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AI acknowledgement:
I acknowledge the use of Microsoft 365 Copilot on 20/09/2026 to support my work for Part 1 and Part 2 of the portfolio.
Prompt(s):
1. Find me suggestions on how to use accurate notetaking
2. Find me suggestions on how to use effective time management 
3. Help create me a study skills poster for a Uni level 4 early years student in Wales on accurate note taking and effective time management.

I confirm that I have not presented any AI generated text as my own work. I confirm I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence.  
















Part 1 -

	Amser/Time
	Llun
Monday
	Mawrth
Tuesday
	Mercher
Wednesday
	Iau
Thursday
	Gwener
Friday
	Sadwrn
Saturday
	Sul
Sun-day

	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
	Sleep

	Sleep

	Sleep

	Sleep

	Sleep

	Sleep
	Sleep


	07:00-07:59
	Wake up
	Wake up

	Wake up

	Wake up

	Wake up

	Sleep
	Sleep


	08:00-08:59
	Work
	Work

	Work

	Work

	Work

	Wake up
	Wake up

	09:00-09:59
	Work

	Work

	Work

	Work
	Work

	Do the horses
	Do the horses

	10:00-10:59
	Work

	Work

	Work

	Work

	Work

	Ride horses
	Ride horses

	11:00-11:59
	Work

	Work

	Work

	Work

	Work

	Go home and tidy
	Go home and tidy

	12:00-12:59
	Work

	Work

	Work

	Work

	Work

	Do some Uni work

	Chill and get changed

	13:00-13:59
	Work

	Work

	Work

	Work

	Work

	See friends
	Go see grandparents

	14:00-14:59
	Work

	Work

	Work

	Work

	Work

	Shopping
	Sunday lunch with family

	15:00-15:59
	Work

	Work

	Work

	Work

	Work

	Home and chill
	Do the horses

	16:00-16:59
	Have lunch
	Work

	Do the horses

	Do the horses

	Do the horses

	Do the horses
	See friends

	17:00-17:59
	Go to Uni
	Do the horses
	Do the horses

	Do the horses

	Do the horses

	Do the horses
	Go home and shower

	18:00-18:59
	Uni
	Start some more Uni work 
	Home, shower and chill
	Home, shower and chill
	Home, shower and chill
	See friends
	Look over more Uni work

	19:00-19:59
	Uni
	See friends
	Chill
	Chill
	Chill
	Some Uni work
	Chill

	20:00-20:59
	Uni and home
	Home and chill
	Look over things to keep on top
	Chill
	Chill
	Chill
	Chill

	21:00-21:59
	Have dinner, shower and chill
	Chill
	Chill
	Chill
	Chill
	Chill
	Chill

	22:00-22:59
	Sleep
	Sleep

	Sleep

	Sleep

	Sleep

	Chill
	Chill

	23:00-23:59
	Sleep

	Sleep

	Sleep

	Sleep

	Sleep

	Sleep

	Sleep





Part 2-

Microsoft Copilot was accessed to explore two study techniques to support progression through the BA (Hons) Early Years Education and Care.  Two prompts were used to create this information.
Prompt:
I am a level 4 student in a UK University studying a BA in early years education and care. Could you give me suggestions on how to do accurate study skills note taking and effective time management. 
Response:
Accurate Note-Taking Skills
1. Use the Cornell Method
Divide your page into three sections:
Notes Section
Write down:
· Key theories and concepts
· Important definitions
· Lecturer explanations
· Examples from practice
Cue Column
Add:
· Keywords
· Questions
· Names of theorists
· Important legislation
Summary Section
Write a short summary of the topic in your own words.
Example
Topic: Safeguarding
Notes
· Duty to protect children from harm
· Everyone working with children has responsibility
· Early intervention is important
Cue Words
· Safeguarding
· Child protection
· Early intervention
Summary Safeguarding aims to ensure children are protected and supported to achieve positive outcomes.

2. Take Notes in Your Own Words
Avoid copying directly from slides or textbooks.
Instead:
· Read or listen carefully.
· Identify the main point.
· Rewrite it in a simpler way.
Thi Effective Time Management Skills
1. Use a Weekly Study Planner
Plan your week by including:
· Lectures
· Work placement
· Assignment deadlines
· Revision sessions
· Personal commitments
Example:
	Day
	Study Task

	Monday
	Lecture notes review

	Tuesday
	Reading journal articles

	Wednesday
	Assignment research

	Thursday
	Placement reflections

	Friday
	Essay writing

	Weekend
	Revision and preparation



2. Break Large Tasks into Smaller Steps
Instead of:
❌ "Write assignment"
Try:
✅ Find 5 journal articles
 ✅ Read articles
 ✅ Create assignment plan
 ✅ Write introduction
 ✅ Write main body
 ✅ Proofread and reference
Small tasks feel more manageable and reduce stress.

3. Use the Pomodoro Technique
Study for:
· 25 minutes focused work
· 5 minute break
After four study sessions:
· Take a 15-30 minute break
This can improve concentration and reduce procrastination.

4. Prioritise Tasks
Use the following system:
High Priority
· Assignments due soon
· Required reading
· Placement tasks
Medium Priority
· Wider reading
· Revision notes
Low Priority
· Organising files
· Optional reading
Complete important tasks first. 


Refined Prompts:
Can you give me three clear bullet points for a clear overview:
· Review your lecture notes within 24 hours to identify key theories, legislation, and concepts, then summarise them in your own words.
· Create a weekly study timetable and schedule dedicated time for reading, note-taking, assignment work, and revision.
· Set one small study goal for each session, such as reading one journal article, completing a lecture summary, or planning part of an assignment.

Finding Resources.
AI Suggestions:
Cottrell, S. (2019) The Study Skills Handbook. 5th edn. London: Red Globe Press.
Dunlosky, J., Rawson, K.A., Marsh, E.J., Nathan, M.J. and Willingham, D.T. (2013) ‘Improving students’ learning with effective learning techniques: Promising directions from cognitive and educational psychology’, Psychological Science in the Public Interest, 14(1), pp. 4-58.
Race, P. (2020) The Lecturer's Toolkit: A Practical Guide to Learning, Teaching and Assessment. 5th edn. London: Routledge.
Tracy, B. (2017) Eat That Frog!: 21 Great Ways to Stop Procrastinating and Get More Done in Less Time. 3rd edn. Oakland, CA: Berrett-Koehler Publishers.
University of York (2024) Effective note-taking. Available at: https://www.york.ac.uk/students/studying/skills/notetaking/ (Accessed: 21 September 2026).

Academic Writing - 
In this section the student will write in an academic style using the third perspective. This content will include a paragraph on the two study skills included in Part 2 of this portfolio. Each of the paragraphs will be supported with references which can include those suggested by Co-pilot. The references will be included in the text. 
This piece of writing will discuss two techniques that can support your academic learning and success. The two techniques are effective time management (Covey, 2026) and accurate notetaking (Pauk, 2026).
Firstly, effective time management is a method of allowing you to use and plan your time more effectively, in a way that will ensure you're being efficient. Having good time management helps to complete more tasks in shorter periods of time and ensures you maximise your productivity. Time management can be set by making a to-do list by placing higher prioritised tasks at top and allocating how long to spend on each task or setting goals on how many to complete and by when. 
The Covey Time Management matrix is a technique for prioritizing your time and tasks. The Covey Time Management uses a method of using a four-quadrant system to help categorise each task into what is higher prioritised. They are split into: Quadrant1 – Urgent and Important. Quadrant2- Not urgent but Important. Qaudrant3- Urgent but not Important. Quadrant4- Not urgent and not important. This allows you to set tasks in order of most required to finish to not so much of a requirement. You make a list of tasks required to be finished then order and place into groups of either quadrant that they belong in. 
One other technique of time management is the 20-5-20 method (Dory, 2024), where you divide your time into smaller, manageable sections. Such as working for twenty minutes then having a five-minute break, before working for another 20. This method can help break up the session and allows time for a small brain break. Allowing you to be more focused on the task set. Dory (2024) suggests that the 20-5-20 technique allows students to be more productive with their time and concentrate more with no distractions.  This technique allows students to work ‘little and often’ ensuring they do not over pressure themselves. This is supporting students positive study habits. 
Secondly, effective notetaking is a method of recording information that is useful to you from any source for example, that could be online, someone speaking, or books. Notetaking saves time when you know how to take notes accurately. learning what effective notetaking is, helps your understanding of how to record important information effectively and benefits you to learn what method of notetaking works best for you. 
Cornell (2026) method of notetaking is that it is effective to divide your page into three different sections. Note-taking, questions column, a summary space. This allows you to jot anything down on your notetaking space, write any questions you want to know later and summarise what you recorded afterwards too. Cornell (2026) suggests that notetaking in this method is beneficial because it lays out an organised structure and encourages a summarise skill. 
In conclusion, these two study skills techniques support students positive study habits (Study skills, 2026) by helping improve effective time-management. It benefits the students focus and concentration by placing achievable goals and manageable methods of techniques to complete these tasks set. 

Reflection -
This reflection considers my experience of using Microsoft 365 Copilot in my work and research to support my academic learning. This reflection will explore what worked well, any challenges I found and the benefits/disadvantages, as well as how AI could potentially be used responsibly in the future practice. 
Firstly, some benefits I found when using Copilot are, one being the speed and accessibility at which you get a response. I also found that as it is quickly generated, it is quick and easy to ask brief questions to help gain an understanding of things, for example, new topics or to ask for meanings. Microsoft 365 Copilot is easy to use, access and gives clear responses, which is beneficial when using time management and to prevent setbacks. AI is super beneficial as it saves time and help provides a good understanding. 
[bookmark: _Int_wMCeALnS]However, some disadvantages I found when using Microsoft 365 Copilot is finding the correct wording and prompts for what you need a response to. As sometimes you may need a detailed response or something in particular but without an effective prompt you won't get the quality answer you're looking for.  Another disadvantage I find when using AI is do we know how reliable the information given to us is.
In conclusion, in the future I would use AI responsibly and ensure I ask effective prompts to help support my academic study. However, I would need to use credible sources throughput my research to ensure the information given to me was reliable and truthful. 


Reference List:

Dory, S. (2024) Successful Study Habits for Higher Education Students. 3rd edn. Academic Skills Press
Indeed (2026) The Coby Time. Online at: https://www.indeed.com/career-advice/career-development/covey-time-management-matrix accessed on: 27/09/2026
Ingeus (2025) Time Management Skills. Online at: https://ingeus.co.uk/resources/blogs/time-management-skills-what,-why-techniques Accessed on: 27/09/2026

Study Skills (2026) Overcoming Procrastination Through Structured Study. National Study Skills Centre.
The Open University (2025) Study Skills. Online at: https://help.open.ac.uk/notetaking-techniques Accessed on: 27/09/2026

University of York (2026) The Cornell Method. Online at: https://subjectguides.york.ac.uk/note-taking/cornell#cornell_h Accessed on: 27/09/2026


























Part 3-

This is the prompt I acted Microsoft 365 Copilot:

Help create me a study skills poster for a Uni level 4 early years student in Wales on accurate note taking and effective time management.

This is the poster Copilot created-

[image: ]
Ai generated 
Reference List:
Aston, S. and Walsh, A. (2023) The Study Skills Handbook. 6th edn. London: Bloomsbury.
Cottrell, S. (2019) The Study Skills Handbook. 5th edn. London: Red Globe Press.
Dunlosky, J., Rawson, K.A., Marsh, E.J., Nathan, M.J. and Willingham, D.T. (2013) ‘Improving students’ learning with effective learning techniques: Promising directions from cognitive and educational psychology’, Psychological Science in the Public Interest, 14(1), pp. 4-58.
Race, P. (2020) The Lecturer's Toolkit: A Practical Guide to Learning, Teaching and Assessment. 5th edn. London: Routledge.
University of York (2024) Note-taking strategies. Available at: https://www.york.ac.uk/students/studying/learning/study-skills/note-taking/ (Accessed: 27 September 2026).
University of Southampton (2024) Time management and organisation. Available at: https://www.southampton.ac.uk/studentservices/academic-skills/time-management.page (Accessed: 27 September 2026).
Welsh Government (2021) Curriculum for Wales: Guidance. Cardiff: Welsh Government.
Wingate, U. (2020) Academic Literacy and Student Diversity. Bristol: Multilingual Matters.
























This is the poster I created- 

[image: ]

Reference List:

The Open University (2026)  Study Skills. Available at: 
https://help.open.ac.uk/notetaking-techniques  Accessed on: 27/09/2026

University of York (2026) Note Taking: Practical Guide. Available at: https://subjectguides.york.ac.uk/note-taking Accessed on: 27/09/2026

University of York (2026) Time Management. Online at: https://subjectguides.york.ac.uk/being-organised/time-management Accessed on: 27/09/2026

Swansea University (ND) Making the most of our time. Online at: https://www.swansea.ac.uk/academic-success/academic-skills-lab/study_skill_articles/time-management-articles/using-your-time/ Accessed on: 27/09/2026
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Effective Note-Taking and Time Management

Accurate Note-Taking

Benefits:

Effective Time
Management

Why is it important?
« Accurate note-taking improves the
understanding of lectures.
« It helps prepare for assignments
« It supports recall of key theories, legislation
and reasearch.

Top Tips.

« Use the Cornell method - Divide your
page into, main notes, key questions
and a summary. Helps to organise
informtaion clearly.

« Write in your own words - Summarise
informtion.

« Highlight the key information, Focus
onall relevant information.

« Review notes within 24 hours - Read
through notes and add any other
information while it is still fresh in
your mind.

« Before your lecturer - Read materials
before, prepare questions and
identify any key learning objectives.

@ Timer

Accurate note-taking:
Encourages to have active
listening and critical listening

Effective time management:

It creates a healthy balance.
prevents last minute stress, builds
confidence and academic success.

Extra tips:
« Turn phone onto, ‘Do not distrub’
« Set focus times, study for certain amount
of times, little and often
« Reward yourself
« Start with the most challenging tasks first

e MmaQ =

Why is it important?

o It helps you to meet
asignment deadlines

* Use a weekly planner,
schedule your lectures, set
aside set times tp study.

* Break large tasks into smaller
steps

* Set yourself goals,
achievable, time-bound,
specific.

* Prioritise Tasks
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