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It is important to find out what works for you when it comes to being a successful student.  It is different for 
everyone and your study habits and time management may change by class or by instructor.  You must know 
yourself, what you can handle and what you can and can’t realistically do.  Find the right routine for you, 
there is no right or wrong way.  What you want to avoid is getting halfway through the semester to find out 
that you don’t like your grades.  If this happens, that would be a good time to change your game plan BUT if 
you plan early you won’t have to do that.  Here are some tools to bring with you through your college 
experience that can help you be successful!   
 

Positive Attributes 
Confidence 
Motivation 
Perseverance 

 
Effective Time Management Skills 

List and rank your priorities 
Write down responsibilities, due dates and goals weekly, monthly or by semester 
Get organized 

 
Develop Effective Study Habits 

Study Groups 
Note-taking 
Highlighting text 
Electronic or Handwritten Flash Cards 
Study Apps, Websites or Online Videos 
Study in blocks of time in a distraction free zone 
Avoid cramming or under preparation  

 
Seek Assistance and Resources 

Tutoring 
Library 
Student Navigator/Waycross Student Success Center 

 
As the Student Navigator for the College, I am happy to help you with the above items in more detail along 
with any other tools you may need for success!   
 
Lauren McCullough, Student Navigator 
Coastal Pines Technical College 

1701 Carswell Ave. | Waycross, GA 31503 

Tel: 912-285-6361  

E-mail: lmccullough@coastalpines.edu 

STUDENT 
NAVIGATOR’S 

WELCOME 

mailto:lmccullough@coastalpines.edu
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LIFE SKILLS  

FOR COLLEGE - 

AND BEYOND 

Adapted from the Academic Center for Excellence at The Florida State University 
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1. Count all your time as time to be used and make 
every attempt to get satisfaction out of every 
moment. 
 
2. Find something to enjoy in whatever you do. 
 
3. Try to be an optimist and seek out the good in your 
life. 
 
4. Find ways to build on your successes. 
 
5. Stop regretting your failures and start learning 
from your mistakes. 
 
6. Remind yourself, "There is always enough time for 
the important things." If it is important, you should 
be able to make time to do it. 
 
7. Continually look at ways of freeing up your time. 
 
8. Examine your old habits and search for ways to 
change or eliminate them. 
 
9. Try to use waiting time-review notes or do 
practice problems. 
 
10. Keep paper or a calendar with you to jot down 
the things you have to do or notes to yourself. 
 
11. Examine and revise your lifetime goals on a 
monthly basis and be sure to include progress 
towards those goals on a daily basis. 
 
12. Put up reminders in your home or office about 
your goals. 
 
13. Always keep those long term goals in mind. 
 
14. Plan your day each morning or the night before 
and set priorities for yourself. 
 
15. Maintain and develop a list of specific things to be 
done each day, set your priorities and the get the 
most important ones done as soon in the day as you 
can. Evaluate your progress at the end of the day 
briefly. 

16. Look ahead in your month and try and anticipate 
what is going to happen so you can better schedule 
your time. 
 
17. Try rewarding yourself when you get things done 
as you had planned, especially the important ones. 
 
18. Do first things first. 
 
19. Have confidence in yourself and in your 
judgement of priorities and stick to them no matter 
what. 
 
20. When you catch yourself procrastinating-ask 
yourself, "What am I avoiding?" 
 
21. Start with the most difficult parts of projects, then 
either the worst is done or you may find you don't 
have to do all the other small tasks. 
 
22. Catch yourself when you are involved in 
unproductive projects and stop as soon as you can. 
 
23. Find time to concentrate on high priority items or 
activities. 
 
24. Concentrate on one thing at a time. 
 
25. Put your efforts in areas that provide long term 
benefits. 
 
26. Push yourself and be persistent, especially when 
you know you are doing well. 
 
27. Think on paper when possible-it makes it easier 
to review and revise. 
 
28. Be sure and set deadlines for yourself whenever 
possible. 
 
29. Delegate responsibilities whenever possible. 
 
30. Ask for advice when needed. 

TIME  

MANAGEMENT 

TIPS 

Adapted from the Academic Skills Center at Dartmouth College 
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HOW TO PRIORITIZE  

AND GET THINGS DONE 

When you prioritize, you're determining what needs to get done, and in what 
order you should perform those actions. Very often, one may concentrate on 
getting lots of easy tasks done. But just because you're crossing off tons of 
items on your To Do list, doesn't necessarily mean you're completing the 
important stuff--the tasks that will help you achieve your goals. 

 
1. Make a Master List. This is simply a long running list of everything you need to accomplish. It's in no 
particular order, but is essentially a holding place and a reference so you don't forget any activity and so 
that you're not trying to remember everything that needs to get done. Start by writing down the tasks 
that face you, and if they are large, break them down into their component elements. If these still seem 
large, break them down again. Do this until you have listed everything that you have to do, and until tasks 
are will take no more than 1 - 2 hours to complete. 

 
 
 
 
 
 
 
 
 
 

   2. Prioritize Your List. 
 

First: Scan your list and note due dates. When you know when something must be finished, it is 
easier to find the time to finish it by its due date. 

Second: Scan your list and assign A, B or C. Assign each activity one of the following letter 
codes: 

A (Vital)- Those activities that are important AND urgent and will impact you greatly if 
you don't accomplish them right way. 

B (Important)- Those activities that are important to be done, but not urgent. 
C (Nice)- Those activities that may be nice to do sometime, but if you don't do them, you 

wouldn't be terribly disappointed. 
Third: If your tasks do not have any concrete due dates, assign them due dates yourself. By 

giving yourself a time frame to accomplish the work, you will likely be more productive. 
 

3. It's not set in stone. Your letter assignments and due dates may change over time. Just because you 
assign a B priority to one of your activities today, doesn't mean it has to stay a B priority. It may turn 
into an A priority or a C priority in the future. Use your priority assignments as a guide, but don't be 
reluctant to change them if the need arises. 

Tip: 

When you have a large task on your Master list that isn't a high priority, you may find it 

useful to create some high priority "micro-tasks" related to it. These might include 

commissioning some research in advance so that you have the data you'll need once you 

actually start the project, or even just spending 15 minutes each day thinking about how 

you'll tackle the project when it comes to the top of your To Do list. 
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4. Focus. Now it's time to focus on just a few activities listed on your Master List. You'll want to 
include a mixture of activities on your Daily To Do list. I recommend you choose three A priorities, two 
B priorities and one C priority. So each day, you'll have a total of 6 activities to focus on. 

 
5. Make a schedule. Use a tool, such as a Daily Planner to plan your day. Schedule in time for each 
of your priorities, leaving some free time throughout your day for getting daily things done and for rest 
and relaxation. 

 
6. Early bird or night owl? In general, you'll want to schedule so that you actually get those A priority 
tasks done, no matter what. I find that if I do my top priority tasks first thing in the morning and get 
them out of the way, than it's pretty smooth sailing the rest of the day. However, some people are able 
to better focus in the afternoon or the evening, so A priority tasks are sometimes better left for this time 
of day for some people. No matter what time of day you choose to focus on your A priorities, be sure 
you don't allow anything (except dire emergencies) to take over the time you originally scheduled to 
complete those priorities. 

 
7. If something comes up . . . There are going to be times when you decide to do something in place of 
the activities you have initially assigned. For instance, the other day I had some activities planned for 
the afternoon, but a friend called and asked if I wanted to go to a local event with her in town. I 
weighed my options. I still had one B and one C priority on my list and I knew if I went to the event that 
these would not get done today. I decided to meet her at the event, and complete the B priority I had 
assigned when I returned home afterwards, and I also decided to move the C priority to tomorrow. 

 
Of course, while I do allow for flexibility in my schedule from time to time, I don't make a habit out of 
doing this. Most of the time, I stick to getting my priorities accomplished unless something very 
palatable arises that is important enough to me to push some of my originally assigned activities to 
tomorrow or another day. 

 
8. The next day. You'll always want six activities on your Daily To List, again three A priorities, two B 
priorities and one C priority--or less than 6 if you can never get 6 completed. If you did not accomplish 
one or more of your priorities from yesterday, those priorities should be on your list the next day--along 
with other priorities from your Master List to take the place of those priorities that you did manage to 
accomplish yesterday. 

 
9. Reward yourself. If you follow this system, you will get an enormous amount of important things 
done, and you'll more easily be able to reach your goals. As you get things done, particularly your A 
priorities, reward yourself along the way. For instance, you can sprinkle mini rewards throughout your 
day, such as a walk in the park or an outing with a friend. A more major reward should be enjoyed 
when you accomplish something big, such as passing a major exam or remodeling a room in your home. 

HOW TO PRIORITIZE  

AND GET THINGS DONE 

Adapted from Wittenberg University COMPASS: Student Success 
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STUDY  
GROUP  

TIPS 

USEFUL MOBILE APPS 

 

Find the people: Identify 3 to 5 students who have a serious interest in joining a study group and are 
motivated, dependable, and accepting of the ideas of others.  Sometimes your closest friends are NOT the 
best choice for a study group!  With close friends, it may be too tempting to focus on things other than what 
needs to be studied.  
  
Organize the group: Make a contact list with everybody’s email addresses and phone numbers, and 
distribute copies to everyone in the group.  
  
Set a schedule: Decide how long, how often, and where the group will meet.  Identify a space that is 
relatively quiet and free of distractions.  If you change the location for each meeting, make sure everyone 
knows where the next meeting is.  
  
Set goals: Come up with goals for the group.  Will you compare notes and modify your own notes if 
needed?  Do you plan to discuss lectures and readings?  Or is the group focused on studying for one or more 
specific exams?  
  
Choose a leader: Decide who will lead the study sessions.  You can choose to have one leader for all 
sessions, or you can rotate the leadership responsibility among the group members.    
  
Create and follow an agenda: The group can create a plan for each study session, or that can be the 
responsibility of the group leader.  It is the leader’s responsibility to keep the group on task during the 
meeting.  A written plan can help all group members see what needs to be accomplished.  
  
Keep up attendance: Keep track of attendance.  It can help to create some kind of system of reminders 
for each other, and it may be that the group needs to add new members as others leave.  
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USEFUL  
MOBILE  

APPS 

Adapted from the Academic Center for Excellence at The Florida State University 
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USEFUL MOBILE APPS 
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USEFUL MOBILE APPS 

Adapted from the Academic Center for Excellence at The Florida State University 
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https://quizlet.com/     Flash cards, games and learning tools 

https://www.khanacademy.org/   Learn most any subject for free 

http://howjsay.com/     Free online talking dictionary 

https://www.studyblue.com/    Find and study online flashcards and class notes  

http://www.naturalreaders.com/index.html  Convert text to speech or audio files 

https://www.smartlearningforall.com/   Educational videos (Physics, Chemistry, Biology & Math) 

https://www.ixl.com/  K-12 math, language arts, social studies, science and 

 Spanish for all ages 

https://www.mathway.com/Algebra  Math subjects 

https://www.symbolab.com/practice  Math practice 

https://www.wyzant.com/  Affordable private tutoring 

https://www.tutor.com/  40+ tutoring subjects, 24/7, free trial available  

https://kahoot.com/  Create, share & play fun learning games or trivia quizzes 

https://www.studystack.com  Helps students memorize information in a fun and 

 engaging way using flashcards and games  

http://tomato-timer.com/  Use a simple online timer like Tomato Timer to keep track 

 of how long you've spent studying and to remind you to 

 take regular breaks 

https://ankiweb.net/about  Create flashcards 

https://www.brainscape.com/learn   Explore a variety of pre-packaged subjects 

http://8tracks.com/explore/study    Listen to playlists for free made just for studying 

http://noiz.io/       Use if you are easily distracted by music 

https://www.citethisforme.com/    Create a bibliography in less than a minute 

https://owl.purdue.edu/owl/purdue_owl.html  Houses writing resources and examples of how to cite 

https://heyfocus.com/      Block distracting apps and websites so you can focus  

www.grammarly.com     Correct all grammar errors and enhance your writing 

www.chegg.com/flashcards    Search millions of flashcards or create your own for free 

 

   

STUDYING SITES 
AND  

TUTORING RESOURCES 

https://quizlet.com/
https://www.khanacademy.org/
http://howjsay.com/
https://www.studyblue.com/
http://www.naturalreaders.com/index.html
https://www.smartlearningforall.com/
https://www.ixl.com/
https://www.mathway.com/Algebra
https://www.symbolab.com/practice
https://www.wyzant.com/
https://www.tutor.com/
https://kahoot.com/
https://www.studystack.com
http://tomato-timer.com/
https://ankiweb.net/about
https://www.brainscape.com/learn
http://8tracks.com/explore/study
http://noiz.io/
https://www.citethisforme.com/
https://owl.purdue.edu/owl/purdue_owl.html
https://heyfocus.com/
https://nam04.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.grammarly.com%2F&data=02%7C01%7C%7C80f71c37c1384aa6d09608d7f05b0c68%7C2b6abf1502604f1aa4142b3d3e1867ea%7C0%7C0%7C637242146147568608&sdata=3Xljo5lDLb3xuksOAJjk5Tr4jeSnncsnRQ9%2FJVfjPpg%3D&res
http://www.chegg.com/flashcards
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ONLINE TUTORING— 
ANYTIME AND 

ANYWHERE 

 
 How to Access a Smarthinking Tutor  
http://services.smarthinking.com/login/  

Username: your CPTC email address @student.coastalpines.edu  

Password: Go2!Cptc  

You can access the link from our CPTC website, from the Online Resources tab in Blackboard, or using the di

rect link. Once logged in, continue through the terms of use and browser pages and select work with a tutor 

(this can be done any time of day or night).  
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For most students, exam time is particularly stressful.  Paradoxically, many students attempt to deal with this 
stress in ways that are counter-productive or even self-defeating; their behavior and attitudes tend to 
diminish their performance on exams rather than enhance it. 
 
While there is no guarantee for an easy time on exams, there are some specific guidelines that students can 
follow which will help them learn more efficiently during exam time. 
 
Remember that you are not alone: almost everyone gets somewhat anxious at exam time. 
 
It is clear that it does not help to put added stress on yourself by: 
1) keeping irregular hours. 
2) pulling all-nighters. 
3) eating irregularly or eating junk food. 
4) relying on ineffective learning strategies. 
 
Guidelines: 
 
1) Try to stay on a reasonably regular schedule of reviewing, eating, sleeping, and relaxing.  Start   
     at least a week, or preferably two, before exams begin. 
 
2) Don't attempt to study 24 hours a day; your efficiency and capacity to retain material will 
    rapidly decrease. 
 
3) Don't force yourself to study beyond your normal limits of concentration.  If you find yourself 
     able to concentrate for only ten or twenty minutes, study for only that period of time and then      
     take a short break.  Your concentration should return.  In fact, short and regular study periods     
     are more productive than lengthy single sessions. 
 
4) Eat a well-balanced diet and drink lots of fluids.  Excessive amounts of coffee may produce 
     confusion and even disorganization of thought processes. 
 
5) Don't use drugs or alcohol -- they can decrease your ability to think clearly.  Take medication 
     only under the supervision of a physician. 
 
6) Be conservative and reasonable about the demands you place on yourself. 
 
7) If you have a problem you believe will interfere with taking your exams, be sure to notify your 
Instructor. 
 

COPING WITH EXAMS  
AND 

EXAM ANXIETY 
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SEMESTER ASSIGNMENT CALENDAR 
The Assignment Calendar is a tool for keeping track of assignment due dates and exam dates for an entire 
semester. Rather than consult the syllabi and calendars for each course you are taking, you can consolidate 
all of the information in one place. Why do this?  
 You will be able to set priorities according to due dates and relative importance of assignments or exams.  
 You will know which weeks during the semester might require more (or less!) study time than average.  
 Based on this knowledge, you can plan ahead and keep up with all of your coursework.  
 You can even plan to get – and stay – one day ahead on your work. Staying at least one day ahead means 

you are prepared for class and getting the most out of lectures. Staying ahead can reduce stress 
considerably, give you more control over your time, and help you through those weeks when you have a 
lot to do.  

 

Creating the calendar  
Collect the syllabi for all of your courses this term to locate all homework assignments and exams. 
Homework assignments include course reading and any work that must be turned in either online or in hard 
copy. Record each assignment on the appropriate day in a monthly calendar (the kind with boxes for each 
day of an entire month). It is helpful to note the course number (i.e., THE2000) and/or to use color coding to 
identify the course the assignment is for. You can use a commercial calendar and write due dates in by hand, 
you can create a calendar on your computer and enter due dates electronically right into the calendar, or 
you can use the calendar templates on the ace.fsu.edu website. Be sure to record all of your assignments 
and exams from all of your courses.  
 

Using the calendar  
A tool sitting in a toolbox doesn’t get much done. Having created this calendar, you need to get into the 
habit of looking at it on a regular basis. Some students post a copy near their desk or study space. Others 
carry a copy with them or transfer the information into a daily or weekly planner. You could enter the 
information in your computer or smartphone. The point is to look at it often to remind yourself of what you 
could be doing during some unexpected down time or during a scheduled study session when you have no 
other pressing assignments. Of course, just knowing when assignments are due is not enough. Here are 
some ways that students have found to make the calendar work for them.  
 

Cross off assignments completed and exams taken. You are done with those and don’t have to think about 
them anymore.  
 

Write in study times on a daily or weekly basis. For example, if you plan to study for six hours a week for 
your Chemistry class, write on the calendar the actual times you plan to do this. Two hour-and-a-half 
sessions on Monday, perhaps, and one hour each on Tuesday morning, Wednesday afternoon, and Friday 
morning. Use different colors or fonts to highlight assignments/exams from different classes.  
 

Note dates when you need to start a major project or begin to study for a big exam. Do your best to 
estimate how long it will take you to complete the project or study effectively. Writing the start time on your 
calendar turns the starting part into a task that can be crossed off when it is completed. Remember that 
studying for an exam is most effective when it is begun several days before the exam and continued daily in 
time blocks of an hour or less.  
 

Write in due dates for all the steps needed to complete a major project like an extensive research paper. 
Since these “due dates” are under your control, you can make them up! Plan them for times when you have 
more time to work on them – you will know when these times are because they show as gaps on your 
calendar. For example, you might have to start researching your topic six weeks before it is due, so mark 
down “start research” on a date six weeks before the paper due date. After your first trip to the library or 
online search, you can cross off the “start research.” You can create due dates for other steps in writing your 
paper, such as an outline and a rough draft. You might put in a date when you plan to bring the rough draft 
to your instructor, tutor, or turn into Smarthinking. 

Adapted from the Academic Center for Excellence at The Florida State University 
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SEMESTER ASSIGNMENT CALENDAR 
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Managing time more efficiently usually means creating new daily habits.  One way to get started with new 
habits is to map out a schedule showing exactly when you will do what for an entire week.  Following a 
schedule like this may seem awkward at first, but eventually you will develop new habits that can improve 
your academic performance and also leave you with more free time.  
  
The next page contains a sample weekly schedule divided into half-hour time blocks. Examples of academic 
and extracurricular activities are provided to illustrate a potential week in the life of a student; however, 
based your academic and extracurricular activities as well as everyday basics like sleeping and eating, your 
schedule may look differently.     
  
You may create your own weekly study schedule by using the blank template found on the back page of this 
booklet. You can designate and organize your time as you like and use whatever color coding you prefer.  
  
To create your weekly study schedule begin by thinking about how you spend your time in the categories 
listed below:  
  
1. Classes – Block out the time to get to and from classes as well as actual class time.  
 
2. Regular commitments - Scheduled activities that you attend on a weekly basis, such as time you spend in 
clubs, organized sports, volunteering, job, etc.  
  
3. Basics - Include time for sleeping, getting ready in the morning, cooking, eating, doing laundry, going to the 
gym, etc.  
  
4. Study time - Set aside time that you plan to devote each week to studying, reading, managing notes, and 
doing assignments. You should schedule at least 2 hours per week for every hour you spend in class (for 
example: if taking 15 credit hours you should schedule 30 hours of study time on your weekly study 
schedule). Think about scheduling study time when you are at your best; for instance, if you are a “morning 
person,” then block out study times in the morning. You may also want to schedule your study times in short 
(1-hour or less) blocks, with recreation or study breaks in between. This will help keep your concentration 
and allow you to reward yourself for a productive study session with a relaxing break.  When scheduling 
study time, think about using time in between classes when you might be tempted to take a nap, play video 
games, or talk with friends.  
  
You can leave the rest of the calendar blank, so you can use the time as you wish, or you can schedule in 
personal, social, or family time if that is your preference. Some students like to schedule everything, including 
going out with friends or watching TV. This free time serves as your “pool” of hours if you need them during 
busy times like the two weeks before final exams.  

WEEKLY 
STUDY 

SCHEDULE 

Adapted from the Academic Center for Excellence at The Florida State University 
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WEEKLY 
STUDY SCHEDULE 

EXAMPLE  
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