Unit 0 Notes 
· Plan your study sessions: chose a time where there are minimal distractions so that you can maintain focus. 
· Establish a routine: figure out if you work better at night or during the day and then set times to study based around these factors. 
· Planning successfully is an essential skill. 
· Planning involves estimating the full amount of time, effort and resources required to achieve a goal. 
· Most time management problems are caused by: having no clear plans or having vague and unrealistic plans. 
· Poor planning or a lack of planning can result in students falling behind with reading / writing tasks.
· Falling behind tends to lead to poor research and worse written assignments this leads to deadlines being missed.
· Prioritising tasks by using the Eisenhower’s Principle can help you decide which of the tasks you need to complete are most important and which are less so.
· Eisenhower is said to have organised his workload into two categories, urgent tasks and important tasks in order to maxims efficiency and minimise stress.
· Important tasks: tasks that lead to the achievement of personal and professional goals. For example, building your art portfolio, mastering a programming language, or creating a good LinkedIn portfolio.
· Urgent tasks: tasks which must be completed immediately, usually in order for someone else to achieve their goals. For example, meeting a work or university deadline.
· Tasks can be divided into four categories: important and urgent, these should be done straight away. Important but not urgent, create a schedule where you can do these at a priority but over time. Not important but urgent, delegate them and reschedule things to make sure that they get archived. And finally important and not urgent, try to limit these tasks as much as possible and get rid of useless tasks. 
· Perfectionism: another issue often faced by student is perfectionism, this is aiming to get everything done perfectly however this tends to make tasks stack up and then eventually not get completed. 
· Most people like to do good work and get reward for their efforts; however, some people struggle to stop this drive. This leads to a compulsive and non-stop drive towards an impossible goal, which is measuring your own worth exclusively by what you have achieved.
· Overcoming procrastination; first start by doing something hard after you have accomplished this task you will feel satisfied, then you will do the easier work because you already feel satisfied by the harder work.      
· Referencing: referencing is showing that you have used someone else's words, work, research, and pictures in your own work. 
· To reference correctly you must make sure that you quote there work or where you go the information from so that it is not perceived as copy right. 
· Why you should references: to show the lengths of research you have done, to add academic credibility to your arguments, to allow people reading to locate the sources you have used and finally to highlight other people's work and not to plagiarise your own content.
· Plagiarism: passing someone else's work of as your own without identifying there work / research in the topic. 
· Paraphrasing: this means discussing what you have found in your own words or looking at someone research and changing their work into yours without copying word for word. 
· Proof reading and reviewing: when completing work make sure to prof read after you have finished to eliminate any spelling or punctual mistakes whilst also making sure that all your content make senses and flows correctly, after this make sure to review your work as whole and determine whether you are pleased with it and that it matches the requirement for your grade. 
· What is turn it in: this is a service that university's use to make sure that when work is handed in it is not copy and pasted / plagiarised, it marks it against online searches and against fellow class mates that hand in the same work. This enables lectures to create a fair grade. 
