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AI Acknowledgement
Basic Acknowledgment format of AI tool use 
I acknowledge the use of Microsoft 365 Copilot on 14/09/2026 to support my work for part 1 and part 2 of the portfolio. 
Prompt One 
I am a UK University student studying Level 4 Early Childhood and Early years Degree. I am looking at what is the best way to make intense note taking.
Prompt Two
I am a UK University student studying Level 4 Early Childhood and Early Years degree. What is the best way to manage time.
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 One. 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

	1:00 – 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 
	 Wake up, get ready for work
	 Wake up, get ready for work
	Wake up, get ready for work 
	Wake up, get ready for work
	Wake up, get ready for work
	Sleep
	Sleep

	07:00 - 07:59 
	Get my son ready and leave for work 
	Get my son ready and leave for work

	  Get my son ready and leave for work

	  Get my son ready and leave for work

	  Get my son ready and leave for work

	  Sleep

	 Sleep


	08:00 - 08:59 
	 Arrive at work and set up classroom. Take my son to school
	  Arrive at work and set up classroom. Take my son to school

	  Arrive at work and set up classroom. Take my son to school

	  Arrive at work and set up classroom. Take my son to school

	  Arrive at work and set up classroom. Take my son to school

	 Wake up, get ready and pick up my nan to take her to a car bootsale
	Wake up, get ready and pick up my nan to take her to a car bootsale

	09:00 - 09:59 
	 Work
	  Work
	  Work
	  Work
	  Work
	 Bootsale
	Bootsale

	10:00 - 10:59 
	  Work
	  Work
	  Work
	  Work
	  Work
	 Drop nan home and visit grandparent’s
	Drop nan off and do my weekly food shopping

	11:00 - 11:59 
	Work  
	  Work
	  Work
	  Work
	  Work
	 Visiting grandparent’s
	 Food Shopping

	12:00 - 12:59 
	  Work
	  Work
	  Work
	  Work
	  Work
	 Take my son to do an activity 
	 Put food shopping away and clean around the house

	13:00 - 13:59 
	  Work
	  Work
	  Work
	  Work
	  Work
	 An activity with my son 
	 Take my son to see his grandparent’s

	14:00 - 14:59 
	  Work
	  Work
	  Work
	  Work
	  Work
	 An activity with my son
	 Seeing grandparent’s

	15:00 - 15:59 
	 Finish work at 15:30 and go home have tea
	 Finish work and drop my son to his grandparents house, go home and study
	 Finish work and pick up my son
	Finish work and pick up my son and drop him to grandparent’s house for tea
	 Finish work and pick up my son 
	 Go home to do washing and drying and putting them away
	 Arrive home and play with toys and some games with my son. 

	16:00 - 16:59 
	 Leave to go to University 
	 Study and prepare for teatime
	 Park with my son and for a walk 
	 Study and complete any outstanding assignments due
	 Visit a park or walk with my son 
	 Movie with my son and treats
	 Movie with my son 

	17:00 - 17:59 
	 University 
	 Study 
	 Park with my son and for a walk
	 Study and complete any outstanding assignments due
	 Drive home 
	 Prepare tea and tidy around the house
	 Prepare tea 

	18:00 - 18:59 
	 University 
	 Pick up my son and have tea
	 Prepare for teatime and have tea
	 Pick up my son 
	 Prepare for teatime and have tea
	Do teatime routine 
	Do teatime routine

	19:00 - 19:59 
	 University
	 Bath and bedtime routine with my son
	 Bath and bedtime routine with my son
	 Bath and bedtime routine with my son
	 Bath and bedtime routine with my son
	 Bath and bedtime routine with my son
	 Bath and bedtime routine with my son

	20:00 - 20:59 
	 Finish University and drive home collecting my son and do bedtimeroutine
	 Clean around the house and have a bath
	 Read articles/books related to my module
	 Clean around and put away my washing 
	 Put clothes in for washing and drying and put them away
	 Relaxing and catch up on my latest series on Netflix
	 Relaxing and catch up on my latest series on Netflix

	21:00 - 21:59 
	 Have a bath and watch TV
	 Watch some TV in bed
	 Read articles/books related to my module 
	 Bath and bed routine for me
	 Bath and bed routine for me
	 Catching up on my latest series on Netflix
	 Catching up on my latest series on Netflix 

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

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


 
Part Two
Using co-pilot, I was able to find two prompts that link with study techniques. These are intense note taking and time management. 
I asked co-pilot a question relating to how it can help manage intense note taking. This is the question I asked ‘I am a UK University student studying Level 4 Early Childhood and Early years Degree. I am looking at what is the best way to make intense note taking.’ 
Response from Co-pilot
Effective Note-Taking for a Level 4 Early Childhood and Early Years Degree
The most effective approach combines the Cornell Note-Taking Method with active recall, helping you understand, remember, and apply knowledge in assignments.
1. Use the Cornell Method Divide your page into three sections:
Main Notes: Key concepts, theories, and examples from lectures.
Cue Column: Questions and keywords (e.g., What are Piaget’s stages?).
Summary: A brief overview of the topic at the bottom of the page.
2. Focus on Key Information Record:
Important theories (Piaget, Vygotsky, Bowlby, Bronfenbrenner)
Legislation (EYFS, Children Act 1989/2004, SEND Code of Practice)
Practical examples from placements
Critical points and references
3. Apply the “What? So What? Now What?” Model For each theory, ask:
What? What does the theory explain?
So What? Why is it important?
Now What? How does it influence Early Years practice?
4. Organise Notes Digitally Use OneNote or a similar app with separate sections for each module:
Child Development
Safeguarding
Professional Practice
Research Methods
Placement
5. Review Within 24 Hours After each lecture:
Fill in missing information
Add references
Write a short summary
Create 5–10 questions to test yourself
6. Create One-Page Revision Sheets Condense each topic into:
Key theories
Main concepts
Criticisms
Links to practice
This method helps develop the critical thinking and theory-to-practice links expected at Level 4 and provides an efficient revision resource for assignments and exams.
Refine Prompt
I asked co-pilot to refine the prompt using bullet point style to begin studies. 
Co-pilot responded
‘Use the Cornell Method: Record key lecture points, theories, legislation, and examples in your notes. Add questions and keywords alongside your notes, then write a short summary at the end of each topic.
Link Theory to Practice: For every topic, ask What? (What does the theory say?), So What? (Why is it important?), and Now What?(How does it apply in an Early Years setting?). This helps develop critical thinking for assignments.
Review and Condense: Within 24 hours, revisit your notes, add references, and create a one-page revision sheet with key concepts, criticisms, and practical applications. Use active recall by testing yourself with questions rather than simply rereading notes.’
Finding resources
AI suggests 
· Pauk, W., & Owens, R. J. Q. (2010). How to Study in College (10th ed.). Boston: Wadsworth.
Introduces and explains the Cornell Note-Taking System, a widely used method for organising, reviewing, and summarising notes. [lsc.cornell.edu], [lsc.cornell.edu]
· Roediger, H. L., & Karpicke, J. D. (2006). Test-enhanced learning: Taking memory tests improves long-term retention. Psychological Science, 17(3), 249-255.
Demonstrates the effectiveness of active recall (retrieval practice) for improving long-term learning and memory retention. [cmu.edu], [blog.educate-ai.com]
· Microsoft Education. (2026). OneNote for Education.
Highlights how OneNote can support organisation, note-taking, collaboration, and revision for students in higher education. [microsoft.com], [onenote.com]
Library Search 
McMillan, K. (2021) The study skills book : your essential guide to university success. Fourth edition. Harlow, England: Pearson. P 112 - 113
McNicholas, A.-M. (2020) The dyslexia, ADHD, and DCD-friendly study skills guide : tips and strategies for exam success. Philadelphia: Jessica Kingsley Publishers.

Academic Writing 
The student was able to ask Copilot what the best way to intense note take. Intensive note taking involves identifying, processing and recording the most significant information during a lecture or reading. Rather than attempting to write everything down word for word and it becomes excessive, it is easier to use a more structed method such as the Cornell note taking method. Copilot was able to give information relating to the Cornell note taking method in detail of step by step what to do. McMillan, K (2021) reported to say invest in creating your notes make sure they are readable, memorable and accurate. McNicholas, A.-M (2020) supported this also by stating in her book ‘highlighting the most important words and ideas as you read can help you to identify and remember main points of the text, not highlighting too much information as key points will stand out and writing one or two sentences about the text in your own words can help you remember it more easily.’
The student was able to ask Copilot what is the best way to manage time while study. Time management of study is having planned allocated time between studying, activities and everyday life. Many students prepare to plan ahead to help reduce stress, improve productivity and ensure that deadlines are met without last minute pressure. Copilot was able to give information on prioritising tasks using a simple traffic-light system. Cottrell, S (2024) suggested that using time to best effect and ensuring that the work is submitted on time. It is reported that time management half-hearted and know they should have a plan and should stick to it.  Moore, S. (2010) suggested that the three big time management issues for students are planning, procrastination and perfectionism. One of the main ones she points out is planning stating that most time management problems are caused by students having no clear plans of time. 

Reflection 
I was able to explore two study skills that would help and support a student at University completing a level 4 degree. I asked Copilot what is the best way to intense note take. Copilot was able to give me a range of different ways but focussed mainly on the Cornell Note-Taking Method as this shows it can improve your academic work by helping to organise information more effectively. When asking Copilot for the best way to intense note take, it gives me a lot of information which was very overwhelming when reading so I asked Copilot to refined the information to a three bullet point section so it was easier to read and clearer to understand. Copilot gave me references but when checking these, they did not seem to appear with much information, and one reference was an empty webpage leading to these being unreliable for my references. Upon reading through different study skills books i was able to find references through online books. One of the books i read was McMillan, K. (2021) and this book supported intense note taking and said ‘investing in creating your notes – they have to be readable, memorable and accurate.’ When asking co-pilot for the best way to time management it gave me a lot of useful information and details of how to manage my time correctly and the best method’s to use time management. It shows that having good time management skills helps reduce stress, improve productivity and enables you to balance university with other commitments. Copilot’s information was supported by Moore, S (2010) saying that the biggest 3 issues for students dealing with time management are planning, procrastination and perfectionism. I found this reference through the online library. This is something I agree with as I personally struggle with time management and knowing how to plan my studying time correctly. Although using Copilot was useful for helping to provide a quick summary for study strategies and in the future, I would prefer not to use AI as although it gave useful information for both intense note taking and time management, it did not give me accurate or reliable sources / references. Going forward I would do more reading and researching to find reliable references to relate to my assignments and studies. 

Part Three Poster 
[image: ]
Part Four Voice Recording 
Voice Recording 4012.m4a
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Study Skills for Success while studying at University
My chosen prompts - Intense Note Taking and Time Management

Introduction

Using Co-pilot | was able to research about two study skills for successful studying at University. My two chosen prompts were Intense Note
Taking and Time Management. These skills at university are important because it requires the student to become more independent in their
learning. These two prompts can help students understand information, stay organised, meet deadlines and reduce stress.

Intense Note Taking Time Management
Here is the most effective approach, this combines the Cornell Note-Taking Key Strategies for Effective Time Management
Method with active recall, helping you understand, remember, and apply 1. Plan your week set aside time each week
knowledge in assignments. This is broken down into 6 bullet points. 2. Schedule study sessions around priorities
1. Use the Cornell Method Divide you page into three sections. 3. Prioritise Tasks — traffic light system
2. Focus on Key Information Record 4. Focus on completing red tasks first
3. Apply the "what? So what? Now what?" Model for each theory. 5. Break Large tasks into smaller steps
4.  Organise Notes Digitally Use OneNote or a similar app with separate 6. Research sources

sections for each module. 7. Read and take notes
5. Review within 24 hours after each lecture 8. Create an essay plan
6. Create One-page revision sheets condense each topic 9. Write each section

10.Proofread and reference

McMillan, K. (2021) supports the importance of creating effective notes, stating 11. Completing smaller tasks regular
that students should 'invest in creating your notes — they have to be readable, 12. Study in short sessions

memorable and accurate.'

Moore, S. (2010) identifies three major issues students can face
McNicholas, A-M. (2020) helps support this as it states 'highlighting the most when dealing with time management and they are planning,
important words and ideas as you read can help identify and remember main procrastination and perfectionism.
points of the text, not highlighting too much information as key points will stand
oiut and writing one or two sentences about the text in your own words can help
you remember it more easily.'

Conclusion

Overall my conclusion is that intensive note taking and time management are two key study skills that can support you to be successful at University.
It is proven that the Cornell Note Taking Method is one of the most effective ways to note take as McMillan, K. (2021) agrees with this in her book.
This can help students remember key and important information. Time management is also effective as Moore, S. (2010) writes about how students
struggle with managing time with studies, hobbies and commitments. This study skill helps students not leave assignments to the last minute, Using
the research from these two prompts have give me an understanding how effective study skills can improve organisation, reduce stress and make

@/25/2026  University more managable.
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