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AI acknowledgment 
Basic Acknowledgement format of AI tool use 
I acknowledged the use of AI Microsoft 365 Copilot (https://copilot.microsoft.com) On (08.09.2026) to support my work for part 1 and 2 of the portfolio. 

Prompt(s):
1. Find me suggestions for staying focused whilst studying for a degree in Early Years Education and Care. 
2. Find me suggestions for accurate mind maps whilst studying for a degree in Early Years Education and Care 

3. Help to create an academic poster for a level 4 module in academic skills. Two headings. Mind Maps and staying focused. 

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 – 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 
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep
	 Sleep

	07:00 - 07:59 
	 Wake up, eat breakfast, get ready
	Wake up, eat breakfast, get ready 
	 Wake up, eat breakfast, get ready
	 Wake up, eat breakfast, get ready
	 Wake up, eat breakfast, get ready
	 Sleep
	 Sleep

	08:00 - 08:59 
	 Leave house, drive to work
	 Leave house, drive to work
	 Leave house, drive to work
	 Leave house, drive to work
	 Leave house, drive to work
	 Sleep
	 Sleep

	09:00 - 09:59 
	 Arrive at work, settle down. Invite children into classroom
	 Arrive at work, settle down. Invite children into classroom
	 Arrive at work, settle down. Invite children into classroom
	 Arrive at work, settle down. Invite children into classroom
	 Arrive at work, settle down. Invite children into classroom
	Wake up, eat breakfast
	 Wake up, eat breakfast

	10:00 - 10:59 
	 Work with children, Have break
	 Work with children, Have break
	 Work with children, Have break
	 Work with children, Have break
	 Work with children, Have break
	 Open laptop, study.
	 Open laptop, study.

	11:00 - 11:59 
	 Continue working with children.
	 Continue working with children.
	 Continue working with children. 
	 Continue working with children. 
	 Continue working with children.
	 Studying.
	 Studying.

	12:00 - 12:59 
	 Lunch time.
	 Lunch time.
	 Lunch time. 
	 Lunch time. 
	 Lunch time.
	 Studying.
	 Studying. 

	13:00 - 13:59 
	 Back to class. Continue working with children.
	 Back to class. Continue working with children.
	 Back to class. Continue working with children.
	 Back to class. Continue working with children.
	 Back to class. Continue working with children.
	 Lunch time.
	 Lunch time.

	14:00 - 14:59 
	 Continue working with children. Play time. 
	 Continue working with children. Play time.
	 Continue working with children. Play time.
	 Continue working with children. Play time.
	 Continue working with children. Play time.
	 Have shower. 
	 Have shower. 

	15:00 - 15:59 
	 Say goodbye to children. Drive home.
	 Say goodbye to children. Drive home.
	 Say goodbye to children. Drive home.
	 Say goodbye to children. Drive home.
	 Say goodbye to children. Drive home.
	 Spend time with family and friends. 
	 Spend time with family and friends. 

	16:00 - 16:59 
	 Settle home. Have shower.
	 Settle home. Have shower.
	 Settle home. Have shower.
	 Settle home. Have shower.
	 Settle home. Have shower.
	 Spend time with family and friends.
	 Spend time with family and friends.

	17:00 - 17:59 
	 Studying.
	 Studying.
	 Studying.
	 Studying.
	 Studying,
	 Spend time with family and friends.
	 Spend time with family and friends.

	18:00 - 18:59 
	 Have Tea.
	 Have Tea.
	 Have Tea.
	 Have Tea.
	 Have Tea.
	 Spend time with family and friends.
	 Spend time with family and friends.

	19:00 - 19:59 
	 Studying.
	 Studying.
	 Studying.
	 Studying.
	 Studying.
	 Spend time with family and friends.
	 Spend time with family and friends.

	20:00 - 20:59 
	 Settle down, Watch TV.
	 Settle down, Watch TV.
	 Settle down, Watch TV.
	 Settle down, Watch TV.
	 Settle down, Watch TV.
	 Have Tea.
	 Have Tea.

	21:00 - 21:59 
	 Sleep.
	 Sleep.
	 Sleep.
	 Sleep.
	 Sleep.
	 Settle down, Watch TV.
	 Settle down, Watch TV.

	22:00 - 22:59 
	 Sleep.
	 Sleep.
	 Sleep.
	 Sleep.
	 Sleep.
	 Watching TV.
	  Watching TV.

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



Part 2 – Using AI 
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 1 – ‘Hi. I am a student in the United Kingdom studying a BA in Early years education and care Level 4. I am currently working on an assignment on ‘Study skills.’ Can you give me tips on accurate mind maps and how they can help with studying in lectures’ 


Response.

What is a Mind Map?
A mind map is a visual way of organising information around a central topic. Instead of writing long notes, you use key words, branches, colours, symbols, and images to show connections between ideas. 

For example: 

Central Topic: Child Development 

· Physical Development
· Gross motor skills
· Fine motor skills
· Cognitive Development
· Problem-solving
· Memory
· Language Development
· Communication
· Vocabulary
· Social and Emotional Development
· Friendships
· Self-esteem

Tips for Creating Accurate Mind Maps
1. Start with a Clear Central Topic
Write the main subject in the centre of the page and make it stand out with colour or a shape.
Example: "Play and Learning" or "Safeguarding Children".
2. Use Key Words Rather Than Sentences
Write only the most important words or phrases.
✅ Good: "Positive relationships"
❌ Less effective: "Children learn better when practitioners build positive relationships with them."
Using key words helps your brain recall information more quickly.
3. Create Main Branches and Sub-Branches
Organise information from general ideas to specific details.
Example:
Safeguarding
· Signs of abuse
· Legislation
· Reporting concerns
· Professional responsibilities
4. Use Different Colours
Assign different colours to different themes. This makes information easier to remember and locate.
For example:
· Blue = legislation
· Green = child development
· Red = safeguarding concerns
5. Include Images or Symbols
Simple drawings and symbols can improve memory and understanding.
Examples:
· ⚠ for safeguarding concerns
· ❤ for emotional wellbeing
· 📚 for learning theories
6. Check Accuracy
After creating your mind map:
· Compare it with lecture slides or textbooks.
· Ensure key concepts are correctly linked.
· Correct any spelling or factual errors.
· Add missing information.
7. Keep It Organised
Avoid overcrowding the page. Leave space between branches so you can add information later.

Refined Prompt.
Could you give me three clear bullet points to begin my studies.
1. Set a clear study goal for each session so you know exactly what you want to achieve before you start. 
2. Organise your study materials and create a distraction-free environment to help maintain focus and productivity.
3. Use an active learning method, such as note-taking, mind maps, or summarising key information in your own words to improve understanding and memory.

Finding recourses.
AI suggestions: 
Buzan, T. (2018) “Mind Map Mastery: The Complete Guide to Learning and Using the Most Powerful Thinking Tool in the Universe.”  Available at: https://books.google.co.uk/books/about/Mind_Map_Mastery.html?id=fuY4DwAAQBAJ&redir_esc=y. London: Watkins Publishing. (Accessed: 24 September 2026). 
Adodo, S. O. (2013). “Effect of mind – mapping as a self – regulated learning strategy on students’ achievement in basic science and technology.” Mediterranean Journal of Social Sciences, 4 (6), 163-172. Available at: https://doi.org/10.5901/mjss.2013.v4n6p163 (Accessed: 24 September 2026) 
Farrand, P., Hussain, F. and Hennessy, E. (2002) ‘The efficacy of the “mind map” study technique’, Medical Education, 36 (5), pp. 426-431. Available at: https://doi.org/10.1046/j.1365-2923.2002.01205.x (Accessed: 24 September 2026). 
Library Search.
Cottrell, S. (2024) “The Study Skills Handbook” 6th Edn. London: Bloomsbury Academic. (Accessed 24 September 2026) 

Academic Writing.
For this section, the student researched two study skills. The first study skill is mind maps. The student found out that mind maps are important as they are full of key points which allow the brain to recall information easier. The student also found out from AI that mind maps tend to be colour coordinated or used with symbols. This allows the student to connect what they have learned to the colours and symbols, to remember information quickly and efficiently. Lastly, the student found out that it is crucial that they ensure that the information written on the mind map is linked to their lectures, books and websites to ensure that the information is relevant, up to date and makes sense so they remember key and vital information. The student already knows that mind maps should never be overcrowded with long sentences as the brain will struggle to remember all those words which means they are not learning properly. It has been stated by Goldsmiths, University of London (n.d) that subtopics are important when creating mind maps and then that can be broken down to related terms, to remember key information. 
The second study skill that the student has researched was staying focused during lectures. The student has stated that from their personal experience, they believe that staying focused during lectures is very important during lectures; to be able to understand assignments and ensure they are on the right track. The student also believes that staying focused allows students to hand in their work on time as focusing leads to organisation and helps with time management. The student believes that social media, electronic devices and a crowded and noisy environment is a distraction and they struggle to focus. University of Dundee (2026) suggests that digital distractions such as social media and phone notifications can negatively affect students’ foucs and concentration.
Reference list. 
Goldsmiths, University of London (n.d.) Advanced searching. Available at:https://libguides.gold.ac.uk/aso/library/advancedsearch (Accessed: 26 September 2026).
University of Dundee (2026) Reducing digital distraction and improving your focus when studying. Available at: https://www.dundee.ac.uk/guides/reducing-digital-distraction (Accessed: 26 September 2026)

Reflection. 
For this part of the assessment, I researched and explored two study skills and used Microsoft Co-Pilot to do so. I used two prompts to find out the information required for this portfolio. The initial prompts put into Microsoft Co-Pillot, came back with a large response with a lot of information. I refined these prompts as they were too large and not specific. 

The two skills I selected was efficient mind maps and how to stay focused during lectures. I asked AI “Find me suggestions for staying focused whilst studying for a degree in Early Years Education and Care.” And “Find me suggestions for accurate mind maps whilst studying for a degree in Early Years Education and Care.” I then asked Co-Pilot to “Give me three clear points to begin my studies”. This was to ensure that the information was specific to my points and not going off track with a large amount of information. 

These skills may improve my work as the mind maps will allow me to remember key information from websites, books, journals and my lectures to then put into my assignments in my own words and truly understand what I am writing about. This will also improve my work as I will remember to switch my devices off and listen during lectures so I can get my work in on time and take in all the information that is needed. 

To support my study further, I used a prompt to find academic resources to support these study skills. The results that I had back was from books online that were accessible to get onto for future study, however, for a more accurate and reliable resource for my course, I used the UWTSD library reading list for this module. 

Part 3 – Academic poster
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Farrand, P., Hussain, F. and Hennessy, E. (2002) ‘The efficacy of the “mind map” study technique’, Medical Education, 36(5), pp. 426-431. Available at: https://doi.org/10.1046/j.1365-2923.2002.01205.x (Accessed: 24 September 2026).
Goldsmiths, University of London (n.d.) Advanced searching. Available at: https://libguides.gold.ac.uk/aso/library/advancedsearch (Accessed: 26 September 2026).
University of Dundee (2026) Reducing digital distraction and improving your focus when studying. Available at: https://www.dundee.ac.uk/guides/reducing-digital-distraction (Accessed: 26 September 2026).
Part 4 – Link to oral presentation
https://uowtsd-my.sharepoint.com/:p:/r/personal/2602940_student_uwtsd_ac_uk/Documents/Academic%20skills%20for%20success.pptx?d=w3e06ef34097745b49ca72666ddfc3a5b&csf=1&web=1&e=59pMoG
  









1

image1.png
Academic Skills for success

Effective mind maps and staying focused.

Introduction: When being an academic in university, it is important to stay organised and
understand what is being taught to understand and the assignments. Two keys for success
is effective mind maps and staying focused during lectures.

What is a mind map WHY IS FOCUS IMPORTANT?
A mind map is a visual tool that helps organise Maintaining concentration helps improve
ideas around a central topic. It supports planning, productivity, understanding, and academic
memory, and understanding of complex achievement.
information.

BENEFITS OF A MIND MAP STRATEGIES TO STAYING FOCUSED
« Organises information into clear sections. BREAK LARGE TASKS INTO SMALLER, MANAGEABLE STEPS
« Helps identify links between ideas and concepts. UUSE A STUDY TIMETABLE OR PLANNER,
* Improves memory recall and understanding. REMOVE DISTRACTIONS SUCH AS PHONES AND SOCIAL
+ Encourages creative and critical thinking. MEDIA

TAKE REGULAR SHORT BREAKS TO MAINTAIN
CONCENTRATION,

HOW TO CREATE AN EFFECTIVE
MIND MAP BENEFITS TO STAYING FOCUSED
+ Start with a central topic
+ Add main branches for key ideas

= Improves productivity and efficiency.

] » Helps reduce stress and last-minute rushing.
* Use key words instead of long sentences. « Increases understanding and retention of
* Include colours, symbold and images information.

« Connect related ideas where appropriate « Supports academic success and achievement.

CONCLUSION

EFFECTIVE MIND MAPS AND STAYING FOCUSED ALLLOW STUDENTS TO BECOME MORE ORGANISED AND MORE PRODUCTIVE
IN ORDER TO CREATE ACADEMIC SUCCESS




