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Pre-session Check-Iin Exercise

Learning Well Programme: Pre-

session Check-in Exercise
(MONDAY)

Imperial students

To support you to get the most from the Learning
Well Programme, please take a moment to complete
this short exercise about your current understanding

and expectations of this session:

* Your responses will be submitted anonymously.
« There are no right or wrong answers — feel free to
share your thoughts.

« This activity should take no more than 2-3mins.
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During this session we will:

« Evaluate how you currently manage your time . . .
000

« Consider common time traps and how these could influence your time management style

« Explore practical tools and solutions to help you improve your time management

Imperial College London
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How long Is a minute

00:00:00

Imperial College London
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AA students tried to
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How do you rate your time management now?

 Amazing — I'm never late and | never miss a deadline.
» Pretty good — | generally achieve everything.
« Could do better — I've pulled the odd all-nighter to meet a deadline.

« Last minute rusher — I’'m usually late for things but generally meet deadlines

Really bad — I'm always missing deadlines and struggle to fit everything | want to do in

Imperial College London
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Analyse your day

A typical study day...

Imperial College London

m Sleep

m Cook/Eat
m | ectures
m Projects

m Exercise

m Relax
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What drives your time management?

* Procrastination — | know | need to do it but...
« Being Perfect — when is it good enough?
 Hurry Up — I'll squeeze that in too!

* Please others — | wish | hadn’t said ‘yes’
 Be Strong — | have to cope on my own.

« Try Hard — I'll never stop making an effort.

Imperial College London
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Re-analyse your day

A typical study day...

Imperial College London
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So how can we make this happen?

Plan ahead Take Breaks Write lists

Organise
yourself
(and others)

Set a time
limit

Prioritise SISO

correctly

Imperial College London
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Plan ahead
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Organise yourself (and others)

Week 01 Week 02 Week 03 Week 04 Week 05 Week 06

software like MindView Plan

You can create Gantt

Charts like this using

which is available from the Research
Imperial Inclusive

Technology pages.

Implement

00:ET UOISSILANS

Plan Build Rehearse

Imperial College London
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Priortise - Eisenhower Matrix

Schedule it Do It now
(planned (crisis
work) management)

Visit AA for other types of

prioritisation

Importance

Eliminate it Delegate it
(distractions) | (not my job)

Imperial College London U rg e n Cy
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Taking breaks, setting time limits

The Success Guide has a number of tools for helping you stay focussed and set time limits for your work.

Visit Attributes and Aspirations to see how our Inclusive Personae use other tools like Outlook and OneNote.

Tony uses Strict Workflow when working on\ He uses ‘Forest’ to stay focused.
assignments. It helps increase Every time he needs to concentrate
concentration and discipline by temporarily on a task, he plants a tree in the
blocking certain websites. y app. If he stops midwav

\the tree dies.

Imperial College London


https://www.imperial.ac.uk/students/success-guide/ug/effective-study/time-management/staying-productive/
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Lists

More than
just a‘to do’
list!

EE5 for PG/AA4 for UG Practical Tools
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Set goals correctly

Specific What goal do | want to achieve?
Measurable How do | measure success?
Attainable What actions are required?

Realistic What support might you need?

Time bound What is your timeline?

Imperial College London
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Follow up resources - Attributes and Aspirations

spirations
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Post-session Reflection

Learning Well Programme: Post-

session Reflection Activity
(MONDAY)

Imperial students

To help you maximise this learning opportunity, this
activity is designed to support you to reflect on what
you've learnt and to consider what you can

personally take away from this session.

Your responses will be submitted anonymously.
« There are no right or wrong answers.
« This exercise should take no more than 3mins.

* We hope you find this activity helpful.

Imperial College London
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