Managing Study, Deadlines and Assignments
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What made you come here today? 
	




What do you find most difficult about managing your deadlines, assignments or study goals? 
	





	What has helped you with these difficulties in the past? 
This is a good place to start, you can build on what has worked.







Notes:
Use this space to make notes of; 
· anything useful to remember
· anything you want to come back to or find out more about
· any resources that might be useful to try
· any questions you have that you want to ask
· any actions you want to do from this



Planning your time
What time do you actually have to give to your task?
Think about all your responsibilities and time constraints including personal and academic based. 
Are there multiple tasks / deadlines?
Are there other things you still need to fit into that time?
What do you need to do for self-care or to meet your own needs?
	What takes up your time?
  




Try plotting out your time on a weekly planner, calendar or diary so you can clearly see how much time you have left after the things you have written above and when that time is. 
You can use this to make a plan. 




Give yourself an overview of your deadlines.
This helps you to plan your time with multiple tasks running alongside each other. You can use the excel document version to plot the whole semester or year out.
	Date
	Week
	
	
	
	
	
	

	05/01/2026
	Monday
	 
	 
	 
	 
	 
	 

	06/01/2026
	Tuesday
	 
	 
	 
	 
	 
	 

	07/01/2026
	Wednesday
	 
	 
	 
	 
	 
	 

	08/01/2026
	Thursday
	 
	 
	 
	 
	 
	 

	09/01/2026
	Friday
	 
	 
	 
	 
	 
	 

	10/01/2026
	Saturday
	 
	 
	 
	 
	 
	 

	11/01/2026
	Sunday
	 
	 
	 
	 
	 
	 

	12/01/2026
	Monday
	 
	 
	 
	 
	 
	 

	13/01/2026
	Tuesday
	 
	 
	 
	 
	 
	 

	14/01/2026
	Wednesday
	 
	 
	 
	 
	 
	 

	15/01/2026
	Thursday
	 
	 
	 
	 
	 
	 

	16/01/2026
	Friday
	 
	 
	 
	 
	 
	 

	17/01/2026
	Saturday
	 
	 
	 
	 
	 
	 

	18/01/2026
	Sunday
	 
	 
	 
	 
	 
	 

	19/01/2026
	Monday
	 
	 
	 
	 
	 
	 

	20/01/2026
	Tuesday
	 
	 
	 
	 
	 
	 

	21/01/2026
	Wednesday
	 
	 
	 
	 
	 
	 

	22/01/2026
	Thursday
	 
	 
	 
	 
	 
	 

	23/01/2026
	Friday
	 
	 
	 
	 
	 
	 

	24/01/2026
	Saturday
	 
	 
	 
	 
	 
	 

	25/01/2026
	Sunday
	 
	 
	 
	 
	 
	 

	26/01/2026
	Monday
	 
	 
	 
	 
	 
	 

	27/01/2026
	Tuesday
	 
	 
	 
	 
	 
	 

	28/01/2026
	Wednesday
	 
	 
	 
	 
	 
	 

	29/01/2026
	Thursday
	 
	 
	 
	 
	 
	 

	30/01/2026
	Friday
	 
	 
	 
	 
	 
	 

	31/01/2026
	Saturday
	 
	 
	 
	 
	 
	 

	01/02/2026
	Sunday
	 
	 
	 
	 
	 
	 

	02/02/2026
	Monday
	 
	 
	 
	 
	 
	 

	03/02/2026
	Tuesday
	 
	 
	 
	 
	 
	 

	04/02/2026
	Wednesday
	 
	 
	 
	 
	 
	 

	05/02/2026
	Thursday
	 
	 
	 
	 
	 
	 

	06/02/2026
	Friday
	 
	 
	 
	 
	 
	 

	07/02/2026
	Saturday
	 
	 
	 
	 
	 
	 

	08/02/2026
	Sunday
	 
	 
	 
	 
	 
	 

	09/02/2026
	Monday
	 
	 
	 
	 
	 
	 

	10/02/2026
	Tuesday
	 
	 
	 
	 
	 
	 

	11/02/2026
	Wednesday
	 
	 
	 
	 
	 
	 

	12/02/2026
	Thursday
	 
	 
	 
	 
	 
	 

	13/02/2026
	Friday
	 
	 
	 
	 
	 
	 

	14/02/2026
	Saturday
	 
	 
	 
	 
	 
	 

	15/02/2026
	Sunday
	 
	 
	 
	 
	 
	 

	16/02/2026
	Monday
	 
	 
	 
	 
	 
	 

	17/02/2026
	Tuesday
	 
	 
	 
	 
	 
	 

	18/02/2026
	Wednesday
	 
	 
	 
	 
	 
	 

	19/02/2026
	Thursday
	 
	 
	 
	 
	 
	 

	20/02/2026
	Friday
	 
	 
	 
	 
	 
	 

	21/02/2026
	Saturday
	 
	 
	 
	 
	 
	 

	22/02/2026
	Sunday
	 
	 
	 
	 
	 
	 

	23/02/2026
	Monday
	 
	 
	 
	 
	 
	 

	24/02/2026
	Tuesday
	 
	 
	 
	 
	 
	 

	25/02/2026
	Wednesday
	 
	 
	 
	 
	 
	 

	26/02/2026
	Thursday
	 
	 
	 
	 
	 
	 

	27/02/2026
	Friday
	 
	 
	 
	 
	 
	 

	28/02/2026
	Saturday
	 
	 
	 
	 
	 
	 

	01/03/2026
	Sunday
	 
	 
	 
	 
	 
	 

	02/03/2026
	Monday
	 
	 
	 
	 
	 
	 

	03/03/2026
	Tuesday
	 
	 
	 
	 
	 
	 

	04/03/2026
	Wednesday
	 
	 
	 
	 
	 
	 

	05/03/2026
	Thursday
	 
	 
	 
	 
	 
	 

	06/03/2026
	Friday
	 
	 
	 
	 
	 
	 

	07/03/2026
	Saturday
	 
	 
	 
	 
	 
	 

	08/03/2026
	Sunday
	 
	 
	 
	 
	 
	 



Not sure where to start? 
Have a go at prioritising your to do list using the list and grid below. 

	TO DO LIST

	☐ 
☐ 
☐ 
☐ 
☐ 
☐ 
☐ 
☐ 
☐ 
☐ 
☐ 
☐ 
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	URGENT
	NOT URGENT

	IMPORTANT
	Top Priority


	Third Priority



	NOT IMPORTANT
	Second Priority


	Last Priority
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Prepare, plan and break it down
Whatever your task, make it easier to tackle by making a plan.
What steps do you need to take to reach your end goal?
Is it one big task or can it be broken down into smaller more manageable tasks?

Task Breakdown
	Main Task/Goal
	Due
	Tick

	Sub Tasks: Steps to achieve main task/goal
	Sub task due
	

	Section / subtask:


	
	

	Section / subtask:


	
	

	Section / subtask:


	
	

	Section / subtask:


	
	

	Section / subtask:


	
	

	Section / subtask:


	
	



Double tick method; to keep track of your completion.
No tick = work not started
One tick = task in progress
Two ticks = task completed

Make it manageable
Getting Started
Once you’ve got over that hurdle of starting, it will feel easier to keep going, so let’s make starting easier!
Checklist
	
	_____ minute timer set 
Commit to a timescale that feels manageable.


	
	Identify incentives and motivations 
Why do you need to do this? What is my motivation?





	
	Set your goal
Make it small and make it SMART. 
Specific, Measurable, Achievable, Realistic, Time bound.





	
	Make a plan 
Break it down into small, manageable steps.





	
	Identify help and support
What help might you need? Who can help? Where can you find resources to help?




	
	Identify rewards 
What is my reward for doing this?




	
	Start 
Stick to your plan and timescale.


	
	Reassess
Adjust and start again.






SMART Goals
SPECIFIC - your goals need to be clear and explicit.  
MEASURABLE – a measurable goal is where you can identify exactly what you will see, hear and feel when you reach it.  
ACHIEVABLE & REALISTIC – If you set your goals and ambitions very high this might put extra unnecessary pressure on you. If your goal doesn’t seem achievable and realistic you could break up the goal into smaller goals.  Don’t set yourself up to fail.
TIME BOUND - set a time limit for when you can expect the agreed changes to have taken place. This can then be reviewed as needed. Setting a time limit helps you focus the actions that need to be taken to achieve goals.  

	Set yourself a SMART goal
 What is your SMART goal?  
 

Why do you want to reach this goal? 
 
 
What supports do you have to reach this goal? 
 
 
What steps should you take? 
 
 
Problems you might encounter: 
 
 
Ways of dealing with these problems: 
 





Reflection and next steps: 
What things have been useful and what will you take away with you from the session?















	One thing I will try this week…










Take some time now to think through any barriers that may stop you from doing this and what you can do to help yourself make sure that you can achieve this. 










Further support: 
We run the following sessions regularly:
	[image: ]
	Time Management and Organisation 

Practical strategies to help you with organisation managing and organising your time.

Booking Link: go.shu.ac.uk/organisation

	[image: ]
	Email Management and Digital Support

Practical strategies to help you to manage your inbox and calendar, information about accessing digital support.

Booking Link: go.shu.ac.uk/digitalsupport 

	[image: ]
	Motivation and Procrastination 

Practical strategies to help you to better understand and improve motivation and manage procrastination.

go.shu.ac.uk/motivationprocrastination 
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	Productivity and Focus 

Practical strategies to help you boost your productivity levels and help improve your focus.
Booking Link: go.shu.ac.uk/focus 

	[image: ]
	Support and Social Opportunities 

Practical strategies to help you to find and access the support and social opportunities available to you here at Hallam.

Booking Link: go.shu.ac.uk/socialsupport 



You are always welcome to come back and repeat sessions if this is helpful. 
We also run a Peer Support Check-in on a Wednesday from 3pm – 4pm. 
	[image: ]
	Peer Support Check-in 

Come and ‘check in’ with staff and peers, to receive and or provide support in a supportive environment. You are welcome to come along and discuss topics from the sessions, student life, or use the session as a social opportunity


You can check when it is running using this link: go.shu.ac.uk/checkin
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