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Action Plan 
Name: Holly Congdon                                                                                                                                       What skills do I aim to develop?  Time management and reflection                                                                   When do I want to develop these skills? I aim to develop these skills throughout university and throughout my career. 
	
	What do I want or need to learn or improve?
	What will I do to achieve this?
	What resources or support will I need?
	How will I identify my progress/   success?
	Target dates for review

	Time Management
	Effectively plan time to work on assignments and ensure I have time for other activities such as spending time with family.

Ensure I have enough time to do reading and research.

Learn to limit distractions.
	Prioritise tasks 

Schedule deadlines and goals for assessments such as deadlines for the introduction or first paragraph.

Monitor my progress on assignments.

Work in quiet environments
	Weekly to do lists. 

Calendar – to write down goals or deadlines. 

Quiet environments where distractions are limited. 
	By meeting my individual deadlines for assignments. 

Showing less signs of procrastination and feeling less overwhelmed with work.

Completing to do lists.  
	I will frequently review my progress and review my progress in more depth at the end of each term during university.

	Reflection
	To reflect on previous assignments and feedback. 

To better identify what went well and what I can improve on. 

To better identify what problems or barriers I faced during work and ways to overcome these.  
	By keeping a reflective journal.

By making notes on feedback and asking questions about any feedback I am unsure about. 

Use feedback to identify what did and did not go well.   
	Reflective journal 

Notebook

Feedback from previous assignments
	By improving my work by reflecting on past assessments. 

By better understanding feedback given 

By feeling more confident about what I could do to improve future work.  


	I will frequently review my progress and review my progress in more depth at the end of each term during university.



(Word count for action plan – 279 )
Voiceover/video notes 
(Word count for voiceover – 566 )
Slide 1/Introduction –   Hello, my name is Holly, and I will be briefly discussing why time management and reflection are two of the most important study skills. I believe that these are two of the most important study skills for both success as a student and in the workplace for various reasons such as building confidence. 
Slide 2 – I have chosen to look at time management and reflection as two of the most important study skills. Time management involves organising and planning time for different tasks and reflection involves looking back at past experiences to gain better understanding.  
Slide 3 – Time management is important for numerous reasons, especially for students. Cottrell (2019) says one reason why time management is important is that it increases confidence and allows you to achieve better. According to Shah (2016), it can also help reduce long term stress. Other examples of why time management is important are that it helps you learn to prioritise tasks, helps you prepare for assessments and exams and allows you to ensure that you have time for other activities such as, relaxing and spending time with friends, as well as basic tasks such as cooking and sleeping.
Slide 4 – Reflection is also an important skill for many reasons. Cottrell (2021) says that it allows you to ask yourself questions such as how can I increase my motivation and to identify what did and did not go well. In addition, other examples of why reflection is important are that it allows you to identify areas to improve, it improves self-awareness, it helps reduce stress and anxiety, it allows you to better understand experiences, to analyse your contributions in a group task and to help improve other skills such as self-evaluation. 
Slide 5 – Time management and reflection are also important skills to use in the workplace, for example it is very important to use these skills as a Primary School Teacher. For example, it is important for teachers to have time management skills as they need to plan and organise lessons using time effectively. It is also important for teachers to reflect on previous lessons to identify what went well and what they could improve or include in future lessons. Time management is also important for planning time outside of school, such as marking work and other activities such as spending time with family and friends. Reflection is an important and useful tool for teachers to identify which teaching methods work best for them and which meet the individual needs of pupils in their classes. Like all teachers, Primary School teachers will very often face heavy workloads, therefore it is important that they have good time management skills. Using time management skills can help reduce or organise heavy workloads which can reduce stress and anxiety. These skills can also help improve confidence of teachers by being in control of their time and learning to handle various tasks and by reflecting on what went well in their lessons. According to Spalding (2022), reflection is also important as it helps you to be innovative and creative by creating new ideas for lessons, it helps you to better understand your pupils and results in a more effective and more productive learning environment. 
Slide 6 – To conclude, I believe that time management and reflection are two of the most important study skills. They are important for success as a student and in the workplace and have various benefits such as reducing stress and building confidence. 
Slide 7 – Thank you for listening.                                                                                                                                Slide 8 – no voiceover

