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STARTING ASSIGNMENTS

You should review the handout on Internet Research before reading these notes.

1. CHECK REQUIREMENTS
So you have done all of your research, collected the information you will need and are ready to
start writing your assignment. Before you begin, revisit the requirements, format and criteria for the
task. Be very clear on what the assignment is asking you to do and any guidelines you have been
given for the assignment. If you are unsure at all, check with your teacher.

2. PLAN A STRUCTURE
Your approach will vary depending on the style of your assignment (eg. essay, speech,
presentation or report) but regardless of this, unless it is explicitly given to you, you need to decide
the structure of your assignment. Have you determined the main points, the headings and sub
headings? Have you made sure you have gathered information about all parts of the question?
Have you found any diagrams, images, photos, quotes needed to reinforce any points? Before you
begin the writing, create a structure for your work listing all of the headings and sub-headings you
will write about. Keep checking back with the criteria or requirements to ensure you are answering
the assignment questions.

3. JUST START WRITING
The best thing to do if you have no idea how to begin your writing, is to just start writing. Now this
may sound a little strange, but many students do not start writing because they want what they
write to be perfect or ‘right’ the first time. Don’t worry whether your writing is up to standard at this
stage. Instead concentrate on getting your ideas down onto paper or screen. Choose a section
and start putting down ideas on the sorts of things you could include in that section. The hardest
part of any writing is starting. Once you start putting down ideas this generates other ideas and
before you know it you have some text to work with. So even if you have no idea where to start just
write or type ‘I don’t know what to include here’ and even writing this will get your subconscious
thinking about what could be included!

4. USE YOUR NOTES
Once you have started, you can use your notes from the research you did to build your ideas and
arguments for your assignment. This mean that you integrate your own thoughts and ideas with
the research you have done using this to help support your ideas. Make sure that you reference
correctly, this means that when you use materials you have researched, particularly quotes, you
make it clear where this material has been sourced from. You may find holes in your research as
you progress and have to then do additional research about those areas.

5. BE CREATIVE
Unlike an essay, you generally have a bit more scope in how you present an assignment. Think
about how you can bring the material to life for the reader. Photos (appropriately referenced) are a
good start and sometimes diagrams, tables, examples, statistics or flowcharts may be appropriate.
You might use lists, bullet points or colour to make the material more user-friendly. Your teacher
will be reviewing many assignments on the same topic, so what can you do to make yours stand
out or have a unique angle.

6. REVIEW AND REVIEW AGAIN

Have you ever had that experience where you write something, leave it, come back the next day

and read it again and find a whole heap of errors you didn’t see the first time? This is why it is

important to space out your work on your assignment over a number of weeks and days. You need

time to edit your work and you need space between edits. When you come back with a fresh eye,

you will be able to look at your work from a different perspective and get ideas on what you could

do to improve your work. As you review your work, look for spelling and grammar errors, possible

repetition or unclear areas. Reading your work out loud is surprisingly a great way of locating

errors or things that don’t make sense.


