Time Management and Study Skills – Answer Sheet
1. Time management is described in the article as: b) One of the most important and challenging skills for students
1. In your own words, explain why some people prefer planning early while others work better close to deadlines. People have different working styles and levels of motivation. Some prefer early planning because it reduces stress and gives structure, while others work better under pressure and find deadlines help them focus and increase productivity.
1. Working long hours (10–12 per day) is: c) Not sustainable and may reduce focus
1. True or False: Downtime is an unnecessary distraction when managing your time. False – Downtime is actually important because it helps maintain focus, prevents burnout, and improves long-term productivity.
1. Describe two habits the article suggests for creating a sustainable study routine.
1. Setting a clear start and end time for your working day (“top and tail”) so you can switch off properly.
1. Building in regular downtime such as social time, exercise, or rest to avoid burnout and maintain focus.
1. True or False: A full‑time university course is roughly equal to a 35‑hour working week. True
1. The article recommends planning your weekly schedule based on: c) Contact hours plus independent study requirements
1. In your own words, explain what a Prioritised To‑Do list is and how it might help you. A prioritised to‑do list is a structured list of tasks ranked by importance and urgency. It helps students focus on high-priority work first, manage workload effectively, and ensure key deadlines are met before less important tasks.
1. According to the article, what percentage of students procrastinate regularly? c) At least 70%
1. Which one strategy from the article could help YOU reduce procrastination? Explain why. One useful strategy is breaking large tasks into smaller, manageable chunks. This reduces overwhelm, makes starting easier, and helps maintain steady progress rather than delaying work due to feeling stressed by the size of the task.
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