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Introduction 
The practice of Independence is vital as a student as you are in control of the majority of your studies and results. This report will discuss the depth of Time management as a student and how it plays an immense role in your progress and achievement. The study Skills Handbook by Stella Cotrell published in 2019 is an informative nonfiction book that provides key knowledge and advice on how to study effectively and advice on producing work to a significant standard. My chosen focal point is chapter 6 located in Part A (Self-efficacy: Managing your success as a student) I will be evaluating Time Management as a Student and explaining the points in this chapter. 
Summary of Chapter 6 (Time Management as Student)
How well to I manage my time (contents) 

This page states a content page where the reader can self-access and then proactively circle open questions with a yes or no it states the pages in the chapter which explain the answers to those questions. 

Why Time Management Matters? 

Cotrell defines Time management as study success she acknowledges the quantity and quality of time you use on your studies results to how well you perform academically. As a student balance is also a skill that should be practiced. You make sure you have time for basics such as eating and sleeping properly and making friends (Cotrell, 2019). A student who has a balanced healthy sleeping routine is more likely to do well simply because they have the energy to perform. Whereas a student who has an unhealthy sleep schedule is not likely to perform to the best of their ability due to insufficient energy leading to lack of focus. (Cottrell,2019) defines Time as a choice and as a student time should be utilized as much as possible so that you are aware of your studies, due dates and prevent being left behind. 
 
10 Steps to effective time management 

(Cottrell,2019) believes Prioritizing studies and tasks in order of emergency You may find It hard to fit in everything you would like to do and some things will be more urgent than others. Planning and knowing how much time to spend on a task supports a student with keeping organized and producing tasks to a standard. Keeping to your plan is a step (Cottrell,2019) mentions to indicate commitment being key to avoid procrastination. Experiment with ways of saving and managing time, so that you find out what works for you and have time for things you really want to do. (Cottrell,2019) also mentions students should apply time management techniques like rewarding yourself once tasks have been completed this keeps the student encouraged and motivated. 

How much Time Studies is required. 

According to (Cottrel,2019) research Each year of Successful full-time study on a degree programme is assumed to be the equivalent of 1200 hours. For work-based courses these hours may include clinical practices or workplace activity. (Cottrell,2019) believes supposes the amount of time you spend studying depends on the amount you study part time or full time. A student says “I make myself study for 45 mins and then I let myself play –play is looking at football scores ,music videos, emails ,games, anything I want I am someone who needs constant rewards so that is how I do it”, which is an example of a study schedule personalized to that student which results to a reward. 

Map and monitor your use of study time 

“Map out the time you are expected to spend in different types of study activity: draw on guidance available in course material or ask your tutors bear in mind that average time includes variations from week to week” (Cottrell,2019) acknowledges that mapping out predications of how long tasks will take can help manage tasks. This can be by utilizing available course materials like books, PowerPoints and asking questions. (Cottrell,2019 ) Map out how much study time you you actually spend on activities recommended by your course or tutors. Responsibly using your time during the day allows you to plan always be aware and prevent falling behind.

Where does all my time go 

(Cottrell,2019) Uses clear imagery and graphics to create an example of a pie chart representing how a student should divide and manage their time by dividing occupations including sleep, eating and socializing ,travel, relaxation. The reader is also given the opportunity to create their own.

Set your priorities. 

(Cottrell,2019) states using a rating system and a priority setting checklist ensures a student completes tasks in the order of urgency this includes writing a to do list, highlighting the key tasks numbering them in order and working out how much time will be spent on each task. A priority organizer chart is also a great way to organize tasks in order of importance.
 
Effective planning and diary keeping 

Effective planning and diary keeping is implemented to help a student so that when they are completing work or studying information is broken down clearly and easier this saves time and enables a student to be able to look back on notes and keep track. (Cottrell,2019) Color codes and symbols. Use colors and symbols to indicate different activities and subjects in your diary. You will find that after a while you don't need to read the entries: you can check at a glance. Use Positive or energizing symbols for activities you don't like. 

Make your planning work for you 

(Cottrell,2019) Acknowledges that planning should be personalized to your lifestyle and academic schedule a planner should be utilized and contain commitments, essential appointments to do lists. Planning long term and short term to stay on track and prepared. Highlighting key crucial key points like titles and subheadings making it easier for flipping back through notes, and setting realistic commitments.

Make great checklists and to do lists. 

(Cottrell,2019) checklists provide a simple but effective way of drawing together, and keeping track, of everything you need to do. Use checklists in your student planner to save time rethinking the basics –such as your standard shopping list. (Cottrell,2019) states mapping out to do lists and making new lists once the goals of each list have been completed results to progress and achievement. A table planning backwards from deadlines can be created with the following questions How long will it take? When will I do it? How long it took? Which can then be marked and ticked off. 

Use study blocks and breaks effectively.  

Sometimes tasks can seem almost impossible and overwhelming. Sectioning study sessions into blocks and breaks can help keep stress levels and intensity at a controlled level, preventing poor results and rushed outcome.(Cottrell,2019) Some students study best for bursts of 30 minutes ,separated by 5 minute breaks and work better in longer study sessions. 

Apply Varied time management techniques. 

(Cottrell,2019) Take note of how you respond to different kinds of study task. For example, if you are slow to warm up study. Schedule short activities such as brainstorming ideas early in the day. (Cottrell,2019) says as a student working in a rhythm you are comfortable with and setting personal deadlines suitable for yourself allows you to know what techniques work best for you, and enable you to assess your focus. 

Apply time management techniques online study. 

When studying online, students who use time management strategies run the risk of becoming sidetracked and distracted since they may feel tempted to explore or spend their time elsewhere on the internet. You can supplement this by watching videos online or by using the internet to look for topics connected to research. 

Ten time –saving strategies. 

(Cottrell,2019) 10 Time saving strategies include Saving time while making notes and references, Using word limits, saving time between copying files, saving time looking for notes and organizing information and avoiding duplicating effort. 

Manage procrastination and distraction. 

(Cottrell,2019) Many students find it difficult to get into the right mood for study. They put it off for another day. Everyone has their own particular distractions. Preparing your mental state into study mode can eliminate procrastination. Study triggers like creating a tidy and comfortable study setting and opening recourses encourages the feeling of already beginning their work. 

Getting down to study 

(Cottrell,2019) Settling down to study is a common difficulty for students, even those who enjoy study once they get going. If this is true of you. It might be because you have not established the right conditions for you for that aspect of study. Understanding the purpose of study motivates student because it’s something they actually have curiosity and interest in so they will want to perform to a high standard. 

Identifying and managing distractions 

You can write down or temporarily ban websites and apps that are more likely to make you lose focus as a reminder or to help you resist temptation. reducing the likelihood that it may effect the outcome and waste valuable time. 

Staying on task 

(Cottrell,2019) It can be hard to stay on task if your life and study are not in balance. Other needs intrude you or make it harder to concentrate. Understanding why you need to be focused on a task and reminding yourself constantly or even taking notes. 

Activate your time management strategies. 

A list is shown labeled “Which strategies?” is presented on page 149 which is an example of how students can record which strategies they choose to implement in order to manage their time. 

Evaluation of sources
Acknowledging your anxieties (Cottrell,2019) This chapter touches on several subheadings and breaks points down for the reader. The first subheading is Acknowledging your anxieties. Life as a student can be extremely stressful at times whether it be submitting work on time or that desire to achieve high performance and avoid failure. To my knowledge Many Students want to do well not only for themselves their families and peers which can trigger a large of pressure and anxiety. External factors like employment, social life and health can also lead to anxiety. This subheading is interactive and encourages the reader to identify what causes their stress and anxiety and suggests ways on how they can cope and keep it controlled. 
 
My opinion on Schedule and planning (Cottrell,2019) as a student is positive. I believe a student who plans ahead and has a balanced schedule is a prepared student, allowing them to be aware and prevent falling behind with nobody to blame. Students easily fall behind and often query classmates who are not 100% aware of tasks, which can lead to the wrong task being completed and confusion. Planning enables a student to have enough time to gain feedback if necessary and work upon it. 

A5 Writing to understand your reading (Godfrey, jeanne2018) Theres no point making details points on everything you read and there probably won’t be enough time to do so anyway. A more realistic and effective approach is to use a combination of highlighting and annotating texts, making a few brief notes on main and interesting notes. As a student myself I feel this is important and enables tasks to be way easier when looking back through notes and recap. It also breaks down information to personal understanding. 

Checking and correcting your work (Goddfrey,Jeanne2018) to write successfully you will need to be able to communicate complex ideas precisely ;vague or incorrect language will lessen the credibility of your work . Using academic language like verbs, nouns and grammatically correct sentences can strengthen your grade and represent your work better it informs the reader your level of understanding and gives makes your work look more professional. 
 
 
Conclusion 

Overall, I introduced the study skills handbook by Stella Cottrell, 2019 in this report and outlined the main ideas of chapter 6 (Time management as a student). I did more than just cite information from the nonfiction book; I also provided a detailed explanation of each reference and applied it to situations that could actually arise in a person's life. In order to convey my grasp of the selected points, I infused my own opinions and viewpoints on a few of the strategies described.
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