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Planning your Studies [Activity sheet] 

What is involved in completing assignments at University? 

If you have read ‘Improve Your Learning: Planning your Studies’, you will know that planning your 

studies and time is essential to meeting deadlines and successfully completing assignments.  This 

can be a complex task and you are expected to be proactive and independent in your time 

management. 

First you need to be aware of what completing a university assignment involves.  Test yourself on 

this now in the box below.  Imagine you are writing a 2000 word essay for an introductory module. 

 

How many different things do you have to do to complete a 2000 written essay?  List 

them. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Check your ideas against the list on the next sheet 
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Different Activities involved in Completing Written Assignments and Planning Ahead 

Here are some suggestions of what you might need to do.  Some tasks might be quick and easy 

and but others can be complex and time-consuming.  If there are any terms you do not understand. 

Now we will focus on when you might need to do these tasks.  Which of these tasks do you think 

you might do...:    

a. More at the beginning of the assignment process than at the end? 

b. More at the end of the assignment process than at the beginning? 

c. Continuously or repeatedly throughout the assignment process? 

d. Throughout the assignment process but particularly at the beginning and at the end? 

e. Only once? 

Write A, B, C, D or E in the Answer column    

 

Task Answer 

1. Read and understand the assignment brief.  

2. Plan your study time.  

3. Locate possible sources for research both online and in the library.  

4. Skim read and select and reject sources for research material.  

5. Read selected source material and take notes that are relevant to the 
assignment. 

 

6. Take referencing details of the source material.  

7. Think about the research and the topic to consider an informed response to 
the question. 

 

8. Organise your ideas and plan your essay  

9. Begin writing.  

10. Edit and revise your writing, possibly reorganising ideas or changing response  

11. Proofread the essay for clarity and accuracy.  

12. Check the referencing guidelines.  

13. Check that the referencing and bibliography complies with the university 
guidelines. 

 

14. Write the bibliography.  

15. Check the presentation of the assignment, including font size, line spacing and 
page numbers, cover page, name, student number, module number and 
name, tutor name etc. 

 

16. Check hand in procedures and regulations, including any additional forms you 
need to submit. 

 

17. Hand in the assignment according to procedures and regulations.  
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