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Rhan 1 Templed amserlen astudio / Study timetable template
	Amser /Time 
	Llun
Monday 
	Mawrth
Tuesday 
	Mercher
Wednesday 
	Iau
Thursday 
	Gwener
Friday 
	Sadwrn
Saturday 
	Sul
Sunday 

	00:00 – 05.59
	 sleep
	 sleep
	 sleep
	 sleep
	 sleep
	 sleep
	 sleep

	06.00 – 06.59
	 Wake up at 6:40, eat breakfast.
	 Wake 6.40, eat breakfast
	 Wake up at 6:40, eat breakfast
	 Wake up at 6:40 eat breakfast 
	 wake up at 6:40, eat breakfast 
	 sleep
	 Sleep 

	07:00 - 07:59 
	 Get ready for work
	 Get ready for work
	 Get ready for work
	 Get ready for work
	 Get ready for work  
	7:30 - Wake up at 
	 Sleep

	08:00 - 08:59 
	 Travel / arrive at work 8.30
	 Travel / arrive at work 8.30
	 Travel / arrive at work 8.30
	 Travel / arrive at work 8.30 
	 Travel / arrive at work 8.30 
	 8:00-breakfast
Chill time/free time 
	 8:30– wake up


	09:00 – 15.59
	 Work-8:30-4:00
Lunch-1:00-1:30


	 Work-8:30-4:00
Lunch-1:00-1:30

	 Work-8:30-4:00
Lunch-
1:00-1:30

	 Work-8:30-4:00
Lunch-1:00-1:30

	 Work-8:30-4:00
Lunch-1:00-1:30

	 9:00-10:00 study
11:00 Go for 5k run with my friend
12:00- 1:00 arrive home after running and go in shower
1:00-2:00-read
3:00-get ready for work




	 9:00-9:30 chill / watch some tv
10:00 eat breakfast 
11:00-get ready for the day
12:00- 4:00 go out with my friends 


	16:00 - 16:59 
	 travel to university 
	 4:00-Travel home from work 4:30- 5:00 free time 
	 4:00 -travel home from work 
4:30-5:00 free time 
	 4:00-travel home from work
4:30-5:00 free time
	 4:00 -Travel home from work 4:30- get ready for work
	 Start work at 4:00
	 Go visit grand parents



	17:00 – 19:59
	 University 5-8pm
	 5:00-go for a 5k run
6:00-dinner
7:00-shower

 
	 5:00- 7:00 study          7:00- dinner 

	 5:00-go for 5k run 
6:00-dinner
7:00-shower
	 Go to work
	 Finish work at 7:30
Arrive home after work 7:40

	 5:00-7:00 study.
7:00-dinner

7:30-clean my bedroom

	20:00 - 20:59 
	 Tavel home from university
	 study
	 shower
	 study
	 Finish work at 8:30
	 8:00- eat dinner
	 8:30- shower

	21:00 - 21:59 
	 Arrive home at 9:15 / shower
	 study
	 reading
	 Chill time / free time
	 Dinner
	Have a shower

	 Do some reading

	22:00 - 22:59 
	 Wind down/ get ready for bed
	 Wind down / get ready for bed
	 Wind down / get ready for bed
	 Wind down / get ready for bed
	 shower
	 Chill time
	 22:00-22:30 Some more studying 
22:30-23:00 chill


	23:00 - 23:59 
	 sleep
	 sleep
	 sleep
	 sleep
	 Get ready for bed
	 Wind down and get ready for bet
	 Wind down and get ready for bed


[bookmark: OLE_LINK1]

Prompt;
What are some techniques that can help university students manage their time better?
Copilots reply;
Effective time management is essential for university students because it helps them balance lectures, assignments, revision, work, and personal commitments. Here are some proven techniques:
1. Create a Weekly Study Schedule
Plan your week in advance by allocating specific times for classes, studying, part-time work, and leisure activities.
How it helps:
· Prevents important tasks from being forgotten.
· Reduces stress by providing structure.
· Helps maintain a healthy study-life balance.
2. Prioritise Tasks
Identify which tasks are most important and urgent.
How to do it:
· Make a daily to-do list.
· Complete high-priority tasks first.
· Break large assignments into smaller, manageable steps.
How it helps:
· Ensures deadlines are met.
· Prevents time being wasted on less important activities.
3. Use the Pomodoro Technique
Study in focused intervals, typically 25 minutes of work followed by a 5-minute break.
How it helps:
· Improves concentration.
· Reduces mental fatigue.
· Makes large tasks feel more manageable.
4. Set SMART Goals
Goals should be:
· Specific
· Measurable
· Achievable
· Relevant
· Time-bound
Example: Instead of "study biology," set a goal such as "complete Chapter 3 notes and answer 10 practice questions by 6 p.m."
How it helps:
· Provides clear direction.
· Increases motivation and productivity.
5. Avoid Procrastination
Start tasks early rather than waiting until deadlines are near.
Strategies:
· Begin with the easiest part of a task.
· Remove distractions such as social media.
· Set personal deadlines before the actual due date.
How it helps:
· Reduces last-minute stress.
· Improves the quality of work produced.
6. Use Digital Planning Tools
Apps such as Google Calendar, Microsoft To Do, or Notion can help organise tasks and deadlines.
How it helps:
· Keeps all important dates in one place.
· Sends reminders for upcoming deadlines.
· Makes planning more efficient.
7. Learn to Say No
Be realistic about how much you can take on.
How it helps:
· Prevents overcommitment.
· Protects time for academic responsibilities.
· Reduces burnout.
8. Schedule Breaks and Downtime
Time management is not just about studying; rest is equally important.
How it helps:
· Improves focus and productivity.
· Supports mental wellbeing.
· Prevents exhaustion during busy periods.
Three Most Effective Techniques
For most university students, the following have the greatest impact:
1. Creating a weekly study schedule because it provides structure and helps students stay organised.
2. Prioritising tasks because it ensures important work is completed first.
3. Using the Pomodoro Technique because it improves concentration and prevents burnout.
Together, these techniques can help students use their time more efficiently, meet deadlines consistently, and reduce academic stress.

The two time-management techniques I have chosen to explore are creating a weekly study schedule and prioritising tasks. I chose these because they could help university students stay organised, manage deadlines and balance studying with other commitments.
Diehl and Bobak (2021) found that using weekly study plans could help students with their studying and academic performance. I think this is a reliable source because it is a peer-reviewed journal article published in 2021. It is relevant because it focuses on college students using weekly study plans and looks at how these can support academic achievement. The authors used research and compared students who completed weekly study plans with a control group, which makes the information more trustworthy. The purpose of the article is to present research and inform readers rather than to sell a product or service. Although it was published in 2021, it is still recent, and the information is relevant to university students today. Overall, I would trust this source because it supports the idea that creating a weekly study schedule can be helpful for students (Diehl and Bobak, 2021).
Patzak, Zhang and Vytasek (2025) reviewed 107 studies and found that strategies such as prioritisation, planning and task organisation were particularly beneficial. This makes the information more trustworthy because the findings are based on a large amount of previous research. I think this is a reliable source because it was published in Frontiers in Education in 2025, which means the information is very current. The source is relevant because it focuses on time management and explains how prioritising and organising tasks can improve productivity and performance. The authors are linked to universities, and the article was reviewed before publication. The purpose of the article is to provide research-based information about effective time-management strategies rather than to sell a product or service. Overall, I would trust this source because it is recent, relevant and supported by academic research (Patzak, Zhang and Vytasek, 2025).

Improved prompt;
What are effective time management techniques that first-year university students can use to balance studying, assignments and other commitments? Explain how each technique can help and include academic evidence to support your answer.
Copilot reply;
First-year university students can balance studying, assignments and other commitments by using structured planning, setting priorities and dividing large pieces of work into manageable sessions. The techniques below are practical for a changing university timetable and are supported by recent academic research.
1. Create a weekly study schedule
At the beginning of each week, students should enter fixed commitments first, such as lectures, seminars, employment, travel and regular personal responsibilities. They can then allocate specific study blocks for reading, assignment work, revision and preparation for classes. Including breaks and unallocated buffer time makes the schedule more realistic when unexpected tasks arise.
A weekly schedule helps by:
· making the total workload visible
· preventing study time from being taken over by other commitments
· encouraging students to begin assignments before the deadline
· distributing work across the week instead of relying on last-minute studying
Research by Tara Diehl and Regina Bobak found that university students who created and used weekly study plans achieved higher average examination marks and overall course grades than students in a control group. The study plans required students to organise learning activities from Monday to Sunday and encouraged regular engagement with their course material. [files.eric.ed.gov], [eric.ed.gov]
Example: A student could schedule two one-hour assignment sessions on Tuesday and Thursday, rather than leaving the entire assignment until the weekend.
2. Prioritise tasks by importance and urgency
Students should list their academic and personal tasks and decide which require attention first. A useful approach is to classify tasks into four categories:
1. Urgent and important: assignments due soon, examination preparation or essential work commitments.
2. Important but not urgent: early assignment research, weekly reading and long-term revision.
3. Urgent but less important: minor administrative tasks or messages requiring a quick response.
4. Neither urgent nor important: activities that can be postponed, reduced or removed.
Prioritisation helps students direct their limited time towards tasks that have the greatest academic importance or the closest deadlines. It also prevents easier but less important activities from replacing demanding work.
A systematic review by Alexandra Patzak, Xiaorong Zhang and Jovita Vytasek examined 107 empirical studies from higher-education and workplace settings. It identified prioritisation, planning, goal-setting and task organisation as particularly beneficial strategies for productivity, wellbeing and performance. [frontiersin.org], [frontiersin.org]
Example: If a major essay is due in five days and a short piece of reading is needed in two weeks, the essay should normally receive the larger and earlier study blocks.
3. Break assignments into smaller tasks
Large assignments can feel overwhelming when they appear on a to-do list as a single task such as “write essay.” Students should divide them into smaller actions with their own target dates, for example:
· read the assessment instructions
· select a topic
· search for academic sources
· evaluate and organise the evidence
· produce an essay plan
· write individual sections
· edit and proofread
· check referencing
· submit the final version
Breaking work into smaller stages makes it easier to estimate how much time is required and provides clear starting points. It can also reduce procrastination because “find three academic sources” feels more achievable than “complete the assignment.”
The systematic review by Patzak, Zhang and Vytasek found that task organisation, planning and goal-setting were among the strategies most consistently linked with improved productivity and performance. It also described time management as a self-regulated process involving planning, selecting appropriate strategies and monitoring progress. [frontiersin.org], [frontiersin.org]
Example: For an essay due in three weeks, a student could complete the research in week one, write the first draft in week two and edit and reference it in week three.
4. Use specific, realistic study goals
Each scheduled study session should have a clear outcome. A vague intention such as “study psychology” does not tell the student what needs to be completed. A more effective goal would be “read pages 30 to 45, write notes on the two main theories and answer five practice questions.”
Specific goals help students:
· begin a study session with a clear purpose
· monitor whether they have completed the intended work
· estimate future study time more accurately
· maintain motivation through visible progress
Patzak, Zhang and Vytasek’s systematic review identified goal-setting as one of the particularly beneficial time-management strategies for students and employees. The review also found that effective time-management models commonly combine goal-setting and prioritisation with scheduling, planning and organisation. [frontiersin.org], [frontiersin.org]
Example: Instead of writing “work on presentation,” a student could write “find two academic sources and draft the first three slides by 4 p.m.”
5. Spread studying across several shorter sessions
Students should distribute revision and learning across the week instead of completing one long session immediately before an examination. For example, three 45-minute revision sessions on different days are generally more manageable than attempting to cover the same material in a single late-night session.
Spreading study sessions helps students fit academic work around lectures, employment and social commitments. It also gives them repeated opportunities to revisit and retrieve information, which supports longer-term learning.
A review by Shana K. Carpenter, Steven C. Pan and Andrew C. Butler concluded that spacing learning across different sessions and practising retrieval are effective approaches across different subjects and educational settings. The authors also noted that these strategies are often underused, even though extensive research supports their value for learning. [nature.com], [teachertoolkit.co.uk]
Example: A student could revise lecture material for 30 to 45 minutes on Monday, Wednesday and Friday, using practice questions to check what they remember.
6. Review and adjust the plan regularly
A schedule should be treated as a flexible guide rather than a fixed timetable. At the end of each day, students can check what they completed and move unfinished work to an appropriate time. A longer review at the end of each week can identify:
· tasks that took longer than expected
· deadlines approaching next week
· study blocks that were regularly missed
· commitments that created scheduling conflicts
· subjects requiring additional attention
Regular review improves students’ ability to estimate how long tasks take and allows them to adapt before work becomes unmanageable. Recent research involving 1,016 university students found that time management was positively associated with study engagement and self-control, while it was negatively associated with mobile-phone dependence. However, because this was a correlational study, it demonstrates relationships rather than proving direct causation. [pmc.ncbi.nlm.nih.gov]
Conclusion
The most effective approach is to combine these techniques rather than use one in isolation. A first-year student could create a weekly timetable, prioritise upcoming deadlines, divide each assignment into smaller stages and allocate those stages to specific study blocks. They could then use shorter, spaced sessions and review the plan at the end of the week.
Overall, academic evidence indicates that planning, prioritisation, goal-setting and task organisation can support productivity, performance and wellbeing. Weekly scheduling and spaced study can make these broader time-management principles practical and easier to maintain. [frontiersin.org], [eric.ed.gov], [nature.com]
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Main writing strengths
This response links each technique to a clear practical benefit and then supports it with academic research. It also uses cautious wording such as “can help” and “is associated with” where the evidence does not establish direct causation, making the discussion academically balanced.

The improved prompt was more useful than the first prompt because it was more specific and gave Copilot clearer instructions. The first prompt produced a general list of time-management techniques, but the improved prompt focused specifically on first-year university students and asked Copilot to explain how each technique could help with studying, assignments and other commitments. It also asked for academic evidence, which made the response more detailed and useful for university work. The stronger prompt gave more explanation, examples and research to support the techniques, including weekly study schedules and prioritising tasks. This showed me that giving AI a clear and detailed prompt can improve the quality and relevance of the information it provides.
From this task, I learned that AI can be useful for finding ideas and explaining information quickly, but it should not always be trusted without checking the sources. AI can sometimes give information that is outdated, too general or not fully reliable. This is why it is important to check the evidence using reliable academic sources and tools such as the CRAAP test. I also learned that using a stronger and more detailed prompt can improve the quality of the information AI gives. Overall, AI can be helpful for supporting university work, but I still need to use my own judgement and check the information before using it in an assignment and not to rely on it fully. 

Discussion of time management techniques 
One useful time-management technique for university students is creating a weekly study schedule. A weekly schedule can help students organise their time by planning when they will complete reading, assignments, revision and other university work. It can also help students balance studying with other commitments such as work and personal responsibilities. Planning study time in advance may reduce the risk of leaving assignments until the last minute and can make a busy workload feel more manageable. Diehl and Bobak (2021) found that students who used weekly study plans achieved higher average examination marks and overall course grades than students who did not use them. This suggests that regularly planning study time could support academic performance and encourage students to stay organised.
Another useful technique is prioritising tasks. This involves deciding which tasks are most important or urgent and completing these before less important activities. For example, an assignment due in a few days would usually need to be prioritised over a piece of reading that is not due for another two weeks. Prioritising tasks can help students use their time more effectively and make sure important deadlines are not missed. Adams and Blair (2019) also found that time-management behaviours, including setting goals and priorities, were linked to students’ academic performance. This supports the idea that prioritising important tasks can help students manage their workload more effectively. Patzak, Zhang and Vytasek (2025) reviewed 107 studies and found that strategies such as prioritisation, planning and task organisation were particularly beneficial for productivity, wellbeing and performance.
Both techniques could work well together. A student could first decide which tasks are most important and then add these tasks to a weekly study schedule. Using both prioritisation and planning could help students stay organised, manage deadlines and balance university work with other commitments. Overall, these techniques could help students make better use of their time and develop more effective study habits.

Reflection on using AI 
Using Copilot for this task helped me understand how AI can be useful for finding ideas and explaining information quickly. I found it helpful because it gave me several time-management techniques that I could look at and research further. However, I also learned that the quality of the answer depends a lot on how clear the prompt is. My first prompt was quite general, so the response was broad and gave me a list of different techniques. When I improved the prompt by making it more specific and asking for academic evidence, Copilot gave a more detailed and useful answer that was more suitable for university work.
I also learned that AI information should not always be trusted straight away without checking it first. Copilot can provide useful information, but some sources may be outdated, too general or not fully reliable. This is why it is important to check the information using other sources. Using the CRAAP test helped me look at the currency, relevance, authority, accuracy and purpose of the sources. This made me think more carefully about whether the information was suitable to use in an academic assignment.
Another thing I learned was the importance of checking where the information comes from. Instead of just accepting what Copilot said, I looked at the original academic sources to see if they supported the information. This helped me feel more confident that the evidence was reliable. It also showed me that even if AI gives an answer that sounds correct, it is still important to check the source yourself.
I also learned that AI should support my learning rather than do all the work for me. It can help me get started, generate ideas and explain information, but I still need to use my own judgement and understanding. I need to decide which information is relevant and make sure that I understand what I am writing.
Overall, this task has helped me become more confident in using AI in a responsible way. I now understand that stronger prompts can lead to better answers, but I still need to question the information, check the evidence and use reliable academic sources. In future university work, I would use AI as a starting point, but I would not rely on it fully without carrying out my own checks and research.
References 
Adams, R.V. and Blair, E. (2019). Impact of time management behaviours on undergraduate engineering students’ performance. SAGE Open, [online] 9(1). doi:10.1177/2158244018824506.
Diehl, T. and Bobak, R. (2021). Study plans promote daily review. Journal of Developmental Education, [online] 44(2), pp.12–17. Available at: https://eric.ed.gov/?id=EJ1320650 [Accessed 27 Sept. 2026].
Patzak, A., Zhang, X. and Vytasek, J. (2025). Boosting productivity and wellbeing through time management: Evidence-based strategies for higher education and workforce development. Frontiers in Education, [online] 10. doi:10.3389/feduc.2025.1623228























1

