TIME BLOCKING & SCHEDULING - COMPLETE GUIDE (YOUNG ADULTS 18+)

EXECUTIVE SUMMARY

Time blindness destroys 90% of autistic adult schedules, leading to missed appointments,
job loss, and chronic stress. This guide builds a "block system": color-coded calendar, 25-
minute work chunks, and buffer rules. GOAL: 80% of tasks completed on time, zero missed
appointments within 90 days.

CRITICAL DISCLAIMER: Educational resource only—not therapy or medical advice.
Time blindness and executive function challenges may relate to ADHD, autism, or
other neurodivergent conditions. Consult healthcare providers for diagnosis or
medication adjustments. Apps and techniques may need customization for individual
sensory or cognitive needs.

CORE TIME MANAGEMENT SKILLS CHECKLIST
Master these 5 skills through a 1-week app trial. Track daily completion.
Set 3 daily alarms

e Description: Wake-up, work start, bedtime

e Mastery Level: 7/7 days automatic

¢ How to Practice: Phone alarms with specific names
25-minute work / 5-minute break (Pomodoro)

e Description: Focused work sessions with breaks

¢ Mastery Level: Complete 4 cycles daily

¢ How to Practice: Use timer app
15-minute buffer between events

¢ Description: Transition time between activities

¢ Mastery Level: Every change has buffer

e How to Practice: Block in calendar

Weekly planning Sunday (15 minutes)



¢ Description: Plan next week blocks

¢ Mastery Level: Sunday ritual established

¢ How to Practice: Set recurring alarm
Say "no" to overload

e Description: Protect your schedule

e Mastery Level: Decline 3 requests/week

¢ How to Practice: Use scripts below

Progression: Below 80%? Focus on 1 skill/week. Use phone reminders.

TIME BLOCK COLORS SYSTEM

Use color coding to make your schedule visual and intuitive.

Color Category Examples

Priority

RED Essentials Shower, meals, medications, sleep

Never skip

Fixed work hours, classes,

ORANGE|Work/School
commute

Non-negotiable

Laundry, cleaning, shopping (rotate

YELLOW |Chores .
daily)

Essential but flexible

GREEN |Self-care Exercise, hobby, relaxation

Protects mental
health

BLUE Social/Planning|Calls, networking, weekly planning

Important
relationships

WHITE |Buffer/Flex Transitions, unexpected, overflow

Prevents chaos

Print this color key and tape to your desk/wall.

DAILY BLOCK TEMPLATE (Fill Night Before)

Copy this template to your planner or calendar nightly.




6:00-7:00 AM: RED - Wake/Hygiene/Breakfast

7:00-9:00 AM: ORANGE - Work Prep/Commute

9:00-12:00 PM: ORANGE - Deep Work (3 x 25-minute Pomodoros)
12:00-1:00 PM: RED - Lunch + 10-minute Walk

1:00-4:00 PM: ORANGE - Work (3 x 25-minute Pomodoros)
4:00-6:00 PM: YELLOW - Chores (Rotate: Laundry M/W/F, Shopping T/Th)
6:00-7:00 PM: RED - Dinner

7:00-8:00 PM: GREEN - Exercise or Hobby

8:00-9:00 PM: BLUE - Plan Tomorrow + Social Calls

9:00-10:00 PM: WHITE - Wind-down (No screens)

10:00 PM: BED (Lights out)

Customization: Adjust start times based on your work schedule, but maintain color
categories and buffers.

POMODORO SYSTEM (25-Minute Magic)
Pomodoro Cycle:
25 minutes WORK > 5 minutes BREAK (repeat 4 times)
30 minutes LONG BREAK
Rules:
Phone AWAY during work blocks (kitchen or another room)
Use timer app: Focus Booster, Tomato Timer, or phone timer
Work on ONE task only per Pomodoro
Break Activities (5 minutes):
e Stand and stretch
e Drink water

e Walk around room



¢ Quick hygiene (wash hands, brush teeth)
e NO social media or email
Why it works for autistic adults:

e Short sessions reduce overwhelm

Clear start/stop times

Built-in movement breaks

Prevents hyperfocus derailment

WEEKLY PLANNING RITUAL (Sunday, 15 Minutes)
Sunday 7:00-7:15 PM: Block Next Week
1. Review last week: What worked? What missed?
2. Block FIXED items first (work, school, appointments)
3. Add 3 BIG tasks maximum per day
4. Insert buffers between every transition
5. Take photo of calendar and send to phone
6. Setall phone alarms for the week
Weekly Block Rules:
Maximum 3 major tasks per day
Every color block gets buffer time

Sunday planning = non-negotiable RED block

BUFFER RULES (Prevent Chaos)

Buffers = transition time between activities. Skip them = schedule collapse.

Transition Type Buffer Time Examples

Room change 15 minutes Kitchen to office




Transition Type Buffer Time Examples

Travel/Commute 30 minutes Home to work
New people/places 1 hour Doctor appointment, job interview
Task switch 5 minutes Email to deep work

Calendar Setting: 15-minute alerts before every event

Why buffers matter: Autistic brains need transition time. No buffer = panic and lateness.

RECOMMENDED TOOLS (Free or Cheap)
Calendar: Google Calendar (free)
e Setup colors for each category
¢ 15-minute and 5-minute alerts
e Share with trusted person for accountability
Timer: Focus Booster or phone timer (free)
e Visual countdown
e Automatic breaks
¢ Work session tracking
Planner: Bullet journal (notebook) or Notion template (free)
¢ Weekly overview
¢ Daily task list
¢ Wins and misses tracking
Wall Chart: Dry erase weekly calendar ($15)
¢ Visual at-a-glance
o Color markers

e Photo to phone weekly



TASK PRIORITY MATRIX (Maximum 3 Per Day)

URGENT NOT URGENT

IMPORTANT Block 1-3pm (RED/ORANGE)|Block 9-11am (ORANGE)

NOT IMPORTANT|Delegate/Delete Never schedule

Daily Rule: Maximum 3 important tasks. Fill rest with routines.

SENSORY TIME MANAGEMENT HACKS

Overwhelm during block:
Shrink to 10-minute blocks. Success builds momentum.

Transition panic:
2-minute stretch + 3 deep breaths between blocks.

Time blindness:
Kitchen timer + analog wall clock (no digital confusion).

Hyperfocus derailment:
2 alarms to end work block (phone + kitchen timer).

Decision fatigue:
Nightly 2-minute review: "3 must-dos blocked for tomorrow?"

SAYING "NO" SCRIPTS (Protect Your Blocks)

They're Busy Schedule:

"That week is blocked for me. How about [ALTERNATE DATE]?"

Vague Request:

"I need to check my calendar. Are you available [DATE 1], [DATE 2], or [DATE 3]?"
Schedule Overload:

"I'm maxed this month. How about next quarter?"

Practice: Role-play these 3x/week with trusted person.



MONTHLY REVIEW (First Saturday, 30 Minutes)
What filled your calendar vs. what you planned?
e Planned: Work, essentials
¢ Unplanned: Social media, perfectionism, saying yes
Buffer usage analysis:
o Too little buffer? Increase to 20 minutes
e Too much buffer? Tighten to 10 minutes
Wins: Repeat these 3x next month
Fails: Delete, delegate, or shrink
Monthly Audit Questions:
1. Zero missed appointments? (Target: Yes)
2. 80% blocks completed? (Target: Yes)
3. Used "no" scripts? (Target: 5+ times)

4. Pomodoro cycles consistent? (Target: 80%)

TIME AUDIT (Week 1 Only)

Track EVERY activity in 15-minute chunks:
¢ Phone app photos of your calendar
¢ Note what you actually did vs. planned
¢ Weekend review: ldentify time leaks

Common Time Leaks:

Social media scrolling

Perfectionism on low-priority tasks

No buffers between activities

Starting late or ending early



DAILY BLOCK REVIEW (Nightly, 2 Minutes)
Before bed checklist:

Tomorrow: 3 must-do tasks blocked?
Buffers between every transition?

All alarms set on phone?

Energy realistic for the schedule?

Quick Fix: Move 1 task if overloaded.

WEEKLY BLOCK TRACKER (Sample Data)

Day % Blocks Completed|Missed Items Fixed Next Week

Mon 85% 1 Pomodoro (distraction) |Phone in kitchen

Tue 92% None Maintain routine

Wed 78% Evening chores Move to earlier time
Thu 95% None Repeat this pattern

Fri 88% Weekend planning delayed|Start earlier

Sat 75% Too many tasks Reduce to 2 tasks

Sun 100% None Continue Sunday ritual
Weekly Avg||87% 3items Protect phone time

Sunday Review: Calculate weekly average. This week was 87% complete. Target next week:
90%+

MILESTONES (Celebrate Progress)

Week 2: Daily blocks completed 80% of time
Celebration: Favorite snack or small treat



Month 1: Zero missed appointments
Celebration: New planner supplies or app upgrade

Month 3: Pomodoro becomes automatic habit
Celebration: Day off or special activity

Month 6: Comfortably say "no" 5 times per week
Celebration: Major reward (experience or purchase)

REMEMBER THIS

BLOCKED TIME = FREEDOM. A full calendar with colors and buffers gives your brain
security.

25-minute chunks work. Long sessions lead to burnout and abandonment.
Buffers are non-negotiable. No buffer = inevitable lateness and stress.
Saying "no" protects "yes." Overloaded schedules fail completely.

Visual + alarms = autistic superpower. Use your pattern recognition.

RESOURCES
Free Apps:
e Google Calendar (colors + alerts)
e Focus Booster (Pomodoro)
¢ Tomato Timer (web-based)
Physical Tools:
e Dryerase weekly calendar ($15)
o Color markers
¢ Analogwall clock
o Kitchen timer
Atlanta Local:

e Georgia ASD Network (executive function workshops)



e Locallibrary productivity classes

SpectrumCareHub - Science-grounded autism family support

Educational resource only—not therapy. Consult healthcare providers for
ADHD/autism diagnosis or executive function support.
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