
Knowing exactly what's coming up is the best way to reduce stress and avoid missing deadlines, so
if you haven't already, log in to the portal and make a record of all assessment due dates for each
course you're currently working on. 

You can record this information in a diary, a monthly digital/physical calendar, or simply write a
list. Whenever you begin a new course, add the assessment due dates to your record. Place it
somewhere you'll see it frequently and check it regularly throughout your learning journey - it will
help you stay on track and prioritise your workload. 

When we talk about time management skills, we're referring to the ability to organise your schedule
carefully, work efficiently and effectively, and meet deadlines. Good time management skills are key to
success in education and the workplace. Like any skills, time management skills need to be learned and
practised.  This resource will give you the tools and strategies you need to manage your time throughout
your learning journey with eCampus, and beyond.

The Learning Path under
Course Home is a key
tool for good time
management. It tells
you what you should
expect each week and
when assessments are
due. You can also view
assessments and due
dates under
Assessments.

HOW CAN I MANAGE MY TIME EFFECTIVELY?

RECORD ASSESSMENT DUE DATES1.

WHERE CAN I FIND MY
ASSESSMENT DUE DATES?



Creating a study timetable at the beginning of each week is a great time
management strategy. Click here for a template.

Start by filling in your personal and professional commitments. Add in the
due dates for any assessments. If you have assessments, work out what
you need to do for each assignment and divide the assignment into
chunks. Set your own mini deadlines for each ‘chunk’.

Use this information to block out time to work on your
assessments. Don’t forget to put aside time to work through the course
content too! As a guide, you should be spending approximately 15 hours
per week on each course, including the time you spend working on
assessments. However, everyone is different, so use this as a guideline
only.  Don't worry if your week doesn't go as planned and you can't always
stick to your timetable - you can always make changes when you need to!

2. MAP OUT A WEEKLY STUDY TIMETABLE

HOW DO I KNOW WHAT'S
COMING UP?

In addition to the
Learning Path and
Assessment
Overview (see
above) My
Calendar on your
Learner
Dashboard  keeps
you informed of all
your assessments
and other
important events.

3. MAP OUT A DAILY PLAN

Use your weekly  study timetable to
write a detailed plan at the
beginning of each day. You can use
the A, B, C system to prioritise tasks. 

Must do today

Should do today

Could do today

https://www.tanzecampus.com/wp-content/uploads/2020/04/vectorstock_28062362.pdf


Many eCampus NZ learners are juggling study with professional and personal
commitments, and we understand that it can be difficult to create a routine.
However, creating a routine helps to build good study habits, and makes it more
likely that you will be able to stick to your daily and weekly plan. If you can, try
to study in the same place at the same time of day. 

Break tasks into manageable ‘chunks’ before you begin and set mini-deadlines –
this will help you manage your time and prevent stress. 

 
At the end of each day, look at your daily plan and consider how many tasks you
accomplished. Did you complete everything you had planned to? If you didn’t,
why not? Did you set yourself too many tasks? Did you get distracted? Consider
what you can do in the future to make your daily plan work better for you.
   

Some people work best in the morning, while others work more productively
later in the day or evening. Schedule in study time when you think you’ll be
feeling motivated and productive.
    

Remember that your eCampus NZ whānau are there to support you. If you have
questions about course content or are struggling to keep up, let your facilitator
know as soon as possible. If you’d like some personalised advice about how to
manage your time and deadlines, talk to your student advisor. They are there to
provide useful advice and strategies to help you through.

TOP TEN TIME
MANAGEMENT TIPS

ESTABLISH A ROUTINE

SET MINI DEADLINES

Plan Assignment 1
Research Assignment 1
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He maurea kai whiria!
Ignore small matters and direct effort towards

important projects!

Share your study plans with your whānau so they know when you need some
time to yourself.  Place your plan somewhere visible to your whole household
and let them know when you begin studying. This will also help you stick to your
study schedule. 

Do you want a new job? A promotion at work? To start your own business? Think
about why you've decided to study and set yourself a major goal. Write this goal
and place it somewhere visible – on your desktop background, on your fridge, or
on the wall over your study space. If you’re feeling unmotivated, read your goal
and reflect on why you have decided to study.
  

If you’re feeling distracted or a little unmotivated, you can try some of the
strategies on this list to get yourself back on track. However, studying when
you’re stressed, sad, exhausted, frustrated or feeling unwell is rarely effective. If
you’re feeling this way, take a break and close the laptop. Giving yourself a
mental break and a chance to recuperate makes it more likely that you’ll return
to your study, refreshed and motivated, quickly. 
 

Complete tasks that are more of a challenge at the beginning of each study
session, as this is usually when you feel the most motivated. Save tasks you
enjoy or find easier for later, when you may be feeling tired but need to continue
to study to keep up with your work. 

Whether you’ve managed to keep up with your learning during a busy time at
work, handed in a piece of work early, or studied particularly hard one week,
share and celebrate your success with your friends, whānau, and eCampus NZ
community. If you find a time management strategy that really works for you,
use the in-course forums and messaging to share it with your
fellow learners.

RALLY YOUR CREW

MAKE YOUR GOAL VISIBLE

GIVE YOURSELF A BREAK

DO THE WORST FIRST

CELEBRATE SUCCESS#10
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