
Online Learning: 
Establishing 

Routines and 
Setting a 
Schedule

WORKSHOP



Welcome!

• Some brief  introductions: 

• Who am I?

• Who are you? Feel free to turn on your microphone to say hello or post a 
greeting in the chat.



Territorial Land Acknowledgement

• Douglas College sits on the unceded, ancestral and traditional territories of  the Coast 
Salish Peoples of  the QayQayt and Kwikwetlem First Nations.

• Now that we are all working and studying from our homes, we may be in the 
traditional, unceded territories of  other First Nations as well. 

• You can use this link to enter your address and find out which First Nations 
territories on which you live, work, study, and play: https://native-
land.ca/resources/territory-acknowledgement/

https://native-land.ca/resources/territory-acknowledgement/


The Workshop Agenda

• Goal-setting

• Set up the semester!

• Scheduling your days and weeks when you are working online

• Calendar tools and scheduling reminders

• Tips and tricks

• Resources



Setting Your Goals

What are your 
priorities for each 

course you are 
taking? 

What other 
commitments do 
you have every 

week? 

What academic 
or other goals do 
you have outside 

of  classes?



Scheduling Strategies
What practice do you already use? 

What appeals to you?



Making schedules

TIME TABLE NEXT WEEK TO-DO LIST REVIEW NEXT 
WEEK

IMPORTANT 
DATES THIS 
SEMESTER



Setting up a daily/weekly schedule

It's easy to let the day slip by when 
much of  your course work is 

online and asynchronous.

Treat online learning the way you’d 
treat your usual face-to-face 

education.

Wake up the same time every day, 
engage in your usual routine



Setting Up a Daily/Weekly Schedule 
Part 2

Schedule in any synchronous class 
meetings and other fixed times, such as 
work commitments.

Set up work times for your classes and 
treat them as though you are going to 
a class.

Block out daily time for course work, 
such as readings, class discussions or 
assignments. Assess weekly to determine 
if you are setting out enough time to 
complete your weekly class work.

Consider setting up about 2 hours of  
study time for each one hour of  class 
time. So if  your class meets 4 
hours/week, schedule in another 8 
hours of  study time (12 hours total)





Semester-
Long 

Schedule

Add all your major assignments for the 
semester, from all your classes, to your 
calendar, and map out some waypoints 
along the semester so you don't leave 
everything to the last moment.

Set reminders at various weeks in the 
semester to remind yourself  to keep up 
with long-term tasks.

Factor in prior commitments, such 
as family events or vacations, that may 
interfere with your regular study schedule.



Calendar 
tools

Outlook (you have access 
from your Office 365 

account)

iCalendar (for Apple) Google calendar (for 
Android)

Other online calendar tools Set reminders from your 
tool for class times, study 

time, assignment due dates, 
etc.



Tips and Tricks

Using Available 
Resources

• Using instructor 
office hours

• Using the 
Learning Centre 
for writing or 
content tutoring

Creating habits

• Routine
• Social media-

setting up specific 
times to check

• Online Study 
Groups

Deep-thinking

• Pomodoro
• 25 minute timed 

blocks of  work, 
with 5 minute 
breaks

Follow-up

• Meet with a peer 
tutor



Online Resources

• Douglas College Learning Centre:

• https://www.douglascollege.ca/student-services/tutoring/learning-centre

• Handout: Creating a Study Schedule for Online Learning

• https://guides.douglascollege.ca/ld.php?content_id=35092288

• Learning to Learn Online: Ch. IV: Time Management for Online Learning:
• https://pressbooks.bccampus.ca/learningtolearnonline/chapter/create-a-semester-

schedule-2/

https://www.douglascollege.ca/student-services/tutoring/learning-centre
https://guides.douglascollege.ca/ld.php?content_id=35092288
https://pressbooks.bccampus.ca/learningtolearnonline/chapter/create-a-semester-schedule-2/


Check out our Learning Centre workshops

• This week: Friday afternoon: Taking notes online

• Ongoing Tuesday Workshops: English Language Tutoring workshops, 
starting January 19

• Ongoing Wednesday Workshops: Starting January 20

• https://guides.douglascollege.ca/thelearningcentre/workshops

• Online Resources: https://library.douglascollege.ca/getting-started

https://guides.douglascollege.ca/thelearningcentre/workshops
https://library.douglascollege.ca/getting-started


Workshop Evaluation

• Don’t forget to fill out the workshop evaluation form! The link appears in 
the chat.

• https://forms.office.com/Pages/ResponsePage.aspx?id=OIj0OlPNB0Wef_
xtrDVeM_r2DuD2YXBOm2HxDHw9g0VUMDRDTExYTjZYQzBJUUF
DNUFJQkg4U1lESC4u

https://forms.office.com/Pages/ResponsePage.aspx?id=OIj0OlPNB0Wef_xtrDVeM_r2DuD2YXBOm2HxDHw9g0VUMDRDTExYTjZYQzBJUUFDNUFJQkg4U1lESC4u


Thank you! 
And have a 
successful 
semester!

Nancy Squair

Faculty, Learning Centre
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