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Introduction
We've written this study guide for distance students studying at the University of Namibia, Centre for External Studies. You should read this booklet now to help you prepare for your studies and use it as a reference guide during the year when you need specific information or advice.  You may find useful information on study materials, assignment letters  and  how to study effectively .
1. Studying at a distance 
This may be your first experience of studying at a distance - and you may not have worked for a qualification for several years. This booklet therefore provides advice on how to approach your studies, and tries to anticipate and deal with some of the problems you may face. We will also guide you through the study materials and how to use them, and give you some administrative information. Above all, we want to help you to succeed, - to get as much as possible out of your studies and to pass the assignments and examinations.

Here are some of the problems you may face as a distance student along with some suggestions for coping with them:
· Having no fellow students within easy reach to share ideas, enthusiasms and enjoyment can be tough. You cannot collaborate, there is no intellectual stimulus provided through seminars, no chance to get a different point of view. You may think that you are the only one having difficulty with the course and therefore feeling worried and inadequate. 

So look around you and find other people who are potential help-mates. Use your colleagues as a resource, especially when working on activities and assignments. Colleagues can be drawn into discussion, perhaps you could offer to give a talk on an aspect of your study, maybe one that you find particular difficult? The feedback you get may make is easier.
· Worrying that your work is not up to standard and having no means of checking this.  Then you may not be able to pick up a phone and call your tutor. 
However, remember that you can write to your tutor through the UNAM Centre or CES offices at the Main Campus (you can also send a fax or email message. He or she can give general or specific advice as well as just marking your assignments.
· Why not get into the habit of noting down any real difficulties or questions (including the unit and section number so your tutor can find the reference)? Then you can send them to us and we will respond as soon as we can.

· We recognise that few students will have specialist library within reach. 
For that reason, the majority of modules have been designed so that you can pass using just the supplied materials alone. If a prescribed book is referred to you can contact the nearest UNAM Centre or any local bookshop to make an enquiry. But don't forget to explore what resources you have locally in your community or over the internet and make full use of them. 
· Finally, you may feel the strain of having to juggle the conflicting demands of family, work and study. 

You must be realistic when balancing the competing interests of work, home and study. Don't get depressed if you have to stop studying temporarily for an unforeseen emergency. Just be flexible and determined to get back on schedule. Set yourself realistic goals and reward yourself when you feel you have done well.
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Now turn to the materials you have received. Tick off the modules and assignments you have received against your Proof of Registration. Make sure you have received all the modules. If any modules are still outstanding, make sure to contact your UNAM Centre in a couple of week's time for collection. It remains your responsibility to ensure that you have ALL the modules and assignment letters for which you have registered. Remember that the programme is designed so that it can be studied successfully by students who have only the course materials available to them.
	All the course materials you have received are now your property and you can mark and make notes on them however you want to.


In addition to readings from your module books, some unit writers give list of suggested further readings. We recognise that many of you will not have access to the articles listed under this heading, but those of you who do will find it a useful guide. 
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To help you with your assignments there is an A Student's Guide to Assignment Writing. You should read this guide through before starting to study. You will also receive assignment books and pre-addressed envelopes to use when returning your assignments to UNAM.

Important points to note:

· You must complete at least two assignments per module if not indicated differently in the assignment letter.

· The due date when each assignment must reach us is indicated in the assignment letter. 

· The University reserves the right not to accept assignments that arrive after the due date.

· It is in your interests to send in your assignments early. You will then get maximum benefit from your tutor's comments and leave plenty of time for examination revision.
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For more information on how to prepare and write your assignments, find the link to 
A Student's Guide to Assignment Writing
4. Studying effectively          
You will agree that, like any attempt you undertake, study success is also subject to careful planning.  Of course, the ability to use available time effectively is one of the aspects of study behaviour with which students often experience problems. We will briefly guide you through a few important study hints. 
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  For more detail find the link to the guide to Effective Study by Distance Students.
Where do you start?
Before starting to study you should:

- make sure you have all the modules and assignment letters you need.
Effective reading
This programme you have registered for requires a great deal of reading. It is not always easy reading. At times you will find that you are reading without taking anything in - especially when it is a difficult subject or one in which you have slight interest
How can you cope with this? How can you read effectively?

Start by scanning a unit (skip the activities) to get an overview of the material. This should give you an idea of the subject matter and the order and style in which it is presented.

Next, you might want to plan how you are going to study the unit. Break it up into manageable sections and write down which sections you will study during the next week or so, and when. Include the activities so your reading time is broken up by other methods of study.

Now, when you start reading again - this time with a PLAN - try to read with a purpose. A good idea is to read for specific information, to identify the main points the writer is making. To do this effectively you need to make notes.

Making notes
There are several ways you can make notes about the unit you are busy reading:

· You can write directly on your module - there is a margin which is ideal for making short comments or marking important sections. You might do this in pencil so you can rub it out if you want to.

· You can use a pen to underline key point as you read or, alternatively, use a highlighter pen.

· You can, and should, make your own notes. Take care with these - put the number and name of the unit and section number on them, or a month later you won't know what they are. Set up a file for your notes.

You will often find that the module writers themselves prompt you to make notes by using phrases such as 'you may find it useful to list...' or ' you could spend a few minutes noting down...'.  Of course the activities will often require you to make notes on what you have read and this will reinforce your understanding of the text.

Where these prompts are not present, get into the habit of asking yourself questions which require you to make notes or mark the text.

· What is the writer's main point?

· What questions is the writer trying to answer?

· What are the key words or phrase in this sections which I should make a note of?

Making notes is essential.
When you come to the revise for the examination, you will not have the time (or stamina) to read through the whole course again. You will want to revise your notes and read selections from the units, modules and additional notes. If your notes are on the important aspects of the module, you will be able to identify quickly and effectively the areas you need to revise.

Activities

Activities appear regularly throughout the text of each module. They are useful for several reasons and you should try not to skip them or save them till later. They help you to reflect on what you have just read and they test your understanding of it. On a more practical level, they provide a change of activity and pace and ask you for an active response.

Troubleshooting

At times during your studies, you are going to meet problems and you will have to work out strategies to solve them. Let's look at a few ideas.

This writer is writing over my head!  
Don't panic.  Is it individual words that are unknown to you?
Try the following...

You could use your dictionary, but this may not give you a definition that fits the context.

Scan the paragraph or section and pick up the general meaning, or look for a key sentence. 

You could try to suggested sections of the prescribed readings or if a reader was provided to see if they put the concepts in simpler terms.

Talk to your colleagues - just talking about the problem will help you clarify your understanding.

I've read the whole module, but I can't remember a thing?

Did you stop to do the activities indicated in each unit?
Did you take a break when you found you were reading without understanding?

If you vary your study approach, you will find that you remember more.

I don't understand what to do for this activity?

Have a go anyway, and then read the comment. Let us know of any difficulties you have.

Your study environment
Where you study is very important and you should try to set a space aside for this purpose. You will need quiet, so it is important that your family and friends recognise and support what you are doing and allow you time and peace. Get yourself read by making sure you have everything: the study materials, any reference books such as dictionary, paper, pens, pencils and highlighter pens. You will be making a lot of notes, so it's a good idea to buy a file and get into the habit of filing notes systematically and regularly.

Learning from criticism
Writing university assignments can be threatening, as you are exposing yourself to criticism. Your tutor's comments may sometimes seem overly critical. But don't take this negatively or too personally. Remember that written comments can often seem harsh and cold - they cannot be tempered with a smile or a friendly touch and remember too that many other students are likely to be making the same mistakes. One of the main aims of any module is to try to develop your powers of critical expression - you need to be able to justify what you believe. You can do this by quoting evidence from the course materials or from your own experience.  If you fail to do this, you will be challenged and criticised - hopefully constructively. We are here to help you - but you have to achieve high standards. 
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Find the link to Guide to the APA Reference Style.
Persevere, keep trying, do your best, criticise yourself and trust us to help you. Even if sometimes the 'help' is hard to take.

5. Student Support  
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The aim of student support is to enable you to make satisfactory progress with your studies.  We try to see you as a whole person whose learning takes place in the context of past experiences, present circumstances and future hopes and aspirations.

Helping you to manage the complexities of studying and learning is the essence of student support. We keep in mind that distance students have a range of needs relating to study skills and study progress. Your needs might change throughout your studies, ranging from developing your learning skills, your ability to use resources and ability to control your own learning.  And of course, students might require help in making future plans involving course choice or career planning. 
Firstly we offer non-academic support.  Activities included here are provision of information, helping students towards a particular career or career change, helping a student to choose a particular course or study programme, helping students to develop appropriate skills for their studies and general motivational counselling. On the other hand, support is given to overcome barriers and hazards that are affecting your progress as student, for example registration and fee problems, study problems, time management problems and support students with personal problems or special needs. Our role is to listen, know what support and flexibility we can offer (or to whom to refer) and to help you to reach informed decisions.
Secondly, student support is of an academic nature which means tuition or tutoring.  The tutor will through assessment activities providing some sense of feedback to students on the progress they are making in a module. Another aspect is to develop learning skills of distance students and lastly is to develop and maintain motivation among students. They encourage student to study in depth, to push beyond the boundaries of the module and to develop a sense of excitement about their learning and progress.
How is this all done?   

This is done mainly through your written module, face-to-face tutorials or vacation schools and tutor-marked feedback given to your written assignments. Of course phone , internet or a visit to your tutor or student support officer contribute to academic support. 
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It is important for you to begin your studies as soon as possible at the start of the academic year. In this way you should be in control of your programme, and as the year progresses, you will benefit from the comments on your work made by tutors.
[image: image8.jpg]


Useful information
Find the links to the following documents on the site: Student Support

6.1 CES Calendar 2011 
6.2 Procedure for the  handling of assignments 
6.3 Important dates to remember 
6.4 Student’s Guide to Assignment Writing

6.5 Effective Study by Distance Students

6.6 The APA Referencing Guidelines
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