
10 TIPS ON HOW TO SCHEDULE YOUR 
DISTANCE LEARNING 
One of the most important things you can do to thrive during this time of distance learning is 
to create a schedule and keep to it! You may even need to schedule things you never needed to 
before – like lunch breaks, walks outside, and time to talk with friends.  

The following are 10 tips for scheduling that might help you stay afloat. 
 
Tip #1: Wake up on schedule. 
 
Establishing a healthy routine for distance learning starts the same as establishing a 
healthy routine during normal school days. Set your alarm at a reasonable time, wake up to 
it, and start your morning! 
 
Tip #2: Develop a morning routine that doesn’t involve schoolwork before you get down 
to business. 
 
Rather than getting up and going right to work, or waking up just in time for a Zoom 
meeting, make sure you plan time for prayer, a healthy breakfast, a short exercise routine, 
or other morning activities. 
 
Tip #3: Print off all your materials in the morning so you can work away from the 
computer. 
 
Your teachers should have provided materials for each of your classes so that you (and 
your siblings if you have them) should be able to print off all of your assignments first thing 
in the morning. Having your assignments in hand will make you more efficient and possibly 
keep you from having to return to the computer when it is being used by another member 
of the family. 
 
Tip#4: Schedule your day’s work. 
 
Make a schedule for each day’s work that includes Zoom meetings, work you need to do on 
the computer, and work you could do off the computer. Try to schedule blocks of time to 
work and avoid multitasking if possible. (Include the Trinity School “Dailies” in your 
schedule at times when you might need a little change of pace!) 
 
   



Tip#5: Schedule breaks, walks, meals, and other non-school activities as well! 
 
It’s also important that you schedule down time, meal times, times to get outside, and 
times for yourself. You can check these online sample schedules for some idea what your 
schedule might look like depending upon your grade. (Of course, you would have to make a 
schedule that works for you in particular, but this might give you an idea of how to start.) 
 
Tip#6: Stick to your schedule! 
 
It’s tempting to let the times get away from you, but try sticking to your schedule for three 
days in a row and see how much better you feel. 
 
Tip #7: Manage your time at the computer as well as on your cell phone or smart device. 
 
You know the temptations and distractions (Tik Tok, messaging apps, even just texting). Set 
yourself limits with the technology and stick to them. Consider leaving the phone in a 
location where you can’t easily get to it and check it only at predetermined times. Ask your 
parents for helpful solutions if you need to. 
 
Tip #8: Set Timers and Record Time Spent 
 
Teachers are working hard to make sure you don’t have more work that we intend you to 
have. Set a timer when you start a subject and keep track of how long each subject takes 
you during the day. Include set-up, getting online, downloading things, video conferencing, 
etc. 
 
Tip#9: Turn in all your work at once. 
 
If you have to scan your work, take photos, or submit it in a way that requires some extra 
steps, plan to do that all at once at the end of the day. It will save you time and distraction. 
 
Tip#10: Go to bed at a normal time. 
 
As Benjamin Franklin wrote in Poor Richard’s Almanack, “Early to bed and early to rise, 
makes a man healthy, wealthy and wise.” 
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