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	Date of lesson
	What did you do in the lesson?
	What did you learn from this?
	How will you use this in future?

	What actions (outside of lesson) will you take to improve this skill/knowledge further?

	 22 Jan
	 Discussed the Eisenhower box (Important/Not – Urgent/Not) to prioritise different tasks. Applied this to my own example. 
	 I learned that not all tasks have the same priority and thought about what I usually do first. I have learned that it helps to organise my tasks in priority-urgency order to ensure I do most urgent and important things first.
	 I will move tasks on my calendar to ensure that tasks with priority get the first pick. If I manage a project in the future this skill can help me be more organised.
	In the next week I will watch 3 more YouTube videos on time management.

I will keep a record of my actions until next lesson to see if I did them in priority order.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



