[bookmark: _GoBack]EFFECTIVE STUDY BY DISTANCE STUDENTS

1. GOAL SETTING

Why are goals so important?
Goals help you define where you’re going and what you want to accomplish, and make it easier to identify the necessary steps and choices. Long-term goals and long-term planning are important, but so are weekly and daily goals and planning.

                         HELPFUL HINTS:
· First, don’t set too many goals.
· Second, break your goals into small steps.
· Remember, Rome wasn’t built in a day! Take it one step at a time.


2. TIME MANAGEMENT AND PLANNING – FOR EFFECTIVE STUDY

A. Importance of LONG TERM PLANNING 

Long term planning helps us to ensure that: 
· We keep a clear goal of what we want and how we want to achieve that goal.
· Important dates with regard to the submission of assignments are kept in mind,
· Attending of vacation schools are plan and committed for,
· Writing of tests, attending practical sessions and group discussions are prioritised
· Preparation and writing of examination are noted and enough time devoted for it.
· The most important comes first and every commitment/goal met on time. 

3.    BALANCING THE OPTIONS

Life offers opportunities, new chances, and many choices. If you know what you’re trying to accomplish, it’s easier to manage the possibilities and make good decisions—instead of getting thrown off track by the many unhelpful options, or by distractions.
                  
	
HELPFUL HINTS
               If you take advantage of all the distracting choices, or if you put off a little too          
               much, it is easy to fall behind. Each day that you fall further behind makes it harder to 
               catch up. So, MAKE THE RIGHT CHOICE!


  
4.    MAKING THE MOST OF YOUR TIME
				                                                            Remember, time management isn’t about doing more things;  it’s  about doing the  right things!

5.      THE KEY IS TO PLAN:                                                     

1. List the things you need to do
2. Determine how important and urgent everything is
3. Number the item on your list
4. Schedule
5. Get to it.

How can I plan for this year? Use your diary and make the following notes:

	Semester 1
	Semester 2
	Activities

	February
March
April
	July
August
September
	General preparation						
Do assignments and hand in according due dates		
Attend vacation schools - compulsory
Prepare and write tests


	May
	October
	Re-submission of assignments
Intensive preparation for exam


	June
	November
	Examinations First opportunity 

	January
	
	Examinations Second opportunity



How do I apply planning to my modules?	
For example: I have registered for Principles of Management & English Communication and Study Skills. 
 
From February to April there are ± 10 weeks for study. 
I have to study 6 days per week. That means I will plan my weekly study as follows:	 
Principles of Management - 3 days per week 
English  - 3 days per week
B. SHORT TERM PLANNING

How do I plan my weekly studies? Some students work shifts, others the whole day. Make your study programme unique which fits your daily activities/responsibilities.

Draft the following schedule to help you in planning your studies on a weekly basis. 
FOR EXAMPLE - 
WEEK I
	Hours
	Sun
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat

	06H00 - 17H00
	Church and family, visit with friends
	Getting up and prepare for school and work/office
	Getting up and prepare for school and work/office
	Getting up and prepare for school and work/office
	Getting up and prepare for school and work/office
	Getting up and prepare for school and work/office
	Shopping and other responsibilities
at home, visit with friends

	
19h00 - 21h00

	Prepare study schedule for week 
	Principles of Mgt
Cpt 1 
	Principles of Mgt
Cpt 2
	Meeting

English
Units 1 - 2
	English

Units 3 - 4
	Principles of Mgt/ Relaxation
	English/
Relaxation



How much study time do I have?   FOR EXAMPLE   3 - 4 hours per day

How do I plan my daily study time?   You can follow this guide:
eg	40 mins - Read for understanding, identify major points, questions.
	10 mins - Rest 
	40 mins - Make summaries, ask questions for better understanding
	20 mins - Rest
	30 mins - Testing your knowledge

Continue to draw up the study plan for WEEK 2 etc
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WHY?	To promote peer-tuition interaction where students have the opportunity to discuss problems, check their own understanding of a subject against that of others and to relate new subject matter to previously mastered sections of the work.

HOW TO FORM A STUDY GROUP?
-	choose group members who you like or respect
-	limit membership to three or four fellow students
-	select a group leader who is responsible for convening the group
-	establish the meeting place and time for each session and what content will be 	discussed
-	make a personal commitment to contribute to the group
-	do not use the group to replace your own study.


WHAT DO WE DO DURING A STUDY GROUP MEETING?
-	compare and agree that all members agree on the basic content of the notes/course work, their importance and their meaning.
-	try to distinguish between the more important from the less important information.
-	discuss discrepancies in notes or understanding. 
-	consult tutor/lecturer of the subject if necessary.
-	discuss possible examination questions; come up with as many possible questions about a topic.
-	meet regularly and not only before examination. This is an ongoing learning experience.
				

Celebrate good times… and your success!
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