
                     
 

ACTIVITY WORKSHEET 

Prepare For Class 

Activity: Scheduling and Time Management Strategies 

1. Watch this video, created by the Academic Resource Center (ARC), to learn more 
about the value of creating a weekly schedule and what should go in it.   
https://arc.duke.edu/how-do-you-manage-your-time-video    

   

2. After watching the video from the ARC checklist, make a list of all the things on your 
personal calendar so you can plan your weeks. You can use this calendar template, 
your own planner, or an electronic calendar such as Outlook, Google Calendar, iCal, 
or something else! There are plenty of options to try so you can find what works best 
for you.  

 

Don’t forget to include things such as:    

• Work   

• Appointments   

• Club meetings/extra curriculars   

• Professor & TA office hours 

• Sleep    

• Meals   

• Transportation   

• Leisure and wellness activities   

• Social activities   

  

 

https://arc.duke.edu/how-do-you-manage-your-time-video
https://arc.duke.edu/planning-calendar

