Unit 0 Notes

. Plan and prioritize workload
.  Split up important tasks and urgent tasks into 2 different sections 
Important tasks:
Tasks that lead to the achievement of personal or professional goal (an example: portfolio)

Urgent Tasks:
Tasks that should be completed immediately, usually for someone else to complete their goals. (An example: Meeting a work or university deadline)  


. Make time for studying
. Use facilities that are available such as libraries 
.  Create a study plan (Get a planner?)
.  Resources (What I need to help me study)
.  Conditions (Make most of my time, work out what can stop me from studying)
 . Flexibility (Adjust plans when needed, Slove problems when they arise
. Limit the information you provide 
. Think before you post 
. Take control of your privacy (never have the same password be careful of scams) 
. Make sure everything is safe before you click

. Plagiarism is when you use someone else's work and try to pass it as your own which if handed in would be an automatic failure
. Referencing is when you credit someone else’s work in your own work.
. If you don't reference it will be classed as plagiarism

Staying safe online:
Think before you post 
Take control of your privacy 
Limit information you give out 
Think before you click

Time management:
Is key to academic success
Big challenge that students face
Important to plan and prioritize workload

Learning to prioritize 
Organize workload into categories, importance and urgency 

Referencing: 
Avoids plagiarism 
It shows how much research you have done 
Enables readers to find sources in your work 

Unit 1 Notes

CRAPP
C- Currency- Is it up to date? Does it reflect any changes that may have occurred? 
R- Relevancy – Does it fit your project? Will your project be stronger if you include this information?
A- Authority- What are the authors' credentials?
A- Accuracy- Can the information be verified?
P- Purpose- Is the information objective? Are they trying to persuade you to see a particular perspective?

Eight steps to identifying fake news 
Consider the source- If you click on a story make sure to check the whole story, find out who runs it, what their aims are and how they can be contacted.

Read beyond- Headlines can be clickbait to draw other people's attention so make sure to read beyond to make sure the story is real and legit

Check the author- Check the author's credentials to make sure they are who they say they are. This can be done by searching for them online.

Check your biases – Consider your beliefs and own opinions and the importance of them in an argument

Ask the experts-Speak to someone knowledgeable like a librarian or you can use a fact checker website to help with the work.

Support Sources- Click on any linked sources that are relevant to see if they back up the work

Check the dates- Make sure the work has been published recently. Old news articles may be in circulation but may not still be relevant or factually accurate.

Is it a joke? - Articles can seem extreme or unbelievable because they are exactly that, make sure to research the article to make sure it is real and legit.


Summarizing
Summarizing means putting a writer’s main ideas into your own words. It helps you understand and rephrase information effectively.
Five Steps to Summarizing:
Skim the text.
Highlight key information.
Take notes in your own words.
Write your summary.
Check and refine your summary.

What is Synthesis?
Synthesis is the process of combining ideas and information from several sources to form a new understanding or perspective.

How to Avoid Plagiarism
Always acknowledge the original author and make sure your writing is in your own words.
Tips to Avoid Plagiarism:
Rephrase the information clearly in your own words.
Give credit to the original author.
Use direct quotes correctly.
Summarize when possible.
Take detailed notes.
Reference to all sources accurately.

What is a Reference?
A reference gives credit to someone else’s work and provides the details your reader needs to locate the original source (books, articles, images, quotes).

Referencing

Recognize their contribution and effort.
Builds their academic reputation.
Can increase the chances of research funding.
Helps others find reliable sources.
Supports accuracy and credibility in research.
Strengthen your work’s credibility.
Allows readers to verify your sources.
Provides evidence to support your arguments.

Unit 2 Notes

Identity and sense of place 
·  The term ‘sense of place’ relates to your relationship with the places that mean something to you and that has had an impact on you.
·  Identity is both personal and social
· Every person has their own identity 
· No two people have the same identity

Identity, sense of place and team
. Dunbar’s Theory is how people with different identities can maintain a relationship. The principal idea is that there is a finite number of people that individuals can socialize with. 
There are 6 layers to this theory:
1. Loved ones (inner circle)
2. Good friends (Ther people who you can turn to for sympathy)
3. Friends (The people you consider to be close friends)
4. Meaningful contacts (Also known as your clan, a group of people with a strong common interest
5. Acquaintances (A person you know but not too well)
6. People you can recognize (The maximum people you can recognize according to Dunbar)
Social identity theory 
·  Social identity theory is when you do not necessarily need to have intimacy with a person or a group to share an identity with them
· Social identity theory also attempts to understand an individuals sensed of who they are based on their membership of a group or team 
Negative effects of social identity theory are that individuals belonging to a team are usually defined as either in-group or out-group. People who are in the outgroup you will tend to find have a negative outlook on their identity.

Positive effects of social identity theory 
·  More creativity (you can be working with people you don’t usually work with)
· More diverse (This allows more diversity in the team which can improve results)


Values and Beliefs
· A belief is the internal feeling of faith 
· A value is the measure of the worth or importance attached to their beliefs.
· Attitude is defined on how you treat others based on your beliefs
·   Professionalism is when people are prepared to accept that other people's beliefs and values can be different.

Identifying people's values
· Values and beliefs are strongly rooted in emotion, and most people wish that they were understood more
· Conflict can be defined as a disagreement between people that have opposing opinions and or principles
Nicomachean ethics 
Nicomachean ethics is philosophical inquiry into the nature of what makes a good life for a human being originally described by Greek philosopher Aristotle 

Effective communication is a vital life skill.
It is more than just exchanging information; it involves understanding the meaning and intention behind that information.
The communication process is straightforward: a sender encodes a message, sends it through a channel, and a receiver decodes it to complete the exchange.
Written communication has become increasingly important in today’s world through emails, reports, messages, and other forms of documentation.
Visual communication is also gaining significance, as it tends to be more engaging and easier to interpret.
Verbal communication plays a key role in personal and professional success, as many situations rely on effective spoken interaction.
Non-verbal communication includes tone, word choice, and body language.
· Tone: The same words can convey different meanings depending on how they are said.
· Body language: Facial expressions, gestures, and posture can reveal emotions such as happiness, frustration, or disinterest.
Barriers to effective communication may include:
· Relational barriers
· Language barriers

Unit 3 Notes 

Topic 1 – Forming a Team
Tuckman’s Stages of Team Development
Forming:
Team members meet and start to get to know each other.
Storming:
Conflicts can happen because of different personalities and work styles.
Norming:
People begin to solve problems, respect each other, and work together better.
Performing:
The team works well together and reaches its goals smoothly.
Adjourning:
The team finishes the work and goes their separate ways.

The Importance of Trust in a Team
Trust starts with keeping your promises.
Good relationships in a team help everyone work better together.
When there is trust, people can share ideas, solve problems, and be more productive.

Faking Your Online Presence
Why people fake online:
Jealousy: They want what others have.
Shame: They feel embarrassed about who they are.
Anxiety: They are scared to show their real self.

Why being real matters in a team:
Builds trust
Improves morale (team spirit)
Saves time and helps teamwork

FAST Goals
Setting clear goals helps teams stay focused.
F - Frequently discussed: Keeps everyone on track.
A -Ambitious: Motivates the team to do better.
S- Specific: Makes it clear what is or isn’t working.
T - Transparent: Everyone understands the goals.

Topic 2 – Riding the Storm
Storming Stage Characteristics
Some competition between members.
People may get frustrated or annoyed.
Poor communication.
A few members might try to take control.

Recognizing Team Roles
Everyone has a different role in a team, such as:
Leader
Idea creator
Supporter
Each role has strengths and helps the team in different ways.

SWOT Analysis
Strengths: What does the team do well.
Weaknesses: What does the team struggle with.
Opportunities: Chances to improve or grow.
Threats: Problems that could stop progress.

Topic 3 
Norming Stage Characteristics
Less conflict
Members work together and want to fit in
More trust between team members

Using Radical Candor
Radical candor means giving honest and kind feedback
To do it well:
Focus on results
Ask questions
Be careful and helpful
Make sure the feedback helps the person improve

Topic 4 – Performing
Performing Stage Characteristics
Everyone works toward the same goal
Open and positive communication
Team members feel confident
Higher skills and productivity

Overcoming Inattention to Results
Teams must focus on shared goals instead of individual success.
Working together helps the team achieve better results.

Missing Deadlines
Reasons this happens:
No clear plan.
Goals are not explained well.
Didn’t ask for help in time.

Setting Goals and Tracking Progress
Match tasks with your skills
Check progress often
Help each other when needed
Set clear deadlines

Useful tools:
Microsoft Planner
Padlet
Unit 4 Notes

Agile learning is your willingness to take risks in attempting to deal with a novel situation.

Mistakes- Most people believe instinctively believe this yet one of their biggest problems is not asking for feedback. This may be due to a fear of negative feedback.

Feedback- When seeking feedback, you should try and remain aware but aloof, avoiding emotional attachment in a logical way, when you get a chance try to critically evaluate others to understand what happens in the process of reflection.

Echo chambers- When you find yourself in unfamiliar territory, it is natural to seek out people with similar backgrounds and points of view. This can often produce an effect called an ‘echo chamber’ this is where people simply repeat or echo the same ideas from the same point of view 

What are habits? 
Habits are fixed behaviors that may be good or bad but are instinctive reaction triggered by previous life experiences

The habit loop 
Routine 
Cue 
Reward 
Section 3- Identify the characteristics of an agile learner and select methods to develop learning ability.

The anatomy of a learning experience 
Learning new things is hard.
Your brain will only reward you with hits of dopamine when things go right; this means that doing anything new might not give you the same feeling of fun.

Challenges- When you begin a new learning experience, you are often challenged by the fact that you are masterful at doing things the old way.

Decisions – Decisions to avoid stress and stick with the familiar can lead to potential opportunities being lost in the long run.

Comfort Zones- Learning and growth happens when you step out of your comfort zone 

Four practices of learning -
1. Applying 
2. Internalizing 
3. Sense making
4. Seeking


The definition of resilience – can be defined as the ability of a person to adjust to or recover from illnesses, adversity, and major life changes. 
Personal resilience – involves the ability to remain calm and productive during a time of uncertainty. 
4 elements of resilience -  
1. Confidence 
2. Social support 
3. Adaptability 
4. Purposefulness 
Resilience has been linked to:
· Improved well-being 
· Adaptability 
· Learning and innovation 
· Teamwork
· Career development 
The difference between stress and anxiety 
Stress can be defined as any demand placed on your body or brain. 
Stress may be triggered by an event that brings about feelings of anxiety or frustration 
Anxiety is a feeling of fear, unease, or worry.

Common Causes of Stress
1. Moving
2. Death of a family member or friend 
3. Significant life changes 
4. Workload
5. Have an illness or injury, having a friend or family member who is ill or injured
6. Having a baby
7. Starting at a new school or a new job
8. Getting married 
What do stress and anxiety feel like 
· Headache 
· Dizziness
· Trouble sleeping
· Rapid breathing
· Fatigue
· Change in appetite 

Gibbs’ Reflective Cycle works in 6 stages
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Introduction- In this module, I have learned about a range of things such as AI and how it's affecting the world, what tools are helpful, how to set up a good routine, and many more things.
























Learning in the digital era has taught me a lot of things about studying and essential skills for example it has taught me the importance of referencing and how much AI is used and adapted in society. Referencing is key as we need it to credit our work and to help us with our research. AI has had a massive impact on the world as people can use various sites to help with research, but it is also something that we shouldn't rely on or use all the time as sometimes it can be inaccurate, and it can also lead us to using it so much that we start using it in day to day activities. Another thing that I have learnt in this module is tips on how to develop a good studying routine. It shows me how important it is to develop a good routine as it says to set times on when to study and when to have breaks and to not overload on studying as this can lead to burnout, stress and could have a negative impact on your mental health, so having a good routine would be beneficial for you. Another thing that I have learnt in this module is working in a team and pushing boundaries and why this is important as working in a team can make us go out of our depth as we can work with new people and this therefore helps us with making new friends and this can also lead to better morale within the team if everyone gets along. I also learnt about SWOT analysis as this is when you analyze your teams' strengths, weaknesses, opportunities and targets this can be beneficial as you can motivate yourself and your teammates to be the best as they can and this can also help you improve as people will point out your weaknesses and then you can work on this to become better and to change this weakness into strengths. Another thing that was beneficial to my learning was FAST goals as these are set up in four sections, which are frequently discussed, and this is when you and your team speak about the task that is given and this can then help with keeping everyone on track, ambitious can help the team stay motivated as you can all set out ambitious goals to achieve, a specific goal as this can help see what is working and what is not working in the team, a transparent goal which is when everyone understands the goals that the team has been set. This is another great way to stay motivated and to ensure that everyone knows what they are doing and to ensure that everyone stays motivated.
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Unit 1 Notes

CRAPP
C- Currency- Is it up to date? Does it reflect any changes that may have occurred? 
R- Relevancy – Does it fit your project? Will your project be stronger if you include this information?
A- Authority- What are the authors' credentials?
A- Accuracy- Can the information be verified?
P- Purpose- Is the information objective? Are they trying to persuade you to see a particular perspective?

Eight steps to identifying fake news 
Consider the source- If you click on a story make sure to check the whole story, find out who runs it, what their aims are and how they can be contacted.

Read beyond- Headlines can be clickbait to draw other people's attention so make sure to read beyond to make sure the story is real and legit

Check the author- Check the author's credentials to make sure they are who they say they are. This can be done by searching for them online.

Check your biases – Consider your beliefs and own opinions and the importance of them in an argument

Ask the experts-Speak to someone knowledgeable like a librarian or you can use a fact checker website to help with the work.

Support Sources- Click on any linked sources that are relevant to see if they back up the work

Check the dates- Make sure the work has been published recently. Old news articles may be in circulation but may not still be relevant or factually accurate.

Is it a joke? - Articles can seem extreme or unbelievable because they are exactly that, make sure to research the article to make sure it is real and legit.


Summarizing
Summarizing means putting a writer’s main ideas into your own words. It helps you understand and rephrase information effectively.
Five Steps to Summarizing:
Skim the text.
Highlight key information.
Take notes in your own words.
Write your summary.
Check and refine your summary.

What is Synthesis?
Synthesis is the process of combining ideas and information from several sources to form a new understanding or perspective.

How to Avoid Plagiarism
Always acknowledge the original author and make sure your writing is in your own words.
Tips to Avoid Plagiarism:
Rephrase the information clearly in your own words.
Give credit to the original author.
Use direct quotes correctly.
Summarize when possible.
Take detailed notes.
Reference to all sources accurately.

What is a Reference?
A reference gives credit to someone else’s work and provides the details your reader needs to locate the original source (books, articles, images, quotes).

Referencing

Recognize their contribution and effort.
Builds their academic reputation.
Can increase the chances of research funding.
Helps others find reliable sources.
Supports accuracy and credibility in research.
Strengthen your work’s credibility.
Allows readers to verify your sources.
Provides evidence to support your arguments.

Unit 2 Notes

Identity and sense of place 
·  The term ‘sense of place’ relates to your relationship with the places that mean something to you and that has had an impact on you.
·  Identity is both personal and social
· Every person has their own identity 
· No two people have the same identity

Identity, sense of place and team
. Dunbar’s Theory is how people with different identities can maintain a relationship. The principal idea is that there is a finite number of people that individuals can socialize with. 
There are 6 layers to this theory:
1. Loved ones (inner circle)
2. Good friends (Ther people who you can turn to for sympathy)
3. Friends (The people you consider to be close friends)
4. Meaningful contacts (Also known as your clan, a group of people with a strong common interest
5. Acquaintances (A person you know but not too well)
6. People you can recognize (The maximum people you can recognize according to Dunbar)
Social identity theory 
·  Social identity theory is when you do not necessarily need to have intimacy with a person or a group to share an identity with them
· Social identity theory also attempts to understand an individuals sensed of who they are based on their membership of a group or team 
Negative effects of social identity theory are that individuals belonging to a team are usually defined as either in-group or out-group. People who are in the outgroup you will tend to find have a negative outlook on their identity.

Positive effects of social identity theory 
·  More creativity (you can be working with people you don’t usually work with)
· More diverse (This allows more diversity in the team which can improve results)


Values and Beliefs
· A belief is the internal feeling of faith 
· A value is the measure of the worth or importance attached to their beliefs.
· Attitude is defined on how you treat others based on your beliefs
·   Professionalism is when people are prepared to accept that other people's beliefs and values can be different.

Identifying people's values
· Values and beliefs are strongly rooted in emotion, and most people wish that they were understood more
· Conflict can be defined as a disagreement between people that have opposing opinions and or principles
Nicomachean ethics 
Nicomachean ethics is philosophical inquiry into the nature of what makes a good life for a human being originally described by Greek philosopher Aristotle 

Effective communication is a vital life skill.
It is more than just exchanging information; it involves understanding the meaning and intention behind that information.
The communication process is straightforward: a sender encodes a message, sends it through a channel, and a receiver decodes it to complete the exchange.
Written communication has become increasingly important in today’s world through emails, reports, messages, and other forms of documentation.
Visual communication is also gaining significance, as it tends to be more engaging and easier to interpret.
Verbal communication plays a key role in personal and professional success, as many situations rely on effective spoken interaction.
Non-verbal communication includes tone, word choice, and body language.
· Tone: The same words can convey different meanings depending on how they are said.
· Body language: Facial expressions, gestures, and posture can reveal emotions such as happiness, frustration, or disinterest.
Barriers to effective communication may include:
· Relational barriers
· Language barriers

Unit 3 Notes 

Topic 1 – Forming a Team
Tuckman’s Stages of Team Development
Forming:
Team members meet and start to get to know each other.
Storming:
Conflicts can happen because of different personalities and work styles.
Norming:
People begin to solve problems, respect each other, and work together better.
Performing:
The team works well together and reaches its goals smoothly.
Adjourning:
The team finishes the work and goes their separate ways.

The Importance of Trust in a Team
Trust starts with keeping your promises.
Good relationships in a team help everyone work better together.
When there is trust, people can share ideas, solve problems, and be more productive.

Faking Your Online Presence
Why people fake online:
Jealousy: They want what others have.
Shame: They feel embarrassed about who they are.
Anxiety: They are scared to show their real self.

Why being real matters in a team:
Builds trust
Improves morale (team spirit)
Saves time and helps teamwork

FAST Goals
Setting clear goals helps teams stay focused.
F - Frequently discussed: Keeps everyone on track.
A -Ambitious: Motivates the team to do better.
S- Specific: Makes it clear what is or isn’t working.
T - Transparent: Everyone understands the goals.

Topic 2 – Riding the Storm
Storming Stage Characteristics
Some competition between members.
People may get frustrated or annoyed.
Poor communication.
A few members might try to take control.

Recognizing Team Roles
Everyone has a different role in a team, such as:
Leader
Idea creator
Supporter
Each role has strengths and helps the team in different ways.

SWOT Analysis
Strengths: What does the team do well.
Weaknesses: What does the team struggle with.
Opportunities: Chances to improve or grow.
Threats: Problems that could stop progress.

Topic 3 
Norming Stage Characteristics
Less conflict
Members work together and want to fit in
More trust between team members

Using Radical Candor
Radical candor means giving honest and kind feedback
To do it well:
Focus on results
Ask questions
Be careful and helpful
Make sure the feedback helps the person improve

Topic 4 – Performing
Performing Stage Characteristics
Everyone works toward the same goal
Open and positive communication
Team members feel confident
Higher skills and productivity

Overcoming Inattention to Results
Teams must focus on shared goals instead of individual success.
Working together helps the team achieve better results.

Missing Deadlines
Reasons this happens:
No clear plan.
Goals are not explained well.
Didn’t ask for help in time.

Setting Goals and Tracking Progress
Match tasks with your skills
Check progress often
Help each other when needed
Set clear deadlines

Useful tools:
Microsoft Planner
Padlet


Unit 4 Notes

Agile learning is your willingness to take risks in attempting to deal with a novel situation.

Mistakes- Most people believe instinctively believe this yet one of their biggest problems is not asking for feedback. This may be due to a fear of negative feedback.

Feedback- When seeking feedback, you should try and remain aware but aloof, avoiding emotional attachment in a logical way, when you get a chance try to critically evaluate others to understand what happens in the process of reflection.

Echo chambers- When you find yourself in unfamiliar territory, it is natural to seek out people with similar backgrounds and points of view. This can often produce an effect called an ‘echo chamber’ this is where people simply repeat or echo the same ideas from the same point of view 

What are habits? 
Habits are fixed behaviors that may be good or bad but are instinctive reaction triggered by previous life experiences

The habit loop 
Routine 
Cue 
Reward 
Section 3- Identify the characteristics of an agile learner and select methods to develop learning ability.

The anatomy of a learning experience 
Learning new things is hard.
Your brain will only reward you with hits of dopamine when things go right; this means that doing anything new might not give you the same feeling of fun.

Challenges- When you begin a new learning experience, you are often challenged by the fact that you are masterful at doing things the old way.

Decisions – Decisions to avoid stress and stick with the familiar can lead to potential opportunities being lost in the long run.

Comfort Zones- Learning and growth happens when you step out of your comfort zone 

Four practices of learning -
1. Applying 
2. Internalizing 
3. Sense making
4. Seeking


The definition of resilience – can be defined as the ability of a person to adjust to or recover from illnesses, adversity, and major life changes. 
Personal resilience – involves the ability to remain calm and productive during a time of uncertainty. 
4 elements of resilience -  
1. Confidence 
2. Social support 
3. Adaptability 
4. Purposefulness 
Resilience has been linked to:
· Improved well-being 
· Adaptability 
· Learning and innovation 
· Teamwork
· Career development 
The difference between stress and anxiety 
Stress can be defined as any demand placed on your body or brain. 
Stress may be triggered by an event that brings about feelings of anxiety or frustration 
Anxiety is a feeling of fear, unease, or worry.

Common Causes of Stress
1. Moving
2. Death of a family member or friend 
3. Significant life changes 
4. Workload
5. Have an illness or injury, having a friend or family member who is ill or injured
6. Having a baby
7. Starting at a new school or a new job
8. Getting married 
What do stress and anxiety feel like 
· Headache 
· Dizziness
· Trouble sleeping
· Rapid breathing
· Fatigue
· Change in appetite 

Gibbs’ Reflective Cycle works in 6 stages
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To conclude this unit, I think that it has been very eye-opening on how much AI has an impact on our world and how fast it is improving, and I have also learnt how important it is to set a set a routine for studying and how it can be very beneficial.
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