
 

 
 

 

Step 1. Take a weekly planner or your diary.  

Step 2. Write down all weekly commitments and appointments. These are activities which you 

cannot reschedule and which are fixed at a specific time. 

These can be study-related appointments (e.g. live online lectures, online meetings, for example for 

group work, fixed question times in Blackboard. 

Step 3. Plan in enough rest and breaks (green). 

Step 4. Plan in the time devoted to self-study (red). 

Set aside time for: 

- a daily follow up of all guidelines via email and Blackboard. 

- the revision of the lectures. 

- the processing of related literature (manual) 

- the preparation of work sessions, OGs, ... 

- the revision of work sessions, OGs, … 

- a revision of the exercises or assignments 

- ... 

  

Step 5. Provide “buffer hours”. These hours could become your spare time if you have been able to 

complete all your study tasks on time (light blue). You may have the feeling that a lot of time is 



available now that you don’t commute anymore and you can’t continue practicing your sport as you 

did before. On the other hand, following your lectures, work sessions, etc. online takes a little more 

time than anticipated. 

 

 

 

 

 



Step 6. Create your planning by using SMART.  

 
Specific What exactly am I going to do (Which 

subject? Theory of exercises? Reading, 
structuring or studying)? 
Where am I going to do this? 
How will I start? 

Measurable How do I know if I understand the 
subject matter? 
When have I achieved my goal?  

Attainable Am I willing to study on Wednesday 
evening, even though I might not 

                              feel like it then? 
Realistic Do I have enough time to go through 

                               those chapters?  
Timely                When will I start, when will I take a break? 

 

That’ll be, for instance: 

Tuesday morning: 9.00 – 11.30: Law, chapter 7, pp. 153-165  

 

 

 

 


