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Abstract

During the transition from secondary education to university, students experience difficulties, as their lives
undergo various changes. These difficulties contribute to a major problem in higher education, the early
dropout of studies. One of these difficulties is related to the inability of first-year students to manage their
academic time. This literature review focus on first-year students time management skills, and the role of
support services of higher education institutions. At first, what constitutes time management and what it
generally includes is analyzed. Then, the importance of time management skills for organizing students’
study and balancing their academic and personal needs is described. Furthermore, the existing literature
focusing on first-year students is quoted. These studies reveal that time management skills are important
for first-year students as in university there are different demands on students' time use compared to
secondary education. Those skills positively affect academic performance and reduce transition stress.
Moreover, they can be taught to students and in this setting, the role of the support services of higher
education institutions is crucial.
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Introduction

A large percentage of students who enter higher education? will never complete their
studies and many drop out in their first year of study (Kehm, Larsen & Sommersel, 2019;
Mujica et al., 2019; Mostert & Pienaar, 2020). Thus, the transition from secondary to
higher education can be difficult as students, at the same time, are trying to adjust to many
academic and social changes (Reed & Jones, 2021). More precisely, the transition from
secondary to higher education is a demanding process, since during this period, incoming
students face an important set of challenges, such as entering in an unfamiliar social
environment, performing well in the university community, learning and following new
regulations and obligations, adapting time management strategies, separating from
friends and family and taking part in decisions concerning their professional future
(Wasylkiw, 2016; Trautwein & Bosse, 2016; Kyndt et al., 2018). Many freshmen?
struggle with managing their academic time, and this weakness is one of the reasons for
dropping out of studies in the first year (Gibney et al., 2010). More specifically, most
students at the beginning of their studies are called to manage their study time and
workload for the first time, which is a challenge for them considering the intricacy and
different needs of each course. As a result, this challenge can even lead some students to
drop out of their studies (Tabuenca, Greller & Verpoorten, 2022). Incoming students are
characterized by lack of time management skills, which makes it necessary to develop
interventions regarding those skills (Trentepohl et al., 2022). Institutional support and
academic help are essential during the transition from secondary to higher education
(White, 2007). However, many institutions are lacking proper student support as far as
time management is concerned (Adams & Blair, 2019). Therefore, it is important to
investigate how students can be supported regarding time management (Hiivos, 2023).
The purpose of this research is twofold. The first is to highlight the importance of
time management skills for first-year students. To achieve this goal, the challenges faced
by first-year students regarding time management during their transition from secondary
to higher education are first highlighted. and the changes it entails. It also mentions the

critical role of effective time management as a self-regulatory process in ensuring

2 In this study, all the surveys refer only to universities and colleges.
3 This term refers to first-year students and comes from the 16° century England and 17° century USA

(Upcraft & Gardner, 1989 as reported in Stamelos, in press).
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academic success. On the other hand, the purpose is to synthesize the known evidence for
the effects of support services of higher education institutions in the development of these
skills in first-year students, highlighting the relevant policies that have been developed
regarding the development of support services that will help students manage time more
effectively them, and the research that has been developed on the effectiveness of these
services. Therefore, the research questions of the study are formulated as follows. 1. what
is the importance of effective time management for freshmen? 2. Do the support services
of higher education institutions contribute to the development of first-year students' time
management skills?

The academic time management importance, justify the significance of the chosen
topic. Proper time management is important for both individuals and organizations (Kader
& Eissa, 2015) as it contributes to success in various situations of human life (Shehzad &
Farah, 2021). The demands of modern society make it necessary to use time management
strategies from a very young age. From elementary education, students need to organize
their study time, set goals, priorities and avoid procrastination (Nasrullah & Khan, 2015).
Time management is critical for higher education students as they are responsible for
organizing and balancing personal and academic life (Kitsantas, Winsler & Huie, 2008).
Students who have not developed self-directed study behavioral skills find it difficult to
adapt to universities that require autonomy (Hensley et al., 2015). Research conducted by
Plant et al. (2005) investigated the effect of time spent studying on student's academic
performance. They found that total study time only arises as an essential effector of
cumulative grade point average (CGPA) when studying quality is taken into consideration
such as proper time planning and the environment where individuals choose to study.
Consequently, proper time management could lead to more efficient studying effort and
thus greater achievement potential. Boothe (2023), characterizes time management and
study strategies as the "broccoli" of education. This is because, although students
recognize that proper use of time and learning strategies can affect their academic
performance, they are reluctant to use new strategies as they find it difficult to apply them.
Just like broccoli. Although people are aware of its health benefits, they do not seem to
consume enough of it. In general, time management has a positive influence on student
learning achievements (Claessens et al., 2007).

Finally, this research becomes important, as it is believed that in the future, it will
contribute to the development of those support mechanisms on the part of universities and

especially Greek universities that will help students overcome the problem of time
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management during the first year of their studies, a fact that can contribute to the

completion of their studies and avoid dropping out.

1. Methodology

The literature review was performed through the research engines of, Google Scholar,
Scopus, Eric Database and DOAJ. Information was also sought on the website of the
European Higher Education Area, in order to locate articles in the context of the Bologna
Process for the development of policies for the support services of higher education
institutions, not included within the former databases.

The keywords used were:

1. “Time management” or “time management skills” or “support services” or

“support services on time management skills”

AND

2. “First year students” or “freshmen” or “incoming students” or “new students”

AND

3. “Higher education” or “universities” or “colleges”

The first and second search strings focused on the subject of interest; the third
string specified the educational level, as this research only focuses on universities or
colleges.

A publication date restriction has not been imposed, thus the search covered
articles until 2023. According to the inclusion and exclusion criteria applied, included
were the studies in which either only first-year students participated, or the largest
proportion of participating students were first-year students. Moreover, studies with
students from senior years were also allowed, but had to contain information specific to
first-year students. Also, only surveys in English language were included. Finally, the
sources were international review articles, empirical studies and theoretical papers. On
the contrary, studies including sophomore students and above were excluded. Also,

dissertations, conference papers and editorials, have been excluded.

2. Synthesis and Analysis

In this review, 28 studies were included and analyzed. The entire texts were read

thoroughly, focusing particularly on the results/findings and discussion sections. Initially,
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an analysis of the content of the studies was carried out, from which it emerged that out
of all the studies, 10 referred to the importance of time management for first-year students
and 4 pointed out that first-year students face challenges when it comes to managing their
time. In addition, 18 studies examined the importance and extent to which time
management interventions are effective. Six more surveys reported how these
interventions should be implemented to be more effective and finally, 1 is the research
that sheds light on the management of the study style and the relationship with the
demographic characteristics of the students. Based on the content analysis of all studies,
all the studies were categorized thematically in the following subsections. All relevant
studies are depicted in Table 1. However, before proceeding to the analysis of these

subsections it is necessary to define what time management is.
2.1 Time management definition

According to Kelly (2002), time management includes setting goals, scheduling what to
do based on priorities, evaluating and sticking to the schedule, and breaking down tasks
into simpler parts. Claessens et al. (2007) define time management as «achieving an
effective use of time while performing certain goal-directed activities». In this definition,
the aim is not to manage time itself for the sake of time but rather to achieve a goal via
effective time manipulation strategies (p.262). A comprehensive, interdisciplinary review
found that time management is often defined by: (a) time analysis, (b) planning, (c) goal
setting, (d) prioritizing, (e) scheduling, (f) organizing, and (g) establishing new and
improved time habits (Hellsten, 2012). According to Aeon and Aguinis (2017), time
management «is a form of decision making used by individuals to structure, protect, and
adapt their time to changing conditions». In the face of challenging requirements,
academic time management is the specialty responsible for helping students mapping out
their work and allocating their time to each project efficiently (Shehzad & Farah, 2021).
Academic time management can be viewed as a process by which students control when,
where, and how long they will study (Wolters, Won & Hussain, 2017). This means that
time management is a self-regulatory process and can contribute to better learning
outcomes and achieving academic goals (Wolters & Brady, 2020). This is also agreed by
Hensley et al. (2018), according to whom, students need to have mastered a set of

different behaviors and self-regulation skills in order to manage time effectively. More
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specifically, self-regulated learning is the cognitive, emotional, and behavioral process

learners adopt during their studies (Panadero, 2017).

According to definitions of time management, it seems that there is no agreement
on a common definition. More specifically, some definitions present time management
as a set of techniques followed. In fact, these techniques are not common to all definitions.
Over time, definitions emphasized the role played by the individual in effective time
management, as time management can only be effective if the individual himself knows
what his goal is, what he needs to do, and what is the deadline needed to complete the
goal. It could be argued that no precise universally accepted time management techniques

exist, but they vary according to individual goals and needs of each person.

2.2 Time management challenges for the first-year student

Incoming students during the beginning of their studies, face challenges regarding time
management and self-study (Meer, Jansen & Torenbeek, 2010). Higher education has
different demands on students' time use compared to secondary education and although
the university schedule is more flexible, academic requirements are greater. Thus,
students are called to adapt to these changes which is a challenging (Thibodeaux et al.,
2016; Wolters & Brady, 2020; Reed & Jones, 2021). The study of Tabuenca et al. (2022),
referred to changes in the way students study from secondary to higher education.
Students in secondary education were guided by their parents or teachers or other adults
in relation to how to organize their study time. However, students in university need to
be autonomous, arrange their own study time and balance their personal, social and
academic obligations. The research concludes that first-year students cannot manage this
sudden change and have not developed time management skills. Another study by Meer
et al. (2010), conducted in two different countries, confirms that first-year students
struggle with time and its management and self-study. They found that many students
were aware about the need to manage their time self- sufficiently and devote a part of
their time on self-study. Despite that, many students did not know how to properly
organize their study time and faced difficulties in self-regulated learning. Students in this
study mentioned that they knew more work was necessary, but that awareness did not
lead to plans for handling the increased load. Indeed, first-year students have incorrect
perceptions of both the skills needed for the organization of their study and the amount

of time outside of the classroom that are necessary to be a successful student. The survey
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outlines that there is a huge gap between students’ expectations of how much time was
required for academic studies and what was the actual time commitment needed. At the
end of their first semester, students expect to study more during their second semester
than they did in their first semester, at a large deviation of more than 10 hours a week
(Reed & Jones, 2021). A survey of 589 freshmen regarding their time use, found that
during the first semester, students spent more time socializing or work commitments and
less time on academic demands. Academic time use was associated to higher self-
regulated learning and target grade achievement in the first and second semester. Students
who deviated from their first-semester target, lowered their second-semester target GPA
instead of planning to dedicate more time in studying. On the other hand, students
exceeding their target first-semester grades, planned to emphasize more in their social
connections in their second semester (Thibodeaux et al., 2016). Regarding demographic
characteristics and time management of college freshmen, females reported significantly
better time management skills than males. So did older students (over 25 years old),
relative to younger students (Trueman & Hartley, 1996). These results contradict more
recent research according to which time management behaviors were not significantly
different across gender, age, entry qualification, and time already spent in the program

(Adams, & Blair, 2019).

2.3 The importance of time management during the first year of studies

The effective management of their time can contribute to the reduction of these challenges
and, by extension, to the retention of students in their studies (Trentepohl et al., 2022).
Generally, research focusing on college freshmen has shown that time management skills
are crucial for academic success (McCarthy & Kuh, 2006) and is one of the factors that
may influence student’s academic performance in university (Hensley et al., 2018; West
& Sadoski, 2011; Masre et al., 2020; Jansen & Suhre, 2010). Hollowell, Brandon & Grillo
(2013), through students' study log data concluded that students who scored higher in a
course, spent less time studying than those who scored lower. This is because students
with higher scores had more techniques than those with lower scores. In another study,
where ninety freshmen and sophomore undergraduates volunteered for course credit to
complete a set of questionnaires, showcased an encouraging relationship between time-
management attitudes and skills and grade point average (Britton & Tesser, 2001). In
addition, Huie, Winsler & Kitsantas (2014), studied first year working students, and the

relationship between their working hours and their grade point average (GPA). Working
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students who were able to maintain a high GPA had stronger time management and effort
regulation skills compared to working students who received lower grades (Huie et al.,
2014). In one notable study, Kitsantas et al. (2008) examined university first-year
students’ self-reported time and study management and revealed that time management
was a strong predictor of academic success during the following semester and two years
later that. Indeed, students who did not continue to second year of studies, had less time
management skills than those who remained in college. Furthermore, it was shown that
students characterized by conscientiousness, use time management and effort regulation
strategies. By using these learning strategies, conscientiousness positively influences
academic performance (Waldeyer et al., 2022). In addition to the positive impact that
proper time management has on academic performance and success, it also entails the
reduction of academic stress. More specifically, Krumrei-Mancuso et al. (2013),
examined the role of psychosocial factors for college success among 579 first-year
college students. Results show that time management was a factor predictive of college
students' life satisfaction. Also, practice of time management skills appears to be

decreasing academic stress (Jansen & Suhre, 2010).

2.4 Support services and time management

In recognition that the transition from secondary to higher education and the first weeks
or months during the first year of studies, is a distinct period for students, many
universities have integrated support services that contribute to a smoother transition for
students (Meer et al., 2010). Universities and colleges in the USA and Australia have
been known to conduct this type of programs (Barefoot, 2000; Wright et al., 2017). In the
case of Europe, in the context of the social dimension of the European Higher Education
Area (EHEA), institutional development of support services for students like student
counseling, financial support services, mental health services and services for students
with disabilities are promoted. However, in the case of Greece, it seems that these services
are not sufficiently developed. In a survey carried out in a department of a Greek
university, it was found that a significant percentage of students needed support during
their studies, with greater intensity referring to educational support, which they did not
receive from the university (Evaggelakou, 2019). The three most common measures to
help first-year students adapt to the new learning environment in higher education
institutions are introductory or induction courses (usually taking place at the beginning

of the academic year), tutoring or mentoring programs (by fellow students or academic
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stuff) and support provided to students to acquire learning and/or organization skills
(through specific courses or individual support) (European Commission/EACEA/
Eurydice, 2015). According to the 2015 Bologna Process implementation report, only
about half of the EHEA countries have developed policies and practices specifically
focused on supporting first-year students. In the case of Greece, almost no support
services concerning incoming students exist (Stamelos, in press).

Considering the importance of proper time planning in academic performance,
higher education institutions support services often aim to develop these skills (Truschel
& Reedy, 2009) and help students understand and improve these strategies (Hensley et
al., 2018). Many studies indicate that universities should play an active role in helping
students learn time management skills (Thibodeaux et al., 2016; Meer et al., 2010; Kelly,
Cucculo, & Clinton-Lisell, 2022), as time management consists of habits and practices
that can be learned from people who do not perform these behaviors (MacCann, Fogarty
& Roberts, 2012). Also, it is important for students to take part in activities that help them
with time management, especially for those who have difficulty with proper time
allocation (Adams & Blair, 2019). The interventions concerning the development of
students’ time management skills focus on goal setting, scheduling, prioritizing tasks
(e.g., making to-do lists), self-monitoring, problem-solving techniques, delegating, and
negotiating, as well as conflict resolution (Morisano et al., 2010) and preferences
regarding organization (e.g., preference for a well-organized rather than disorganized
workday) (Claessens et al., 2007).

As found from the literature review, Greek universities, in contrast to other
countries, have not developed interventions for the development of time management
skills in first-year students. More specifically, not only in American universities (Kelly,
2002) but also in European countries such as Germany (Hafner et al., 2013), programs
aiming at constructing time management skills have been developed. Such programs can
be seminars in addition to the course program such as the brief OTMP (organizing, time
management, and planning) (Stevens, 2018) and short-term (2 hour) time management
training programs administered to university freshmen at the beginning of the semester.
Students received training in scheduling and prioritizing, goal setting and monitoring, and
mental simulation as a method of goal achievement. Concerning priorities, for example,
the students were instructed to note down all tasks they want to work on the next day on
a sheet of paper and to prioritize these different tasks: (1) high priority, (2) medium

priority, (3) moderate priority. (Hafner et al. (2013). There are also interventions
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integrated into existing courses, as for example instructor-implemented time management

interventions in undergraduate psychology courses (Kelly, 2002).

2.5 Effectiveness of support services

Universities need to construct freshman transition courses, as part of intervention
strategies, in order to help with students’ academic adjustment and success. That being
said, these courses must be evaluated to check their efficiency and application so that
students can more easily reach their goals (Cambridge-Williams, Winsler, Kitsantas &
Bernard, 2013). In case of time management interventions, many studies confirm their
effectiveness. The perceived study skills preparation concerning time management and
learning skills does have a positive impact on college students’ first-year study behavior
and academic achievement (Jansen & Suhre, 2010). Ismail, Putri & Noviyanti (2022),
aimed to evaluate the effect the use of the pomodoro technique (25 minutes of work
followed by a 5-minute break period) would have on students' academic motivation,
engagement and time management. This technique was adapted to a lesson held via
Zoom. The results showed that this technique positively affected students' motivation and
engagement and that students could manage their time better. Therefore, this technique is
beneficial as students can use it to organize their study time, but also for use by teaching
staff. Moreover, first-year students participated in a short two-hour training session on
time management strategies such as goal setting and tracking, prioritizing tasks, and goal
implementation strategies. After the end of the course, it was observed that the students
who completed this short training had a reduced level of stress and were able to manage
their time better, compared to the control group (Héfner et al., 2014). Teaching time
management strategies has also been shown to be effective in research conducted on first-
year students with disabilities. These students developed academic self-efficacy beliefs
and had improved their study time management skills after attending the intervention
course (Kader & Eissa, 2015). In addition, a comparison was made between 2 time
management interventions conducted on undergraduate students, of which 54.9% were
freshmen. The first intervention aimed at teaching the usefulness of time management but
also how to apply planning strategies and goal setting. In the second intervention the
students were only taught goal planning. After the end of both interventions, the students
had developed time management skills, a fact that shows the need to apply such
interventions to freshmen (Kelly et al., 2022). Furthermore, an organization, time

management, and planning (OTMP) skills intervention was implemented at freshmen
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with high risk of dropout. Students who belonged in the intervention group performed
significantly better than controls regarding impairment measurements and lack of
attention. These findings were considered significant, pinpointing that OTMP training,
as part of intervention strategies, can improve academic adjustment of high-risk students
(Stevens et al., 2018). Masre et al. (2020), investigated the role of motivation camp
program concerning time management of incoming students. The purpose of motivational
camp is to increase students’ interest for studies and to get students acquainted with new
skills required by the university, such as time management and socialization skills, that
can help students overcome the transition challenges. The results of this study show that
there was no significant difference in time planning, between the students who attending
the camp and those who did not. But there was a significant difference between those two

groups with regards to time attitude.

2.6 When and how to apply time management training

Many researchers have studied when and how time management interventions need to be
implemented in order to be most effective. In the research of Trentepohl et al. (2022),
first-year students who had not developed time management strategies were divided into
three groups. The first group comprised of students who were taught time management
strategies, whereas the second group practiced time management knowledge, and the
third was the control group. Both intervention groups showed improvement in time
management skills, but the practice group had better results. So, it is not enough to just
learn time management strategies, but it is important to practice this knowledge so that
the students can optimize and consolidate those strategies. The importance of practice is
also mentioned by Hiivos (2023). More specifically, it is stated that a lesson that will
teach students how to learn is important. This lesson will include time management
among other things. This course needs to combine teaching information on time
management strategies as well as best practices such as ways to avoid procrastination.
This information should also aim to reduce the stigma of time management struggles
(Hiivos, 2023). At the same time, integrating time management assessment and material
into existing courses is helpful as freshmen can thereby understand the importance of time
management and how to apply relevant strategies. Instead, positioning it as a separate
topic or section is not efficient. Also, the provision of an educational manual or book,

where the student needs to study independently to improve time management skills, is
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considered ineffective. It is therefore useful to integrate time management training into
the curriculum (Lincoln, Adamson & Covic, 2004).

The most appropriate timepoint for training in time management strategies is very
early in secondary education before the students even arrive at university. In this way
students experience the transition more smoothly and familiarize themselves with the
university's requirements more easily (Kitsantas et al., 2008). Another view is that time
management is best taught in the middle of the first semester. This is because, at the
beginning of the semester, students have not been confronted with the real demands of
the university in relation to time management, since relatively little is asked of them at
the beginning. So, students feel they have the right skills to succeed, and the relevant
training is not necessary. Even at the end of the semester it would have negative
consequences for students who have difficulties in time management, resulting in
valuable time being wasted. In the middle of the semester, students face time management
difficulties and can probably have a better understanding of their importance (Reed &
Jones, 2021). Finally, Lincoln et al. (2004), argue that students in the first semester cannot
understand the importance of their education in time management and more generally the
need to be self-directed in their way of studying. This is because a time management
course is not compatible with their current academic needs, since the first semester is
usually not that demanding for first-year students. In that case, students run the risk of
not appreciating such a course, underestimating it and let the chance of learning time
management skills slide. Therefore, time management training should be done after the

first semester.

2.7 Gaps, Limitations and Future Directions

While time management is a crucial subject affecting first year student success, it is rarely
stated explicitly and never included in European educational policies. Policymakers and
researchers need to study this multidimensional issue more, so that greater attention can
be paid to the smoother transition of new students. However, even though nearly all study
manuals included in this review recommend that the interventions from higher education
institution have a central role in developing students’ time management skills, there is
actually very little research as to when is the right time for those interventions to take
place.

Secondly, the research focuses on the role of the university and the support

services it provides to students. However, the lack of time management skills may be due
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to the lack of guidance and information from secondary education about the requirements
of the university, therefore this aspect could also be explored.

Moreover, from the first days of study, university academic personnel, need to
make clear to students what their obligations are and what the required workload is. That
is how they can be transformed into autonomous university students.

Even secondary education may participate by organizing seminars for students
finishing school and before entering higher education. These seminars will teach students
how to be successful and self-regulated so that they can meet the various requirements of
the university, including time management.

In summary, the university needs to provide introductory courses, as well as
courses integrated into the curriculum, that will teach students time management skills.
These courses can be attended by both teaching staff and older students or PhD students.
Also, it would be useful for universities, upon arrival of students, to test time management
skills (for example through questionnaires), so as to identify students who have problems
in this area and need support. Finally, it would be useful to have a study mentor, who will
act as an advisor at the beginning of the studies and discuss the educational needs of first-
year students, with great emphasis on difficulties they face in managing their time and

organizing their studies.

3. Conclusions

The aim of this research was to investigate the importance of time management skills of
first-year students and the role of support services of higher education institutions
regarding the development of these skills. This review concludes that time management
skills are crucial at the beginning of the studies and universities can play a central role.
Specifically, proper time management from the beginning of studies is critical as it can
contribute to students' academic success (McCarthy & Kuh, 2006; Kitsantas et al., 2008)
and to increasing academic performance (Hensley et al., 2018; West & Sadoski, 2011;
Masre et al., 2020; Hollowell et al., 2013; Britton & Tesser, 2001; Huie et al.,2014). It
also, promotes the reduction of anxiety experienced by students during the transition and
the feeling of satisfaction in life (Krumrei-Mancuso et al., 2013; Jansen & Suhre, 2010).
In university, students are required to be more autonomous, and self-manage their way of
studying, in relation to secondary education and they need to adapt to this change

(Thibodeaux et al., 2016; Wolters & Brady, 2020; Tabuenca et al., 2022). First-year
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students struggle with time management and organizing their study as they are not
properly prepared (Meer et al., 2010) when they arrive at higher education with incorrect
expectations about how to manage their time in order to be a successful university student
(Reed & Jones, 2021).

Moreover, this research highlights the critical role of support services of higher
education institutions in the development of time management skills in first-year students
and the effectiveness of these interventions. Time management consists of habits and
practices that can be taught to students (Kader & Eissa, 2015; Masre et al., 2020; Kelly
et al., 2022; Ismail et al., 2022). These interventions focus on goal setting, planning, and
task prioritization (Morisano et al., 2010). It is emphasized that practical application of
the strategies taught to students (Hiivos, 2023; Trentepohl et al., 2022) and the integration
of time management training into the curriculum (Lincoln et al., 2004) are important.
Regarding the exact timepoint in which time management interventions must occur for
maximum efficacy, the opinions of the researchers vary. Some propose that time
management application must take place before students arrive at university (because
they need to be prepared) (Kitsantas et al., 2008) and others support that it can happen in
the middle of the first semester (Reed & Jones, 2021) or even after the first semester
(Lincoln et al., 2004).

Finally, it is important to mention some limitations. For the needs of this particular
research, this review focused only on first-year students, and in a few studies, older
students also participated. However, time management is a problem that students face
from the beginning until the end of their studies. That being said, time management skills
are considered essential for academic success and more studies need to be conducted,
especially focusing on first-year students. Also, European educational policies could be

established with the inclusion of time management in their repertoire.
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Table 1: Summary of selective research on the relationship of time management and first-year students
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