busy week, so if you can work in increments, you’ll save yourself 
time and stress.   
 
Once you see what your long-term calendar of due dates looks like, you’ll be able to plan your 
weeks and days accordingly.  
 

May 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

June 
 

English essay due 
 
 

July 
 

Biology research 
project due (16th) 
 
Nursing paper due 
(29th) 

August 
 

Exams  

	  
If you are able to see that in July, for example, you have a project and a paper due, you’ll be able to 
divvy out that time in May and June so that you’re not rushed or overwhelmed in July.  
 

Concluding Thoughts  
 	  

You’ll have to find the best method of planning for you. If you’re constantly on-the-go, you may 
prefer a digital calendar that sends you notifications. If you’re a pen and paper planner, the 
satisfaction of crossing items off a list might be for you.  
 
Regardless of the method you choose, the charts above should get you started. You’ll figure out 
how many hours you are working with, and you can determine how regimented you want to be.  
 
One you’ve made planning a habit, it will become innate, and your life will surely get easier! Good 
luck as you plot your plans for the semester! 


