(Add your name and ID)
Click or tap here to enter text.
INSTRUCTION SHEET: Assignment 2 - Planning


What is the aim of this assignment?
This assignment will encourage you to draw upon your previous learning and new learning about ‘planning and time management’ to create an assessment calendar and weekly schedule. You will also consider how a time management/planning strategy could help you succeed with your studies.
What do I have to do?
TASK 1: Create an assessment calendar. 
Details: 
· Fill in the dates of each week.
· Include assignment details for all courses you are studying this semester.
· For each assignment, include:
-the course code (e.g TPP7122, TPP7123) 
-the assignment number/title (e.g. Assignment 2 - Planning)
-the weighting (e.g. 15%, 30%)
· Note any exams in the exam block (e.g. Maths exam, 20%). You do not need to specify the exact day of the exam. If you have no exams then write “No exams”.


TASK 2: Create a schedule for week 5. 
Details:
· When creating your schedule, use the planning and time management information discussed in the TPP7122 learning materials (Week 2-3).
· Include all personal, work, social and university obligations (e.g. classes, study). Your study schedule should demonstrate an awareness of all of your commitments during the week, evidence that you have broken down larger study activities into very specific study tasks, and that you have considered how both your academic and non-academic commitments can be scheduled. A suggested template is attached, although you may adapt this to suit your own requirements.  
· You must incorporate 8-12 hours study for each of your current TPP courses (preferably 10+ hours). Include very specific details for all academic study times in your schedule (for example, TPP7111: Read pages 5 - 22 of Module x then summarise the key points). For each course you are studying, check the Week 5 USQ StudyDesk guidelines and the course study schedule to make sure you have included all necessary 
study tasks.

TASK 3: Write a paragraph outlining a time management/planning strategy you believe will help you succeed in your studies. 
Details: 
· Describe the strategy in detail. Include specific examples to help you explain how it will help you succeed in your studies.
· Write your answers using academic paragraph structure and complete sentences.
· Use first-person perspective (“I/me/my”).
When is it due in? Monday 6 August, 2018.
How will it be marked? Check the rubric (marking guide) on the next page.

	RUBRIC: Assignment 2  Planning


	Task 
	Assessment 
Criteria  
	High Distinction (Convincingly) 
	Distinction (Clearly) 
	Credit 
(Adequately) 
	Pass (Just) 
	Fail (Not yet)
	Totals

	Task 1.
Assessment calendar
(20 marks)
	Includes all required assessment items for each course studied.
Includes all task details 
course code (e.g. TPP7122), 
assignment number/title (e.g. Assignment 2- Planning)
Weighting (e.g. 10%, 30%)
Exams noted (if any).

/20


	All assignment tasks included; comprehensive and accurate; weekly dates filled in correctly; all task details included and accurate.
	All assignment tasks included; weekly dates filled in; most task details included and accurate.
	All assignment tasks included; weekly dates filled in; some task details included and mostly accurate.
	Most assignment tasks included; weekly dates filled in; some task details included with occasional inaccuracies.
	Many assignment tasks missing; few weekly dates filled in; many task details inaccurate or missing.
	

	
	
	
	
	
	
	
	

	Task 2.
Detailed weekly
schedule 
(50 marks) 

NOTE: 4 marks will be deducted if you do not schedule between 8-12 hours for each course in which you are enrolled. 


	Identifies a wide range of academic and non-academic tasks required during week 5; 
(no empty timeslots and adequate time allocated).                                      

/20
	Comprehensive range of tasks identified; comprehensive details of academic and non-academic blocks included throughout weekly schedule. Schedule is complete and adequate hours allocated.
	Wide range of tasks identified; mostly clear details of academic and non-academic block included throughout weekly schedule. Schedule is complete and adequate hours allocated.
.
	A range of tasks identified; required academic blocks are included; some non-academic tasks are included throughout weekly schedule. Schedule is mostly complete and includes a minimum of 8 hours for most courses.
	Basic range of academic and non-academic blocks identified; there may be minor inaccuracies or omissions. Schedule has occasional empty timeslots or unclear delineation. Schedule includes a minimum of 8 hours for at least one course.
	Very limited identification of academic and/or non-academic tasks; weekly schedule includes many empty timeslots and unclear delineation of academic and non-academic tasks/commitments.  Insufficient study hours scheduled for all courses.
	

	
	
	
	
	
	
	
	




	
	Academic blocks are scheduled in very specific detail; tasks are realistic and achievable in the available timeslot.

/30
            
	All academic blocks are scheduled in very specific detail; all tasks are realistic and achievable in the available timeslot.

	All academic blocks are scheduled in very specific detail; most tasks are realistic and achievable in the available timeslot.

	Most academic blocks are scheduled in very specific detail; most tasks are realistic and achievable in the available timeslot.

	Some academic blocks are scheduled in detail; most tasks are realistic and achievable in the available timeslot.

	Few (or no) academic blocks are scheduled in detail; insufficient detail to judge whether tasks are realistic and achievable in the available timeslot.

	

	
	
	
	
	
	
	
	

	Task 3: Describes a time management/
planning strategy and explains how this can contribute to individual study success. 
/30


	Knowledge of the
time management /planning strategy; thorough and comprehensive explanation of how the strategy will contribute to individual study success.

/20
	Clear and detailed description of selected strategy;
very insightful and detailed explanation of how the strategy will contribute to individual study success.
	Clear and detailed description of selected strategy; clear and detailed explanation of how it will contribute to individual study success.
	Clear, general description of the selected strategy; clear explanation of how it will contribute to individual study success, including some detail.
	Very general description of selected strategy; satisfactory explanation of how it will contribute to individual study success, with minimal detail
	Unclear description of selected strategy and unclear explanation of how it will contribute to individual study success. 
	

	
	
	
	
	
	
	
	

	
	Uses academic paragraph structure; 
accurate spelling, punctuation and grammar; appropriate vocabulary.

/10
	Carefully and logically structured academic paragraph; excellent standard of grammar, spelling and punctuation; discriminating use of a range of appropriate vocabulary.
	Clearly structured academic paragraph; very good standard of grammar, spelling and punctuation; discriminating use of a range of appropriate vocabulary. 
	Structured academic paragraph; good standard of grammar, spelling and punctuation – occasional errors that do not impact on meaning; vocabulary mostly appropriate to task.
	Basic paragraph;
adequate standard of grammar, spelling and punctuation – occasional errors that impact on meaning; vocabulary narrow but generally appropriate to task.
	Writing not structured as a paragraph; contains frequent grammar, spelling or punctuation errors that impede communication of ideas; very limited or inappropriate vocabulary choices.  
	

	
	
	

	
	
	
	
	

	
COMMENTS: 
 


                                                                                                                                                                                                                                                               /100




	TEMPLATE: Assignment 2 – Planning.   Task 1: Assessment Calendar

	WEEK
	DATE
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	1   
	
16 July – 20 July

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	2
	
Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	3
	Click or tap here to enter text.

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	4
	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	5
	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	6
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	7
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	8
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	9
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	10
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	11
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	12
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	13
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	14
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	15
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	16
	Click or tap here to enter text.	Exam block (add any exams)

	17 

	Click or tap here to enter text.	






EXAMPLE: Assignment 2 – Planning   Task 2- Week 5 Schedule

 
                   [image: ]      
NOTE: You must break down your study blocks into VERY specific tasks based on what is happening in your courses in Week 5. Tasks should be realistic and achievable.
Include study breaks and indicate how many minutes break you will take.
You must schedule 8-12 hours study for each course you are enrolled in.
Do not leave any blocks empty.
This schedule is an ‘ideal plan’ – it will show how you plan to fit everything into your week.




	TEMPLATE: Assignment 2 – Planning.   Task 2- Week 5 schedule

	
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY
	SATURDAY
	SUNDAY

	5:00 am
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	6:00 am
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	7:00 am
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	8:00
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	9:00
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	10:00
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	11:00
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	12 noon
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	1:00 pm
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	2:00 pm
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	3:00 pm
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	4:00 pm
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	5:00 pm
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	6:00 pm
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	7:00 pm
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	8:00 pm
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	9:00 pm
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	10:00 pm
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	11:00 pm
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	12:00 midnight
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	1:00 am
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	2:00 am
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	3:00 am
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	4:00 am
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.




	TEMPLATE: Assignment 2 Planning           Task 3 – Paragraph 


	Parts of the paragraph:
	Example of how to start …
	Your turn

	Topic sentence

	A time management strategy I believe will help me succeed with my studies is ……..
	Click or tap here to enter text.




	Describe the strategy in general terms (i.e. explain what the strategy involves). 
	This strategy … 

	
Click or tap here to enter text.




	Explain how this strategy will help YOU succeed with YOUR studies. Make sure you relate the strategy to your particular situation. Say HOW and WHY this strategy will help you succeed. e.g. Are you a procrastinator? A perfectionist? disorganised? Include a specific example of when/where you will use it (e.g. every night, once a week, monthly, at the breakfast table, while my kids are at school etc.)

	I believe this strategy will help me succeed with my studies because ….
	
Click or tap here to enter text.







	Conclude the paragraph with a general sentence.

	[bookmark: _GoBack]This time management strategy will be worth trying because ….
	Click or tap here to enter text.
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