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Appendices

In this section:
• managing stress
• glossary of symbols
• daily task sheet
• weekly planning sheet
• programme summaries

Stress factors in study
When you are studying, one of your concerns is the 
importance of your results in relation to the career path you 
want to follow. Distance learning may seem very different 
from other forms of learning you have previously encountered 
and sometimes it can be difficult to know how you are doing 
because you may not be getting immediate feedback.

However pressured you feel, you have made a choice to study, 
so tasks can only be managed and not reduced. Nevertheless, 
if you can guard against the negative impact of stress through 
effective control measures then it is less likely to make you ill 
and affect your study.

Stress — signs and symptoms 
Physical

• Breathlessness, dizziness, nausea
• Appetite changes
• Frequent indigestion
• Constipation/diarrhoea
• Trouble getting to sleep
• Waking up early
• Persistent tiredness
• Fidgeting, nail biting
• Headaches, persistent neck pains 

Mental and emotional

• Feeling weepy and emotional
• Irritability
• Inability to decide
• Feeling unable to cope, failure
• ‘People don’t like me’
• ‘I don’t like myself or others’
• Fear of something dreadful happening
• Difficulty in concentrating
• Inability to complete one task before going on to another
• Loss of sense of humour and lack of interest in life
• Unable to tell others how you feel

If you experience a group of these symptoms on a regular 
basis then you may well be working ineffectively and may 
even be heading for illness. Consider consulting a doctor.

Three key control measures will help you to minimize stress in 
your life:

Get organized — Look after your health — Learn to relax

Get organized for study
• Plan a timetable for completion of coursework assignments 

as soon as you know the requirements.

• Plan to complete coursework a week ahead of the 
submission date.

• Be realistic about deadlines you set yourself.

• Decide your priorities and stick to them.

• Make sure task requirements are clear to you.

• Complete one task before moving on to another.

• If a task is large and complicated, tackle it in small chunks.

• Do not feel you have to strive for perfection — be satisfied 
with ‘good enough’.

• If there is a major crisis in your personal life, let WEDC 
know so that work can be rescheduled if necessary.

Look after your health
• Allow time to eat properly.

• Try to keep to a well-balanced diet.

• Develop a regular exercise programme.

• Be warned — coffee, alcohol and smoking all exacerbate 
stress!

• Avoid taking non-prescription drugs.

Learn to relax
• Take five-minute breaks away from study to do something 

different.

• Spend time alone each day doing nothing.

• Learn to recognize potential sources of stress.

• Learn and regularly practise some relaxation techniques.

• Talk to friends regularly.

• Allow for some fun in your life!
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Appendix : Managing stress

Relaxation strategies
Relaxation techniques can help you by providing mental, 
emotional or physical release.

Mental

Doing a different type of mental exercise may be just what is 
needed:

• If you have any knowledge of the classic techniques of yoga, 
Zen, meditation, then use them — or find out about them.

• Focus on a fantasy journey.

• Focus on an object in the room, for example a lighted 
candle. See the object and think only of that.

• Focus on breathing: breathe deeply in through the nose 
and out through the mouth in a regular rhythm, gradually 
allowing your breathing to adjust its own depth. Try using 
this in conjunction with other focusing exercises mentioned 
above.

Emotional

Learn to identify the way you respond when you are under 
stress:

• Express those feelings appropriately, perhaps through 
writing or talking to others.

• Emotional catharsis through listening to the radio, watching 
TV, or through drama, music or art.

Physical

Soundness of body and soundness of mind:

• Exercise is valuable because it helps to reduce the levels of 
stress-creating hormones in the bloodstream. You do not 
need to be a great athlete to keep fit. Jogging, for example, 
has been used as a treatment for depression in the USA.

• Find out what you enjoy doing and then do it. Set up your 
relaxation programmes before you experience stress. Then 
it is likely that you will avoid the worst problems. 

Additional resources

Although primarily focused on meeting the needs of 
Loughborough-based students, the university’s student 
Counselling Services can offer some support to distance 
learners; see http://www.lboro.ac.uk/service/counselling/
students/index.html for more information. 

This section is based on an earlier version of the student 
advice note Minimising Stress. 

The latest version of that note can be accessed via http://
www.lboro.ac.uk/services/library/skills/topicslist/topic---
minimising-stress.html where there are also some other 
useful links.

http://www.lboro.ac.uk/service/counselling/students/index.html
http://www.lboro.ac.uk/service/counselling/students/index.html
http://www.lboro.ac.uk/services/library/skills/topicslist/topic---minimising-stress.html
http://www.lboro.ac.uk/services/library/skills/topicslist/topic---minimising-stress.html
http://www.lboro.ac.uk/services/library/skills/topicslist/topic---minimising-stress.html
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Glossary of symbols – lines

This appendix presents you with a glossary of symbols used in the module illustrations. 

Conventions (or standard practices) are used to govern the way information is recorded in drawings to prevent 
misunderstanding or misinterpretation. In the UK, the British Standards Institution has published engineering drawing 
conventions in British Standards BS308 and PD7308. 

WEDC distance learning modules use these standards but you should note that there are variants. Some of the more 
common civil engineering drawing conventions are illustrated here.

Lines

Continuous – thick

Continuous – thin

Short dash – thin

Long chain – thin

Long chain – thick

Short chain – thin

Continuous wavy – thick

Ruled and short zig-zags

Curl

Flags

Dimension lines

either:

or:

or:

Use for

Visible outlines

Dimension lines; projection/ 
extension lines; hatching; 
sectioning

Hidden detail

Centre lines

Cutting / viewing planes

Adjacent parts

Irregular boundaries; 
shortbreak lines

Long break lines

Pipe ends in plan

Section references
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Glossary of symbols – shading

Brickwork

Concrete

Earth

Hardcore

Metal

Mortar

Rock

Sand

Tarmac

Wood

Wood
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Daily task sheet

Hour ACTIVITY / TASK NOTES

07–08

08–09

09–10

10–11

11–12

12–13

13–14

14–15

15–16

16–17

17–18

18–19

19–20

20–21

21–22

22–23

23–24

Small tasks:
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Weekly planning sheet
H

ou
r

M
O

N
D

AY
TU

ES
D

AY
W

ED
N

ES
D

AY
TH

U
R

SD
AY

FR
ID

AY
SA

TU
R

D
AY

SU
N

D
AY

07
–0

8

08
–0

9

09
–1

0

10
–1

1

11
–1

2

12
–1

3

13
–1

4

14
–1

5

15
–1

6

16
–1

7

17
–1

8

18
–1

9

19
–2

0

20
–2

1

21
–2

2

22
–2

3

23
–2

4


