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Working Out
How to Start Your
Assignments

G

etting started can be one of the most difficult
parts of doing an assignment. It is difficult to
know where to start and what is expected of you.
Many assignments at QUT are tasks with various
different sections. This makes the task look very long
and rather daunting. However, by breaking down the
task and focusing on each section of what you have to
do it can help it seem more manageable.
Here is a general strategy to help you get started.

2. Analyse the task
Carefully read through all the information you have on
your assignment and do the following:


Underline or highlight all the keywords. These are
the words which indicate what information you
need to find or collect.



Circle all the task words. These words tell you
what to do with the information. A glossary of
task words (sometimes called directive words) can
be found in appendix 1 in QUT CITE/WRITE.
Do this analysis not only with the task sheet but also
with the criteria sheet and any other sources of
information on the assignment you have collected.

In the example at the end of this sheet, all the
information that needs to be included in the

1. Collect all your information about
the assignment
Look at your unit blackboard site and print out
everything that is related to your assignment. This
will include:


The task sheet for the assignment.



The criteria sheet. This may also be called a CRA
(Criterion Referenced Assessment) Report, a
Criteria Matrix or an Assessment Proforma.



Any additional tips sheets or explanation sheets
which explain how your lecturer wants the
assignment done.



Any notes you took in lectures about how to do
the assignment.

assignment is underlined. All the ways you need
to use this information are circled.

Focusing on each individual piece of information helps
you break down the task to manageable pieces. This
way you can tackle your assignment one section at a
time rather than feeling overwhelmed by the whole
task.

Look at the example at the end of this sheet. You
will note that there is the task description and part
of the criteria sheet of an assignment.
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3. Write a checklist of everything
you have to include
Write a checklist of all you have to do or include in
your assignment.

Doing this helps you have a general understanding of
the topic and means you have a better idea of what to
look for in the library.

Under the example, you will see another list taken
Under the example, you will see a checklist of

from the first checklist of all the information that

everything that is mentioned in the assignment

someone doing this assignment would need to go

task sheet and the criteria sheet that must be

and research.

included in the assignment.

Doing a checklist helps you focus on all the details of
what you have to do. You can also use the checklist
when you have completed your assignment to check
that you have included everything that has been
asked for.

4. Write a list of everything you
need to find out

Have a look at the resources on Studywell under
Research to learn how to find information for your
assignment.
Also, look on Studywell under Writing to find out how
to structure and write your assignment correctly.

PHOTO REFERENCE
1
'the usual wednesday night', In:

Write a list of all that you need to research. When
researching, start with your textbook and lecture
notes. Also look at any readings on this topic in QUT
Readings for this unit.

http://www.flickr.com/photos/apeology/4075513512/,

ed, Students studying in a coffee shop.
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SAR106 Search and Rescue Techniques – Assignment 2
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Assignment Checklist

Research Needed List

1. Use the HEAP planning method.
2. Do an analysis of geographical conditions of Bunya
Mountains.
3. Do an analysis of meteorological conditions of
Bunya Mountains at this time of year.
4. Discuss likely physical condition of woman, 25,
pinned under a tree.
5. Discuss likely physical condition of boy, 6, with
asthma, no medication.
6. Discuss likely physical condition of girl, 8.
7. Mention order in which they should be brought
out.
8. Write step by step plan to be followed by search
and rescue team.
9. Include personnel and equipment required in plan.
10. Outline in chronological order.
11. Outline care principles involved at each step.
12. Explain why each step is applicable.
13. Use at least 4 references.
14. Reference sources in APA style.
15. Use sources current and relevant to topic.
16. Word limit no more than 1000 words.
17. Check grammar spelling and punctuation.

1. HEAP planning method.
2. Geographical conditions of Bunya Mountains.
3. Meterological conditions of Bunya Mountains in
winter.
4. Physical condition of woman pinned under tree.
5. Physical condition of child, 6 with asthma.
6. Care principles in search and rescue.
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