
 
 

 

 

 

Organise yourself 
 

• Make sure that you keep your notes in separate files with dividers to 
keep information in sections. Try to have different coloured files for 
each subject. Date and number your own notes and any handouts you 
are given. 

 

• Use your diary! Make sections on the ‘things to do this week’ page for 
each of your subjects (use different colours). Use this to write in 
homework and dates for submission etc. You may find it helps to 
transfer this on to a wall planner (again use colour coding). Put this 
somewhere where you will see it everyday. 

 

• Use your mobile phone for reminders of deadlines. Set prompts to 
remind you to start work. 

 

• ‘To do’ lists can help you focus on what topics you are going to tackle 
on a weekly / daily basis. Set yourself goals to maintain motivation. 

 
Plan your study time 

 

• If you are always completing work on the last minute or missing 
deadlines, think about how you use your time. Note down all your 
commitments (including anything outside of college) and leisure time. 
Look at what is left, are you using this time effectively? Do you need to 
review your leisure time? Set yourself some goals for each day over 
the next week in the time you have free. You can record this on a 
Study Times chart or a Study Timetable. Build in rewards for 
achievement of goals. 

 

• Remember to build in breaks when you are studying as you will lose 
concentration if you work for long periods. For most people, 
concentration peaks after 30-40 minutes, so it is useful to stop at this 
point and have a short break. However, we are all different! When you 
feel that you have lost concentration, have a short five minute break. 

 

• If you feel overwhelmed by what you have to do, break your tasks 
down and base your goals around this. As you start to make progress 
your motivation will increase and you feel that the task is manageable. 

 


