
Online Learning Help Session:
Planning Your Workload

Turn this...                                               
Into this!                                          

Download the HASU
timetable template and

make it your own

Come along to our virtual
drop-in session on 

Thursday 28th  at 1.30-3pm



We know that it can be incredibly difficult to stay
motivated and make the most of your time, especially

when you have less timetabled sessions and more
freedom.

 

This session is all about helping you to plan your workload
and introduce some routine to your home-working. 

Welcome! 



First of all...
Remind yourself of why you're doing

this in the first place!
It might be to further your passion in a
subject you love, to make your family

proud or to achieve personal goals. 
Whatever your motivation, keep

reminding yourself of it - maybe even
write it down and pin it on your wall!



It can be daunting to look
at a completely empty

timetable and know
where to start. 

 
Just take it step by step!



Start off with times!
 

This sounds simple but you
need to make sure that you
plan your time for when you

are most productive.   

You might work best in the evening or really early in the morning,
whichever suits you most.  Just make sure the timings on your

timetable are realistic and personalised to you.



Next, include the things that
are permanent and can't be
moved. This might include

live tutorials or lectures and
any part-time work. 

 
You may have arranged a

weekly zoom quiz with
friends - include this too!

Colour coding can be really helpful too, so get those highlighters out!



DON'T forget to look after
yourself! 

 
Make sure you schedule in
some time for your meals. 

 
Spending hours working
without eating will only

affect your concentration
and make it harder to stay

motivated.



Add in the lectures you can do
in your own time. 

 
Try to plan when you do your

lectures around when your
tutorials are so that you're

organised and prepared.

Give yourself time to absorb the lecture content and remember - you
don't have to note down every single thing the lecturer says.



You could also add in some
time for further reading if you

know that you probably
wouldn't do it unless it's

scheduled in!
 

Only you know how you work
best. You may want to plan

your day in hour long blocks or
in short 20 minute sessions.

Think about how you
concentrate best.



Plan time for your
assignments. Have a look
at the time guides on your

assignments to make
sure you give yourself

enough time before the
deadline.  



Make time for the
things you enjoy too!

 
Get some fresh air or
watch an episode on

Netflix. It's important
to have balance. 



Steps to success:
 

1.Don't lose sight of your motivations for getting a degree!

2. Set yourself realistic and personalised working hours.

3. Start off with your set tutorials or lectures - the ones that have
to be done at a certain time and any part-time jobs.
 
4. Build up your more flexible tasks around this. Think about when
your tutorials are and which lectures need to be completed before-
hand. 



Steps to success:
 

5.  Include time for completing your assignments. Look at the time guides to
make sure you plan enough hours in advance of your deadline.

6. Don't forget time for yourself whether it be an hour long walk, time to
watch Netflix or a Zoom quiz with friends. 

7. Forgive yourself if things don't always go to plan. Tomorrow is another day
and another opportunity to get organised.

8. Ask for help if you're struggling. Your tutors, Academic Support, Student
Services and the Students' Union are all here to help so don't suffer in silence!



Have any specific concerns or questions?
 

We're here to help! 
 

Contact us at the Students' Union or get in touch with your
tutor,  Student Services or the Academic Support team. 


