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•Understand the question
•Brainstorm ideas
•Read & research enough relevant, reliable information to answer the question properly
•Structure your assignment
•Present your main ideas or arguments and support your main ideas or arguments
•Edit your writing for coherence and unity
•Proofread for grammar, punctuation and spelling mistakes
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Urgency and Importance are related but they are not the same thing. The thing one often 
responds to is urgency, we think we are doing what is useful but sometime this is not actually 
the case. 

IN DEPTH NOTES
Let’s have a quick look at the handout-and then try and understand its practical 
applications
Quad 1 fire fighter corner-if a house is on fire put it out
URGENT AND IMPORTANT: “I must do this now or the house will burn down”-Fire 
fighter trap
QUADRANT OF NECESSITY
MANAGE
Examples: cramming for tests, last minute essay writing-deadline tomorrow, friend in 
crisis needs to talk, need to arrange for accommodations on exams, bill needs to be paid 
, medical emergencies, last minute preparation for scheduled activities, etc
Activities that fit in here tend to be: Crises, pressing deadlines and problems
Consequences: If you live in here, it can overtake you:  You’ll experience: Stress, 
burnout, crisis management, always putting out fires.
How do you end up here?  You could be procrastinating too much, stressing too much or 
do not yet have strong time management skills.

Quad 2-calm corner
NOT URGENT AND IMPORTANT
QUADRANT OF QUALITY AND PERSONAL LEADERSHIP
FOCUS-“This is what it is all about”. Requires planning and initiative but also time to 
reflect.  They are easily put on hold due to lack of urgency
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Activities that fit here are planning goals (med-long term), crisis prevention, relationship 
building, creating new ideas or recognising new opportunities, preparation and planning, 
true recreation and exercise, values clarification
Consequences Vision and perspective, balance, discipline, control, few crisis
Covey found that highly effective people spend some of their time in Quad B.  I.e. they 
are not crisis managers but time managers.  B’s can easily become A’s-try to avoid this

QUADRANT 3-distraction
URGENT BUT NOT IMPORTANT
Quadrant of Deception
Avoid:  “I can’t say no trap”, I don’t consider this important or satisfying but I have a hard 
time getting away from it and it prevents me from accomplishing the important stuff” or 
“poor planning on your part does not constitute an emergency on my part”.
Activities that fit here are: Interruptions, many popular activities, many pressing matters, 
some phone calls, and some email meetings. Other peoples agendas 
Consequences: short term focussed Crisis management;; Controlled by other peoples 
priorities, see goals and plans as worthless
Feel victimised or out of control... Be careful, these activities may appear urgent but in 
relation to your goals are not

QUADRANT 4-procrastination
NOT URGENT NOT IMPORTANT
QUADRANT OF WASTE
AVOID, “PROCRASTINATOR TRAP”.  I’ll just do this because it is easy, mindless and 
helps me avoid the hard stuff activities.
Activities that fit here:
Trivia, some pleasant activities (some pleasant activities are also not urgent but important 
– it is important to have a balanced life), time waster, some calls, junk and low value, 
mindless web or channel surfing, some emails, some MSN, viewing mindless TV or 
playing games, reading lots of random RSS feeds
Result: Nothing achieved, dependent on others for direction, don’t meet commitments.  
Also total irresponsibility, fired from jobs, dependent on others for basics
Avoid this quadrant as much as possible.  The more time you spend here the fewer goals 
you achieve. Minimise or eliminate

BRIEF NOTES – (Covey)
Ask questions of participation's. Ie what quadrant should you ideally spend most of the time in? 
Quadrant I can overtake us – may find escape in Quadrant IV. 

•Quadrant I can overtake us – may find escape in Quadrant IV. 
•II – not urgent but important. Building relationships, long range planning, Creative ideas, 
balance,  preventative maintenance. 
• No Attention to II and III. Eg Manage Life by Crises.
• III appears urgent but usually based on the priorities and expectations of others. Learn to say 
No.
• Effective people stay out of quadrant 3 & 4 and shrink Quad 1 down to size by spending more 
time in Quadrant 2.
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Here’s a hypothetical one.

If you’re  lucky to have a neat timetable 4 subjects will probably fit into 6 blocks of uni in 
the week. Add in a bit of part time work. Have  a Saturday sleep in. Have Saturday night 
outing.  Where is your exercise , household chores, shopping etc? Very quickly you can 
see 10 blocks of study and uni work time will shrink.

The message. Be organised and plan . You will have low volume weeks. Use these to get 
ahead to make the inevitable high volume weeks manageable.

In the counselling service we see lots of students that have got overwhelmed by 
nightmare weeks of multiple major tasks. The ‘secret’ is to identify these times from the 
start and plan for them – ie get some of the work done earlier.

Chores, exercise, catching up w friends and family
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Writing  & editing
Warm up analogy 
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Mythical future  self: more  patient, more  organised, more everything we’re  not  now…’ 
(McGonigal 2012)
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• Analyse the task for key words – words that identify the 
topic or issue. 

• Try rephrasing the assignment question to ensure that you 
fully understand it.

• Try to break down the assignment question into a series 
of questions.

• Use the assessment criteria as a checklist:
• The marks allocated for each criterion give an 

indication of how much time should be spent (and 
therefore how much should be written) on each part 
of the question, and

• ensure that no parts of the question are left 
unanswered.

• Seek clarification if necessary – discuss the interpretation 
with your classmates, and ask your lecturer/tutor if unsure.

• Knowing precisely what content is required will help you 
make an informed choice on the material you need to 
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read about or research.
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•Read broadly to get an overall picture of the topic in question, starting with your 
lecture notes, subject learning guide, introductory and general texts. Keep the 
assignment question in mind while you read. 
•Formulate a tentative position once you have an overall understanding of the topic, 
then focus on more detailed texts and your 'possible line of argument'.
•Focus your reading to validate your adopted tentative position. Search for texts that 
detail the issues you have identified as part of the overall picture by referring to the 
reading list in your subject outline, the reference lists in the introductory/general texts 
and relevant journal articles, and the library catalogue and databases.
•Commit to a position to keep your writing focused, logical and coherent.
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1. Plan  organise your argument and evidence, and establish connections between 
your points. You may not need a detailed plan prior to writing a draft (a list of headings 
and sub‐headings may suffice). It is essential to have a plan prior to writing as it provides 
an overview of what your assignment will cover, guides you along the way, and ensures 
that nothing is left uncovered.

2.    Draft and redraft  start writing the first draft. You will probably find that you need 
to redraft your writing several times. In the process of drafting and redrafting, you may 
find that you need to do more research or reading in a particular area in order to 
strengthen an argument or evidence in your assignment.

3.    Edit  after you have completed the final draft, leave it for at least a day before 
you do the final editing. Check for structural, grammatical and technical aspects.
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