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Basic Acknowledgement format of AI tool use:
I recognize that I am using Microsoft 365 Copilot to confirm my evidence for my work in part 1 and 2 of my portfolio on 15/09/2026.
Stating below are the 2 prompts that I will be looking closely at are:
1. Help me to plan and organise my work? 
2. Help me to identify how I can balance full-time work and University?
I can acknowledge that the work is my own and that AI have not presented me with a generated text. Also, I can acknowledge that when completing this assignment, I have the copies of my drafts, notes and other resources that I have used before. However, I also have the use of AI tools which may be provide in evidence after.













Part 1 – Study Timetable:
	Amser
/Time
	Llun
Monday
	Mawrth
Tuesday
	Mercher
Wednesday
	Iau
Thursday
	Gwener
Friday
	Sadwrn
Saturday
	Sul
Sunday

	00:00 - 00:59
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 

	01:00 - 01:59
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 

	02:00 - 02:59
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 

	03:00 - 03:59
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 

	04:00 - 04:59
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 

	05:00 - 05:59
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 

	06:00 - 06:59
	6.20 get ready for work
	6.20 get ready for work 
	6.20 get ready for work 
	6.10 get ready for work 
	6.20 get ready for work  
	Sleep 
	Sleep 

	07:00 - 07:59
	7.20 drive to work 
	7.20 drive to work
	7.20 drive to work
	7.10 drive to work
	7.20 drive to work
	Sleep 
	Sleep 

	08:00 - 08:59
	Work 
	Work 
	Work
	Work 
	Work 
	Sleep 
	Sleep 

	09:00 - 09:59
	Work 
	Work 
	Work
	Work 
	Work 
	Sleep 
	Sleep 

	10:00 - 10:59
	Work 
	Work 
	Work 
	Work 
	Work 
	Breakfast
	Breakfast

	11:00 - 11:59
	Work 
	Work 
	Work 
	Work 
	Work 
	Free time
	Tesco Shop

	12:00 - 12:59
	Work 
	Work 
	Work 
	Work 
	Work 
	Assignment
	Tesco Shop

	13:00 - 13:59
	Work 
	Work 
	Work 
	Work 
	Work 
	Assignment
	Free time

	14:00 - 14:59
	Work 
	Work 
	Work
	Work 
	Work 
	Assignment
	Gym

	15:00 - 15:59
	3.30 drive to university  
	3.30 drive home
	3.30 drive home
	3.30 drive home
	3.30 drive home
	Assignment
	Gym

	16:00 - 16:59
	Drive to university
	4.00 get home
	4.00 get home
	4.00 get home
	4.00 get home
	Free time 
	Food

	17:00 - 17:59
	University 
	Assignment
	Asking questions to AI
	Assignment 
	Asking questions to AI
	Food
	Assignment 

	18:00 - 18:59
	University 
	Assignment
	Gym
	Assignment
	Gym 
	Free time
	Free time

	19:00 - 19:59
	University 
	Food
	Gym
	Food
	Gym
	Free time
	Free time

	20:00 - 20:59
	University / Drive home
	Reading some resources
	Food
	Free Time
	Food
	Free time
	Free time

	21:00 - 21:59
	Food
	Reading some book resources
	Reading some book resources
	Reading some book resources
	Reading some resources
	Sleep 
	Sleep 

	22:00 - 22:59
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 

	23:00 - 23:59
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 
	Sleep 








Part 2 - AI activity:
Part 2:
When completing this assignment Microsoft Copilot was available and accessed to help and support 2 study techniques that will help progression throughout BA (Hons) Early Years and Education and Care. These 2 prompts above were created to help and create information stated below. 
Prompts 1:
I am an Early Years Education and Care student in a UK University. Can you help me to plan and organise my work?   
Response from Microsoft Copilot:
As an Early Years Education and Care student, the key is to create a realistic plan that balances lectures, independent study, assignments, placement requirements, work commitments, and personal time.
Step 1: Organise Your Semester
Create a simple overview of:
· Assignment deadlines
· Exams or assessments
· Placement dates
· Work shifts
· University sessions
Use a wall planner, diary, or digital calendar (Outlook, Google Calendar, or Microsoft to Do).
Step 2: Schedule Weekly Study Time
A good target for university success is to study consistently rather than cramming.
Step 3: Use the "Top 3 Priorities" Method
At the beginning of each week write:
My Top 3 Priorities
1. Complete 500 words of assignment.
2. Read Chapter 4 on child development.
3. Update placement reflections.
When workload feels overwhelming, focus on completing these three tasks first.
Step 4: Break Assignments into Small Tasks
Instead of:
❌ "Write assignment"
Break it into:
✅ Find 5 journal articles
 ✅ Read and make notes
 ✅ Create assignment structure
 ✅ Write introduction
 ✅ Write main section
 ✅ Edit and reference
Small tasks feel more manageable and increase motivation.
Refined Prompt:
I then went onto to ask Microsoft Copilot could you please give me 2 clear bullets points to begin my studies. 
Response from Microsoft Copilot:
To help you start your studies in a structured way, you could use the following three points:
· Review your module handbook and assessment deadlines to understand the learning outcomes, assignment requirements, and key dates for your course. 
· Create a weekly study timetable that allocates time for lectures, reading, assignment work, revision, employment, and personal commitments. Effective time management helps students make the most of their university studies. 
· Organise your study materials and notes by creating separate folders for each module, making it easier to access lecture notes, journal articles, and assignment resources when needed. [queensgateedu.org]
Academic Writing:
For this part of this assignment, the student will be writing in a third person perspective in a form of academic style. In this part, it will also include a paragraph for each study skills that the student has chosen which are prioritise task and maintain your wellbeing to ask Co-pilot and will have supporting evidence to back this up as well.
The first techniques that the student will be talking about is prioritise task. This involves making to-do list and organise which part of the work is more important than the other to do first. According to Cottrell (2024) that the ability to organise time and to need to keep on top of items. This is suggested by when they have scheduled classes, events and exams to keep on track on when and where they should be. Aso to know when a piece of work needs to hand in and to keep on top of deadline when handing in work. However, according to Co-pilot (19/09/2026) this is suggested to focus on completing three main tasks first or pick one high-priority tasks first when workload becomes feeling overpowering. 
The second techniques that the student will be taking about is maintain your wellbeing. This involves taking care of yourself by build a self- care schedule by using something similar like prioritise task. However, according to Co-pilot (19/09/2026) that you need to take care of yourself as it helps to improve your concentration, memory and their education performance. Also, according to the University of Law (2026) that when they do not have a healthy work-life balance when it will end in burnout. This is a good sign when they feel work life and university work is overwilling to sit back and look at the bigger picture. 
In conclusion, these two techniques can help them to focus, keep on top of deadline and having a balance of full-time work and university which is very important to effective learning. There is a good example of this from according to Race (2000) if he or she does not look after themselves by over working this could resulting in hurting them and damaging their success for the future by if they put too much pressure on themselves. On the other hand, these two techniques can help balance each other out by they need to prioritise tasks lists to have a maintain wellbeing by according to Mental Health Foundation (2026) that they should set boundaries and have schedules to help and maintain a work life and a personal life separate. Also, we need to have a balance of these two techniques to maintain a relationship, friends and family without these techniques it may result in feeling stressed, this is suggested by Price and Maier (2007).
Reflection:
For this final part of the assessment Microsoft Co-Pilot was investigate where two different study skills were explored to help a new student with a degree level study. When deciding the prompts this was a difficult part due to there so many questions to ask Co-pilot, but I was limited to only two study skills. Also, when giving Co-Pilot the two different prompts the return response from Co-Pilot was a large amount of information to include into the assignment because the assignment was a limit to 1,000 words and Co-Pilot excessive the word count and there was not specific and refinement to focus the information. 
However, when using further prompts to clarify what information I wanted from Co-Pilot this was more useful information for the academic writing part. I asked Co-Pilot could it please give me 3 clear bullets point to begin my studies. This was more affective as I asked a more pacific question so that it was easier to follow. I also found Co-Pilot very easy and helpful when asking question, but you need to ask it specific questions for clear but useful information.
Building on from this, I then went asking Co-Pilot to find out what study resources were useful and it gave me only 2 books which one of them was useful as this was one of my suggested from the UWTSD library. Nevertheless, I was looking for further resources, so I went onto the UWTSD library and used some of the books which were suggested from the reading list which was on my module.
Lastly, when looking at the UWTSD library resources they gave me what I exactly needed to complete my assignment. Nevertheless, some books were hard to find in the library, so I had to find some relevant books. In all honestly, Co-Pilot was helpful, but I found the library resources a lot more help and easier-to-find resources to fit in with the assignment.
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