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1 Motivation and Concentration 
Motivation, determination and self-discipline are indispensable tools and core premises for completing a university programme. Especially self-discipline is a key to every study technique. When studying at the University, you are in charge of your own course of study. No one makes sure that you study sufficiently, whether you attend classes or whether you submit your essays or assignments. It is your own responsibility to learn something, and it is a heavy responsibility to face alone. 
Even if you grow tired of the text with which you are currently struggling, try to remember that it is a means to an end. However, studying has more to it than just self-discipline and motivation. It is also important to do things the right way. Often students do not lack motivation, but more often lack knowledge and experience when it comes to organising their studies properly. For example, a strong self-discipline is not worth much if you forget to revise your knowledge and consequently forget half of the syllabus before your exam. Neither does it do any good to study your books faithfully, if you forget to focus, analyse and reflect.  
Concentrate on what you are doing First and foremost, concentration is about avoiding thinking about other things when you study.  
Three good pieces of advice to increase concentration are: 
• Always read and write with a question and a purpose; 
• take notes while you read; and 
• vary your tasks during the day. 
Furthermore, concentration is about keeping noise and unnecessary interruptions at a minimum. In this respect, the important thing is to identify and avoid disturbing elements in your surroundings – especially when you are in the process of writing a research paper or studying for an exam.
If you are sitting at your PC, do not open the web browser or mailbox. To most people, it is also a bad idea to have the television turned on while they study. All in all, phones, television, Internet, magazines, etc. are all potential time-wasting and disturbing elements. Concentration may fail for many reasons. Noise from television in the background is a direct and easily identifiable source of failure to concentrate. However, more indirect and hidden sources are also present. Maybe you are worried about financial problems. Whatever the source, it is important that you offer yourself the best conditions to be able to concentrate. Consequently, figure out what works for you and stick to it.
Find out where you work most efficiently 
If you are easily distracted, try to establish a fixed work place at a location without disturbing elements where you are outside the reach of the good intentions of your friends, where you are able to have all your study materials to yourself, and where you may come and go as you please. Maybe this location is not your room. Maybe such a location does not exist. However, the departments’ libraries have a limited amount of work stations for students. The libraries may not be the best solution for you. However, in lack of a better location, they may prove useful. 
2 Planning 
Planning is the key to study skills.  A well-organised study plan offers you an overview of your tasks and makes it possible for you to spread your tasks across the semester and prepare early for everything; thus ensuring that you are not overwhelmed by unwritten essays and unread texts at the end of the semester. The trick is to prepare a study plan which offers you a long-term overview while giving you a short-term detailed time table of your tasks here and now. The important thing is to divide and prioritise your daily tasks, thus ensuring that there is enough time for all of them – both your study related tasks and your other chores.  
Begin every semester by preparing a study plan. It takes time to make an efficient study plan. However, the time you spend on planning is quickly made up for by the prioritisation and determination you achieve in your performance. Seek advice about which and how many subjects you should sign up for. A subject may very well be demanding and strenuous even though it does not have that many weekly lectures, and experience shows that many international students underestimate how much independent studying a subject requires. 
Begin your planning in the following manner: 
• take a comprehensive view of your expected tasks; 
• take a comprehensive view of your engagements and activities outside your studies; 
• prioritise the tasks to separate the very important tasks from the less important tasks; 
• set deadlines for the various tasks and parts of tasks; and 
• establish fixed working hours. 
Remember that goals, work schedules and deadlines must be realistic!  It is always a good idea to embark on tasks early. When you start working on a task, you will discover that your sub-consciousness starts to work for you.
Planning requires overview 
In order to be able to prepare an efficient study plan, you have to take a general view of your syllabus, your subjects in the course of the semester and your additional activities.  On a general level, you are able to read about the types and aims of the individual courses in the curriculum or the course description of which the most recently updated versions are always available on the Internet. For every course, the lecturer prepares a course plan. It states the specific focus area of the individual lectures and moreover, the material which you are expected to read and prepare for each individual class. 
In the course plan you are able to see how your lecturer prioritises the subjects of the course. Which subjects are connected? Which subjects are given more attention than others? Most lecturers give an introduction to the course in the first lecture of the semester. 
Sometimes, you are given a list of the syllabus and a bibliography which enables you to see the subjects you will cover as part of the course. The syllabus is the material you must read. Often the bibliography indicates secondary reading material within the scope of the subject. In other words, on the basis of the syllabus list, you are able to figure out the number of pages you must read each day in order to have read the entire syllabus before the exam. However, this only serves as a guideline, and when you study a subject it is never enough just to read all pages of the literature.
A general assessment makes it easier to prepare a useful study plan. Begin by assessing the long-term plans, establishing a general impression of the semester ahead of you. Fasten this plan to your notice board or your refrigerator where it may act as a general overview of your study activities during the semester. 
Break your tasks down into smaller parts 
After preparing the long-term study plan for the semester, the individual tasks may be broken down into smaller parts. In that way, you only have to focus on one small part at a time, while still being able to maintain the broader perspective! The point is that you should come to view your course of study as a process of which every part contributes to your academic development.  
For every part, you must establish a detailed short-term study plan and keep this plan up-to-date on a running basis as regards actual plans for reading and writing in the course of the coming weeks and days. Below you are presented with two excerpts of planning schedules of one semester’s tasks. Next to this kind of plan, you may prepare a more detailed week plan on which you record your tasks here and now. However, less might suffice, and the essential thing is that you are able to see the broader perspective.

Plan your breaks from the studies as well 
Sometimes, students travel and in this case it is important to plan the return to the course of study very carefully. Before you leave, it is wise to: 
• tidy your work table 
• make an appraisal of how far you have come in your studies; and 
• write a list of the tasks which you must work on immediately upon return. 
In this way, you avoid having to spend several days re-establishing your course of study after the break. Furthermore, you are able to enjoy your break more, as you are on top of the planning of the course of study.
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