
 

 

Time Management 
  

 
In a very real sense, registration in a course 
is your commitment to complete the 
requirements of that course to the very best 
of your ability.  There are a variety of skills 
and strategies which will assist you in 
attaining this goal.  One of the more 
important strategies is “incorporating the 
class requirements into your overall semester 
schedule.”  This takes planning. 
 

Each class has a number of tests and/or requirements that you 
must meet by a particular date.  In turn, each of these assignments 
can usually be broken up into a set of manageable tasks. Turning 
assignments in late or not at all will lower your grade and hurt your 
overall chance for success in the class. 
 
How do you plan to meet these requirements on time?   
 
Syllabus You will be given a Course Syllabus for many of the 

courses you  enroll in.  In the syllabus, the instructor will 
outline the requirements of the course, its goals and 
objectives, curriculum,  grading policies, assignments 
and due dates. 

Calendar 1) Read over each course syllabus 2) On each, find all of 
the graded projects and/or tests which you will be 
required to complete during the semester, 3) Note each 
assignment and its due date. 

 
Create Tasks Each project or test you will complete has a set of 

preparatory tasks associated with it.  For example, to 
prepare for a midterm – you should have read a certain 
number of chapters, taken lecture notes, outlined the 
chapter, and made sense of all of the information 
together.  All of this should have been done before you 
started to study for the test.  For each graded project or 
test you have been assigned, create a list of tasks which 
you will need to do to best complete the assignment.  
Estimate how long it will take you to complete each task. 

 
Day Planner On a Day Planner indicate when each of your tests or 

projects is due.  By working backwards from each of 
these dates, begin planning each task you have  
defined – assign each task a due date and note this on 
the Planner.  
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Change of Program (Add/Drop) 
  
 

Once the semester has started you will have limited access to the 
registration system (web based or phone based).  If you want to 
change your schedule by adding another class and/or dropping a 
class you must follow the university guidelines and timetables that 
are printed in the current Schedule of Classes to request these 
changes. 
 

Be aware of the following information about registration: 
 

o Only you can add or drop classes – your advisor, 
instructor, or department cannot do this for you. 

o Enrollments recorded by the end of the third 
week of instruction are considered official and 
unalterable.  Changes of program after the third 
week require “serious and compelling reasons” – 
See Schedule of Classes. 

o Non-Attendance does not constitute a withdrawal 
– if you do not attend a class – you must follow the 
appropriate procedure to drop it or you will receive a 
grade of U that counts as an F in your GPA. 

 
Adding and Dropping Courses 
 
Generally, the following applies to any program changes after the 
semester begins: 
 

• Change of Program form:  Depending on the week of the 
semester you are attempting to add/drop courses you will 
need to request signatures from one or more of the following: 
instructor of course, Department Chair of course, Associate 
Dean of Major.  No one is required to sign the form.  You must 
be able to demonstrate that you have a justifiable reason to 
request the change.  Fill the form out accurately and 
completely indicating your justification on the back of the form. 

 
• Submit signed form to Admissions and Records:  You will 

turn the form in at the front counter in Admissions and 
Records.  Be sure to make a copy of the form for your records 
before you turn it in. 

 
• Pay late fees:  See the current Schedule of Classes to 

determine whether or not you will need to pay a $10 late fee 
to submit your form. Financial Aid does not pay this fee.    
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