
Planning a Daily 
Schedule



Use a chart to 
record your 
activities of the 
previous day



After filling out the schedule, you will have 
a better idea of how you are spending your 
time 

• Maybe you tend to set aside hours for 

specific tasks and then find that 

distractions have taken over.     

• Or maybe you are devoting too much 

time to kicking the soccer ball around, 

listening to music, or talking to friends. 

• Maybe you think too much about what 

you should be doing instead of doing it.



Answer the questions in the 
chart entitled “Do you Know 
Where Your Time Goes?”
to get a better idea about how you are spending your time and how you can 
make some changes



Do You Know Where Your Time Goes ?

Do you usually know in the 

morning how you will spend 
your day after class?

Does each school day include 

enough time for study? 

for hobbies and sports?  

for friends?  

for chores?  

for sleep? 

Do you put limits on social 
media? 

talking/texting on the 

telephone?

using social media? 

playing video games? 

taking naps?  

"chilling"/hanging out?



Do You Know Where 
Your Time Goes ?

Do you hand in your assignments on 
time?

Do you know how much time to set 
aside for each assignment?

Do you do hard tasks first and save the 
easy ones for later? 

Do you know how to turn down 
distracting invitations?



For each "yes" or "no" answer, think 
about how well it is working for you.  
And what, if anything, you could do to 
change a "no" into a "yes." 
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