Workshop: “How to Read Your Syllabus and manage your free time”

Monday, June 21, 7:30pm, Tupper Lounge

1. What is a Syllabus?

A syllabus is an outline, or a summary of what will be covered during a class. The professor prepares the syllabus for each class. The syllabus for each class will contain detailed information about the class, such as how to contact the professor, what topics will be discussed in class, when the exams and tests are for the class, rules in the classroom, and the grading policy for the class, among other things.

A syllabus is a contract between the students and the professor so that they both understand how the class will run, what the rules are, etc.

2. How do you use a syllabus?

A syllabus helps you plan for the class and understand how much free time you will need to spend working on the class. When you receive a syllabus, you should read it very carefully and ask the professor any questions you have about the class or the professor’s expectations. Then, you should put the dates of the tests, quizzes, and assignments on your calendar. This will help you plan for the class and stay organized.

3. What is Free Time?

“Free time” is any time that you do not have any mandatory activity. That is, free time is time that you are not in class, eating, or sleeping. In college, you will find that you have a lot more free time than you are used to. However, it is important to use this free time to do things like study, exercise, and do your homework. You do not want to simply use your free time to sleep or watch TV.

4. How can you organize free time?

You should organize your free time in a way that is right for you. Some strategies include keeping a calendar book where you can write down your classes, homework, and other free time activities all in one place. Some people prefer to use a calendar online, such as ICal or Google Calendar (http://www.calendar.google.com). Often, using different colors can help you organize your free time as well. Use a different color pen for each activity in your calendar. For example, use a blue pen for homework assignments, red for exercise, green for eating times, pink for sleeping, etc. During the workshop, we talked about different ways to keep a calendar and a to-do list. 

Another option is to print out blank calendars to fill in. Printable blank calendars are available online: http://www.printablecalendar.ca/
5. Steps to Making a Schedule:

a. Record class times and lab times 

b. Record meal times

c. Record all other scheduled activities such as meetings, your job, athletic games, or anything else that is mandatory to attend

d. Record any special activities you need to do or want to do every week (such as exercise, practicing an instrument, drawing, meditating, etc.)

e. Schedule a “preview time” before each class when it is possible. This time could be 5-30 minutes where you review your class notes or any assignments for the class.

f. Schedule a time immediately after your classes when it is possible. This time could be 5-30 minutes immediately after each class. Use this time to edit, complete, and summarize your notes. You can also start to look at homework or assignments that were assigned that class during this time.

g. Now, add study/review time for each class in your schedule. Try to schedule some study time each day for each class. This is because you learn more effectively and efficiently if you schedule your study time in shorter, more regular sessions. Also, try to schedule study time in the morning and afternoon for studying. The evening is often an ineffective time to study. Start your study period with classes you like the least or you are not receiving good grades in. That you, you can leave your favorite for last!

h. Schedule a weekly review for each class. Schedule this weekly review at the end of the week if it is possible.  This time period gives you an opportunity to review the entire week’s notes and reading assignments to see what you have been learning the past week. You can also use this time to plan ahead for the next week and determine how much reading you need to do, what projects are due, and if any test is scheduled.

Some other notes about your schedule and time management:


-Keep open some day or evening time for daily physical activity


-On your schedule, keep some time OPEN for academic or personal needs

-Schedule time, especially during the weekend, to play, relax, or do whatever you want to do. 

6. Exams (make this a separate post)

Many of you will start taking exams this week and next. There are some helpful guides for you to not feel too stressed and also strategies to take tests.

When you have an exam, keep the following in mind:

1. Keep a regular schedule of eating, sleeping, and relaxing

2.  Take breaks when studying: don’t try to study all the time

3. Eat healthy food and drink a lot of water

4. Start studying well in advance so that you are not studying just the evening before the exam. 

Please see the following documents for specific exam strategies:
