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Unit 1. SubUnit 1.1: Self-management and self-development 

Self-management and self-development 

"Self-knowledge is the beginning of self-improvement."  - Baltasar Gracián 

Time: 1h 30 m 

Along Sub-Unit 1 you will work on self-management as a starting point to improve 

professional performance in any type of working environment: whether it be in the 

traditional setup or in the digital workplace.  

But what exactly do we mean by a professional who possesses self-management skills? 

These professionals are self-motivated (intrinsic) to continually improve their 

performance, knowing how to manage their time in a productive way and always 

interested in bettering themselves through learning.  

This implies a balanced and mature knowledge of oneself (of one ́s strengths and areas 

for improvement), as well as the will and skills to develop one ś full potential.  

Self-management implies taking responsibility for our own reality. It implies self-

knowledge and faith in oneself, being aware of our own power. Our lives are 

conditioned by many factors, but they are not determined by them! Therein lies our 

freedom as human beings.  

Self-knowledge main objectives towards the participants are mainly two: To Build on 

self-knowledge as a starting point for developing skills and competencies, develop self-

efficacy to achieve goals and learn how to formulate objectives correctly.  

Self-knowledge is the starting point for any process of personal development and 

learning, because it means becoming aware of who we are, what strengths will help us 

achieve what we want and recognising what our areas for improvement are. That’s why 

self-knowledge, as built on the basis of self-awareness, is directly linked to the ability of 

self-management, but… 
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What is Self-knowledge? 

Traditionally, self-knowledge has been defined in Philosophy, despites differences 

existing between philosophers, as the knowledge of one’s own sensations, thoughts, 

beliefs and other mental states. Indeed, it is sometimes referred to the fact of discovering 

our true-selves. 

Until recently, in Western culture, it was not usual to "look inward"; that is, to get to 

know our very being, what we want from life. We were more focused on exterior 

factors: more interested in knowing about others so we could lead them, motivate 

them, etc. However, it is becoming more frequent to hear about SELF-KNOWLEDGE, 

since without it, it is almost impossible to grow, even though sometimes we do grow, 

very often we manage to do it in a not expected way or at a slower rate.  

Self-knowledge is part of EMOTIONAL INTELLIGENCE, as being able to identify and 

manage our own emotions and their impact on how we set our relationship with 

ourselves and with others as well is key for self-development. Business environment 

has not been alien to the benefits of emotional intelligence, even the Harvard Business 

School referred to it as one of the most relevant ideas of the decade in the business 

world due to the impact that managing emotions directly has on their success.  

In this regard, Daniel Goleman (1946, California), both american psychology and writer, 

was the first one to put the focus on the term “emotional intelligence”, as a set of skills 

(self control, enthusiasm, empathy, perseverance or ability to auto-motivate oneself) 

with a direct impact on our daily lives. If we look at Daniel Goleman ś model, within 

emotional intelligence we find two components: intrapersonal and interpersonal. We 

must firstly work on the “intra” part to be able to move on to the “inter” part. Within 

the intrapersonal component, the first competence to develop is self-knowledge.  

When people are not sure about their personal attributes, values, beliefs, emotions,... 

it’ll be hard to develop the ability to influence their own results, nor will they be able to 

understand or work with others. Self- knowledge is wisdom; becoming aware of who 

we are and who and what we can become (as individuals and as professionals) is a key 
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element for our development and professional success. 

There are many tools we can use to get to know ourselves better. One of the best known 

and used in business is the SWOT Analysis which can be adapted to become the 

PERSONAL SWOT. This allows us to analyse our personal situation by looking at what 

talents and assets we have and recognising our weaknesses (or areas of development). 

It is equally important to be aware of what is currently going on around us (the 

economic and political situation) which could help or hinder us from achieving 

personal goals (i.e. our opportunities and threats). Ideally, we should contrast the 

results of such an analysis with how others perceive us (our public image), to see how 

much content overlaps and how much does not (we may discover interesting things 

about ourselves, e.g. some positive things of which we are not aware but also some 

areas for development that we did not give much importance to in the past).  

You may find different types of matrix, but here we provide you a basic template you 

can use to develop your PERSONAL SWOT: 

STRENGTHS OPPORTUNITIES 



Coding in prison as a valuable outside tool for employment” (Coding-Out) Project, 2018-1-ES01-KA204-050720. This publication 
reflects the views only of the author, and the Spanish National Agency Erasmus + and European Commission cannot be held 

responsible for any use which may be made of the information contained therein. 

7 

WEAKNESSES THREATS 

Now ask yourself: 

1. How can I make a profit of my strengths to enjoy opportunities?

2. How can I face possible threats with my personal strengths?

3. How my weaknesses may affect new opportunities?

4. Are some of my weaknesses supporting new threats? How can I cope with it?

SWOT ANALYSIS STRENGTHS WEAKNESSES 

OPPORTUNITIES 

THREATS 

What are its benefits?  

Emotional intelligence carries out diverse benefits, some of which are: 

- Improvement of self-knowledge, enhancing psychological well-being and

emotional balance

- Controlling the own emotions and motivating yourself in all situations by
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identifying your feelings, being able to take responsibility of your own responses 

and actions 

- Improvement of productivity when working/learning

- Reduces stress levels and emotional autosabogate

- Helps to properly manage your social relationships and increases your

leadership skills, as well as your ability to influence in others

How to develop self-knowledge? 

Whenever you set yourself a new challenge, you should perform a Personal SWOT 

analysis to define the starting point and subsequent action plan. This analysis, 

internally (Strengths / Weaknesses), should be broken down into knowledge, 

experience, skills, attitudes, attributes of your personality etc.  

If you have the opportunity to take a test to improve your self-knowledge (there are 

many on the market, and many of them of proven validity and reliability), you should 

attempt one of them to complete your self-perception.  

If you still have them, pull out all the performance evaluation reports you have that 

current and past employers provided. These are also a very rich source of self-

knowledge, and let you see how you have developed and grown professionally over 

time.  

Self-knowledge in working/learning environments 

Developing your self-knowledge will help your learning  because: 

● It highlights the areas you need to improve in, as well as showing the

strengths that you should enhance, while maintaining a continuous personal

development.

● Knowing what strengths you can bring into your learning will improve your

self-motivation and your drive towards achieving your objectives. It also
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applies to VET training with inmates, as by knowing your strengths and your 

limits will boost your sessions and improve their learning time. 

Self-efficacy and proactivity 

What is Self-efficacy? 

The concept of self-efficacy is related to Albert Bandura’s social cognitive theory and 

his behavioural theories. Bandura defines “self-efficacy” as “the belief in one’s 

capabilities to organize and execute the course of actions required to manage prospective 

situations, producing designated levels of performance that exercise their influence over 

events that affect their lives” (1994).  

We can also define it as the belief in one ś own success, or one ś ability to deal with 

situations and to achieve success. Of course, the confidence we have in ourselves 

influences our self-efficacy, just as past successes or failures also influence it, especially 

the "interpretation" we give to those successes and failures. Emotional intelligence also 

plays an important role when discussing our own self-efficacy. 

Our self-efficacy has a very high impact on the results we get. The expectation of self-

efficacy is: "if I believe I can or I feel I can achieve something, my level of effort and my 

perseverance, when it comes to achieving it, will be greater and therefore the possibility 

of achieving it increases." It also works the other way around: "If I believe I cannot or if I 

feel I cannot achieve something, because of fear or a memory of a previous experience 

where I have not succeeded, my capacity for persistence or perseverance to achieve the 

objective diminishes and as such the likelihood of getting it is also reduced.” Believing in 

oneself matters, especially when facing new challenges (as learning coding skills may 

be for most inmates), because it determines how we think about ourselves, so bear in 

https://www.verywellmind.com/social-learning-theory-2795074
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mind the following tips on how to work on self-efficacy. 

Here we can point out some benefits of self-efficacy in self-development: 

- As self-efficacy is linked to self-

confidence, when proving your

efficacy your self-confidence

increases, but it also improves

your commitment with tasks you

need to accomplish and with the

learning time. Your rate of

achievement will rise.

- It enhances organizing skills,

which it’s also useful when time

managing.

- Following benefits of self-knowledge, self-efficacy improves mental health and

reduces stress level when facing new problems and challenges.

And...what does “proactivity” mean? 

Being proactive refers to a person who takes control of his/her life; someone who 

takes the initiative and makes decisions regarding his/her development and the path 

he/she chooses to take in life.  

A proactive attitude empowers us, it opens up an infinite number of possibilities, 
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it makes us feel competent and "powerful." Proactive people feel in control and feel 

responsible for their own lives, they take the initiative to make their objectives a reality 

and, consequently expect success.  

Contrary to this, being reactive refers to the attitude of a person who does not consider 

that he/she has control of his/her life; a person who finds excuses not to do what 

he/she should be doing. These types often portray themselves as “victims” and tend to 

feel powerless, helpless, incompetent and never seem to have the opportunities that 

proactive people always seem to find.  

Self-efficacy and proactivity need self-motivation and enthusiasm to achieve goals 

and complete daily tasks, which is absolutely essential when working freelance.  

How to work on self-efficacy and proactivity? 

Make a list of your personal accomplishments, and detail what helped you achieve 

them. This exercise will help you self-motivate and move forward.  

➢ Surround yourself with people who empower you, who believe in you, e.g.

optimistic and proactive people that infect you with their spirit of self-

improvement and self-confidence.

➢ Check your emotions, because they will greatly determine your ability to get

started and ultimately achieve whatever goal you set yourself. take your time to

get further into emotional intelligence (check the previous section).

➢ Learn from every mistake and failure.

➢ Celebrate each achievement. This will help you develop the self-esteem you

need to develop your self-efficacy.

➢ When faced with a challenging situation, or with an objective you want to

achieve, reflect on what you can do, and on what and how you can influence.

Then, think about what assets you have to resolve that situation or to achieve

what you have proposed. Don’t forget to also think about what you lack, and

what you can do to overcome this.
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Self-efficacy and proactivity in teleworking and self-studying 

● They encourage effective communication and good working relationships with

others, even though this is through a digital medium, rather than face to face.

Everything works better when employees interact well together.

● They help us work independently and productively, which is, of course,

essential for teleworking.

● They allow us to objectively evaluate our beliefs.

● They help us to have a constructive view of our mistakes and failures, by

focusing on the learning they provide.

● They are two of the competencies most valued by companies, since they

imply that the employee does not limit him/herself simply to doing the assigned

tasks, but also allows the employee to show initiative and interest. Proactive

professionals always go the extra mile and add value at every opportunity.

● Action plans are completed quicker because of the employees ́ focus. This is

because self- efficacy and proactivity facilitate the transformation of ideas

into actions.

● They encourage generative thinking, always looking for different options for

day-to-day problems.

Setting Objectives 

Setting objectives is closely related to self-management and being goal driven, because 

it implies a tendency to constantly achieve the desired results, while maintaining 

high levels of performance and quality. It also implies the desire to consistently 

achieve “personal bests”, always improving upon past performance.  

Without objectives, it is difficult to design a suitable strategy and action plan to achieve 

what you need. A good goal or objective must pass several filters in its definition; among 

them, one of the most important is the SMART technique (a widely-known method of 

goal setting). When you make goals/objectives "SMART", it increases the possibility of 
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achieving them. 

S→ SPECIFIC: an objective must be detailed, making sure it is not open to other 

interpretations.  Ambiguity must be avoided. An objective should be clear and specific. 

What is it that you actually want to achieve? 

M →MEASURABLE: an objective must be clearly measurable. If not, it will be 

impossible to find out if you have achieved it.. How will you know when you have reached 

it? How will you follow up and evaluate when you reach it?  

A→ AMBITIOUS: a goal has to be somewhat ambitious. It has to be significant 

and relevant to your life. How will this goal add something to your life? Does it require 

changes in your day to day life?  

R→ REALISTIC: a goal always has to be attainable even if is ambitious and 

difficult. Do you have the resources to reach it? Has it ever been achieved? 

T→ TIME BOUND: an objective must be defined in time. What do you intend to 

reach it? On what date?. 

In some cases, if the objective is considered a long-term objective and has many tasks 

associated with it, it may be appropriate to break it down into smaller objectives or 

micro-objectives. This will allow you to make some progress, albeit slowly, so you can 

celebrate the successes of completing milestones along the way, and thereby increase 
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your sense of self-efficacy. 

Finally, it is important that the objective is written down. If we express it concisely in 

a summarised form, and share it with others, our level of commitment to achieving it 

will increase.  

How to work on setting goals? 

Do not forget that your goals should fit your own circumstances, which means: time 

and resources available and realistic expectations about your career/learning 

improvements.  

Whenever you set yourself a challenge, always use the SMART technique to define 

your goals. If the goal is long-term, set micro-goals that allow you to make some 

progress and improve your sense of self-efficacy. Discuss with your learners about their 

objectives and hopes about the coding training in order to help them to set out their 

SMART goals. 

Write the target somewhere where you can see it on a regular basis, so you can stay 

focused and track how close you are to achieving it. If possible, communicate it to 

others. This helps you to persevere and maintain commitment to achieving it. Prepare 

a rotafolio or a panel, if possible, to write common goals between inmates learners, so 

they can keep motivated by visualizing them during sessions. 

Watch the following video to discover more about the importance of setting the 

right goals: Why the secret to success is setting the right goals, TEDTalk x John Doerr  

(11:51min)  

How to work on setting goals? 

● We can only achieve the goals we set, because when we set the goal, we set the

course.

● Having a clear objective makes it easy for our brain to give it its full potential;

i.e. we focus on what we want to achieve.

● It helps us to decide on action plans, to analyse the results we get and to

https://www.youtube.com/watch?v=L4N1q4RNi9I
https://www.youtube.com/watch?v=L4N1q4RNi9I
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evaluate our development/success in whatever it is we are trying to achieve. 

● It increases our productivity, because we focus on what we have to do.

Related videos in English: 

Daniel Goleman Introduces Emotional Intelligence | Big Think (5:31min) 

Strategies To Become More Emotional Intelligent (David Goleman, 10:31min) 

Why the secret to success is setting the right goals, TEDTalk x John Doerr  (11:51min) 

Related videos in Spanish: 

¿Cómo conocerte a ti mismo? Ejercicio de Autoconocimiento  

Nathalie Detry. Inteligencia emocional y autoconocimiento  

DAFO PERSONAL: ¿Qué es y cómo se hace?  

¿Cómo trazar metas y sueños? - Principio de éxito (SMART GOALS) 

Related videos in Portuguese:  

Qual é o sentido da vida? História do Girassol - 🌻 

Como conhecer a si mesmo - Identidade e Autoconhecimento  

Passos para o AUTOCONHOCIMENTO - SejaUmaPessoaMelhor 

Inteligencia Emocional 

https://www.youtube.com/watch?v=Y7m9eNoB3NU
https://www.youtube.com/watch?v=pt74vK9pgIA
https://www.youtube.com/watch?v=L4N1q4RNi9I
https://www.youtube.com/watch?v=pJdUJmSqDGE
https://www.youtube.com/watch?v=oIOsPdO85CA
https://www.youtube.com/watch?v=bEvP4PvCzS0
https://www.youtube.com/watch?v=xrQl9D2jVw4


Coding in prison as a valuable outside tool for employment” (Coding-Out) Project, 2018-1-ES01-KA204-050720. This publication 
reflects the views only of the author, and the Spanish National Agency Erasmus + and European Commission cannot be held 

responsible for any use which may be made of the information contained therein. 

16 

SELF-MANAGEMENT AND SELF-DEVELOPMENT PROPOSED ACTIVITIES

YOUR TURN! 

Activity 1. 

Design your own personal SWOT analysis (you can use the template above). 

Focus on your own strengths and opportunities, but also do pay attention to your 

debilities and the threats you may face in your career/learning. When in training 

inmates, propose self-reflection, so each one of them can think about their attributes 

and assets, you can use a proper matrix to write on or just propose to discuss out loud. 

Ask yourselves: 

- What am I good at? What I want to focus on? What skills am I great at?

Reflect on your strengths.

- What I need to improve? What can I learn? Reflect on your weaknesses.

- Is this VET training an opportunity for me? What can I do to take

advantage of this situation? How can I make a profit?  Reflect on your

opportunities.

- What obstacle may I face? Is there anything stopping me? Reflect on your

threats.

Activity 2. 

Think about your own abilities and your experiences when facing new/difficult 

situations. How did you react to them? Focus on your emotions and the tools you found 

useful to achieve success in the past. Pay attention to the difficulties you found along 

the journey, what can you learn from them? How can you improve next time? 

When in training inmates, propose self-reflection situations so each inmate can 

think about their own skills and discuss about possible improvements. You can propose 

some discussion to reflect about their proactivity, such as: how they dealt with being 

fired, getting over a heartbreak, losing something valuable for them, facing an 

employment interview,... 

Activity 3. 
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Why don’t you start setting your own goals? Take your time to think about what 

your goals are within the Coding OUT training program. Make sure your goals are 

SMART. 

Work with your inmates learners to help them set their objectives. You can 

create a “Goal Setting Journal” with them all by dedicating some minutes at the 

beginning of each lesson to set the goals for the lesson. Write them and place the piece 

of paper in a visible place, so they can all visualize it during the session. You can develop 

this activity weekly or monthly. 

Ask them to also fix some personal goals (linked to the Coding OUT training 

program or not), and dedicate some minutes a week to remember each one’s goals, so 

inmates can remember them and, slowly, they will be committed to achieving them. 
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Unit 2. SubUnit 2.2: Time management and online learning 

“Productivity is not an accident. It is always the result of a commitment to excellence, 

intelligent planning, and focused effort.” - Paul J. Meyer 

Time: 01:30m 

As the first Unit of this course is about self-management and self-development skills in 

order to improve e-learning, this Sub-unit is focused in teaching trainers and teachers 

on how to manage their time and how to improve their online learning skills, as so they 

can improve inmates' learning later on. The workload of this Sub-unit 2 is estimated in 

about 90 minutes, which will include: reading the provided content, online resources 

(videos, extra reading,...) and solving some self-reflective questions proposed along the 

following document. 

● Be aware of how to use time and develop time management skills.

● List strategies for effective time management.

● Design a time schedule to help you organize the online learning.

● Demonstrate ability to organise, prioritize and manage the study time.

● Know which concepts and tools improve personal productivity.

● Identify different learning styles and their own characteristics, and the one that

suits you the most.

● Difference between various types of learning objectives and define your own.

● Teach time management skills to others, as inmates learners.

● Prioritise online learning resources and enhance your learning autonomy.

● Improve inmates' learning skills and help them to create their own learning

agenda and to identify their learning objectives.
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Time management 

What is time management? 

Time management is based on taking control of the real time needed to accomplish 

any specific task on a daily basis, it is the ability to take control and plan the use of your 

time. So, it is based on spending time where it’s needed and when it’s needed, i.e., doing 

the right things at the right time. As time is a limited asset, properly managing our time 

helps us to improve our productivity and our effectiveness by allocating your time in 

where it has the main impact, as being able to better achieve your goals. This is the main 

focus of this Subunit 2. 

What does “time management include? 

● Being aware of the limited amount of time we can count on.

● Managing our time to improve our competitiveness, productivity and efficiency.

● Setting out goals.

● Prioritizing our tasks.

● Taking decisions: what to do, what not to do, how to do things better, what to

analyze and revise,...

Developing time management skills is fundamental in order to be as efficient as 

possible, it doesn’t matter if we are talking about online learning, working, organising 

tasks at home or enjoying some spare time. Time management helps us to be more 

productive in our work and in our training and learning, making people able to be 

aware of the time they need to properly complete any task and helping them to better 
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organise their time. 

Watch this video: The philosophy of Time Management TED Talk by Brad Aeon (12:07 

min)  

As an issue of matter, time management favours a multiplicative effect, as you and 

your learners will develop your tasks in less time but still achieving your goals, which 

leads to more advantages. 

Which are the main benefits of time management? 

Some of them are the following ones: 

1. Provide better quality in work and learning, which will turn on more learning

opportunities and growth career eventually.

2. Being able to enjoy some more free time as you are able to accomplish more in

the stipulated time frame.

3. It is helpful to reduce levels of stress and overwhelm related to activities

accomplishment and helps you and your learners  focus.

4. Time management reduces waste of time and effort.

5. Improve self-confidence by proving your ability to accomplish your tasks,

achieve your goals and enjoy your time, but also improves self-discipline and

organization skills, which are valuable skills that will help you in other aspects

of your daily life.

Time management styles 

You will find here some different time management styles, there are as many styles as 

individuals, but we propose you the most common ones. It’s important to identify your 

own learning style, so don’t hesitate to search for further information. Maybe you can 

try different styles until you find out which is the most suitable for your lifestyle. 

Hopper Time Management Style - these time managers value their time based on 

their tasks, as they do love to stay busy and switch activities all day long. Hoppers will 

improve their time management skills by avoiding distractions during each specific 

https://www.youtube.com/watch?v=WXBA4eWskrc
https://www.youtube.com/watch?v=WXBA4eWskrc
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task, instead of managing several tasks at the same time. As this personality is used to 

getting involved in various activities at the same time, not finishing them by 

interrupting its development to start another one, timers must be helpful, as well as 

trying to identify the source of their distractions. 

Hyper Focus Time Management Style - this kind of personality is characterized by 

being so focused on details they can’t finish one single activity until it’s perfectly done, 

they are deeply involved in the task and they lose effectiveness. It’s important for them 

to plan strategies that help them to transition from one task to another one, it may be 

also helpful for them to schedule different phases of each project and plan their tasks 

daily (maybe setting reminders too). This time management style is also known as 

precision management. 

Big Picture Time Management Style - some people are used to focus on the big idea, 

thinking fast about what's next, and they get lost in the details, ignoring the little pieces 

necessary for success while envisioning big strategies. These learners should focus 

their time management in daily/weekly planners and carefully take note of all the tasks 

and details that need to be accomplished for each task, so they can properly accomplish 

them before swiping for the next activity.  

Perfectionist Plus Time Management Style - quite similar to the hyper focus time 

management style and opposite to the big picture one. This personality gets really 

involved in details due to personal high standards and self-exigence. This also means 

spending huge amounts of time on things which are not so important for their aims, 

which is a waste of resources and energy. For them, it’s important to learn how to 

prioritize tasks to better assign their time, learning with activities is not really so 

important for them. As for hyper focus time managers, planning their tasks 

daily/weekly/monthly should be really useful, so they are able to focus on the big 

picture and keep on track with the learning. 

Impulsive Time Management Style - this style balances spontaneity with the lack of 

planning. These kinds of people enjoy leaping into the activity without paying attention 

to deadlines or priorities, so they may get lost in their learning. As they lack scheduling 
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their time, getting into time planners and prioritizing tasks is the first step for success. 

It would be helpful for impulsive learners to stop, analyse the big picture of their aims 

in order to make better decisions and focus. They are also known as casual managers 

or improvisers, as they frequently wait till the last minute to accomplish assignments, 

though they are quick thinkers, they lack self-discipline so dealing with deadlines is 

difficult for them. Setting out a plan and scheduling their time will be helpful if they are 

an improviser, but keep in mind they need to really stick to it. Timelines, timers or 

alarms will be useful tools too to keep them on track and remind them how much time 

they really have to accomplish each activity. 

Cliff Hanger Time Management Style - if someone thinks they work/study better 

under pressure, then they are a cliffhanger. This style is also known as pressure cooker 

style or crisis management, as they may need a deadline to get focussed on the task, 

they always get things done at the last minute. This time management style may 

produce high levels of stress and distractions, resulting in high levels of frustration 

when they don’t have time to accomplish tasks properly due to the lack of planning. The 

person that has this style, needs to be aware of time and monitor it in order to know 

how much time they need to accomplish each one of the tasks. They will benefit from 

earlier scheduled dates for their most important tasks and need to make sure that they 

plan some goals they can accomplish everyday to keep them motivated. Visual 

reminders and time-block scheduling tools will be the best weapons to reduce stress. 

Source: 6 time management styles and personalities 

If you want to learn more about different types of time management styles, we propose 

some EXTRA READINGS: Identify your time management style and Increase your 

productivity by knowing your time management style.  

Styles to be avoided: if you identify yourself as a casual time manager or a cliff 

hanger, try to evolve day by day from this point to better positions, as the balancing 

time management style or maybe, the early bird. Your time management skills will 

https://sanespaces.com/2015/09/6timetypes/
https://courses.lumenlearning.com/waymaker-collegesuccess/chapter/text-identify-your-time-management-style/
https://www.theworkathomewoman.com/5-time-management-styles/
https://www.theworkathomewoman.com/5-time-management-styles/
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improve as long as you keep focus. If you identify your learners as casual or cliff 

hanger managers, try to provide them with the right tools to improve their time 

management skills. 

How to manage your time 

There are some interesting tips one can use while organising online learning time, 

which are: 

● MAKE A PLAN: prepare your own study calendar and make sure you do

include all the dates of lectures, deadlines, tasks/exams,... If possible, set up

notifications, so you won’t miss any event/lecture sessions. Planning ensures

your work will be done on a regular basis and always on time. Set out your

goals and within a plan create a TO-DO list and prioritize your tasks and

deadlines. In order to make it easier, Alan Lakein proposed to divide tasks into

smaller ones, so accomplishing them would be easiest and faster and you will

feel motivated after ending each of the pieces of a major activity. You can get

further information about his “Swiss Cheese” method of time management by

clicking the following link: The Swiss cheese Method.

You can make plans weekly or monthly, even daily. You can mix all these 

methods to set out your personal goals in short, medium and long-term 

time. 

● CREATE A STUDY AREA: design and arrange your own study area will help

you to establish a routine. Prepare a workspace for yourself at home (try to not

to place it in your room, as your brain would identify this space as a place for

disconnection and you may alter that perception by transforming it into a

working space, more linked to stress feelings). In case of inmates, encourage

them to feel comfortable in their learning spaces, try to do the most of it! 10

tips for creating your ideal study space

● SCHEDULE A ROUTINE: aiming to set into a routine, establish specific times

for your learning time and, when possible, set up alarms or notifications to

https://shelwriting.com/2017/03/01/the-swiss-cheese-method-i-love-me-some-melted-cheese/
https://www.ameritech.edu/blog/tips-make-environment-best-study-space/
https://www.ameritech.edu/blog/tips-make-environment-best-study-space/
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assure you are not missing your study time. Be aware of the importance of 

designing your agenda based on your own previous experiences. Each person 

has their own biorhythm, so you may already know which are the best times 

for you to develop each task (for example, you use to be more focused during 

morning time, so in that case you will schedule your learning in the first hours 

of the day). Getting attached to a routine may be easier for inmates learners, as 

their study time may be previously scheduled.  

Some tools that may help you to build a routine: TO-DO Microsoft, Evernote, Do it 

tomorrow, Toodledo, Todolist, Freedom, Outlook calendar, Google calendar,... 

● BE FLEXIBLE and MANAGE INTERRUPTIONS: it would be helpful to also plan

for some free time in case you need to solve other issues unexpected, or even

for distractions, so you will not be in a hurry to accomplish your main tasks. In

addition, free time is necessary, as everybody needs time to relax and unwind.

When training your inmates, you can propose to take five minutes when

necessary during your sessions allowing them to disconnect, as the learning

may be hard sometimes.

● MONITOR YOUR PROGRESS DAILY: although your study time doesn’t take

place in a classroom, showing up on your online lectures daily will ease your

study, but also will support your progress and show your dedication to de

learning.  Encourage your learners too to keep up with their study progress!

Are you making the best of your time?

● AVOID DISTRACTIONS: pay attention to avoid all types of distractions (music,

social media, phone calls, TV,...) which can slow down your learning. Keep this

in mind when designing your study areas and when training your learners as

well. Try not to multitask, as being focused on each activity at a time may help

you to complete them in a shorter time. You should keep in mind that it is

important to provide your learners time to focus on their learning, especially
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when learning is brand-new for them, as may be coding skills. 

As it’s being said along this document, you can use a daily, weekly or monthly planner 

to keep you organised on track. Select the style which suits you the most. Here we 

propose you a weekly planner specifically created for this SubUnit 2. 

We recommend you to start your weeks with Mondays, but it’s up to you. If you want to create a 
monthly planner by using the previous template, you just need to put together four of them. 

WHAT TO AVOID WHEN TIME MANAGING: 

Do not procrastinate, take profit of your time! 

Prioritize activities that add no value for yourself or your aims. Take 
your time to rank your tasks and duties. 

Not paying attention to the specific importance of each task. 

Do not act based on impulses and try thinking as logically as possible. 

Don’t get overwhelmed and schedule some disconnection moments 
along the day (it happens that, sometimes, being productive all day long is 
contraindicated for your well-being). Also, you need to assure yourself 
enough time of sleeping.
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Productivity 

In his publications, Stephen Covey popularised the matrix of priorities created by 

General Eisenhower during World War II to organise his soldiers. Such was its 

simplicity and usefulness, that today it is still a basic tool we can apply to our 

organisational skills and personal productivity.  

To be able to use it we must reflect and analyse the importance and urgency of each 

task and then decide on the relationship between the effort and time we must apply in 

each case.  

➢ IMPORTANT: That which contributes to the achievement of results (personal

or professional).

➢ URGENT: That which demands immediate attention, irrespective of whether it

is actually important or not.

The combination of urgency and importance determines what we need to do with 

each task:  
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● High URGENCY and high IMPORTANCE: Tasks with this "tag" are important

for the achievement of our goals, and we also run a risk if we do not perform

them on time. Hence the rush, the burdens ... We feel like "fire-fighters", because

we are constantly “putting out fires”. These tasks are essential.

● High URGENCY and low IMPORTANCE: These are the tasks that deceive us,

because very often they imply meeting the needs and expectations of others. We

usually start these tasks when we have finished the essential ones, because we

are already emotionally hooked to the pressure. However, the ideal way to deal

with these tasks would be to stop and think about what is important and

what we can do ahead of time, so that they do not become another fire to put

out!

● High IMPORTANCE and low URGENCY: These are the important tasks to

achieve objectives, but they do not need to be done immediately. If we work on

these tasks a little every day, we can avoid unnecessary stress and we will feel

like we have things under control.

● Low URGENCY and low IMPORTANCE: These are basically a waste of your

time. Sound familiar? Situations where you know that what you are doing is

neither urgent nor important. You should just "throw them away" because they

are irrelevant.

Watch the following video for further information about time management

matrix of priorities: How to Prioritize Tasks Effectively: GET THINGS DONE (3:05min) 

https://www.youtube.com/watch?v=czh4rmk75jc
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How to work on self-productivity 

Some key tips you may find helpful to improve your productivity when 

working/learning on your own: 

- Set time limits on tasks, and determine how much time you need to complete

them. This does not need to be exact. Reflect on how important something is

and assign a reasonable time to complete it.

- Group similar tasks together and categorise them. For example, make phone

calls at the same time, or print off all the documents you need at the same time.

- Keep in shape, it will make you feel much better and help you maintain a high

work output.

- Start the day with what you do not like doing first so that you do it when you

are most alert and most focused. Starting with something you like can mean you

end up spending more time on it than is actually required.

- If something quick and easy comes up, do it now! Do not add it to your “to do

list”, because you're probably wasting more time on that than actually doing it.

- Reserve some time on a weekly basis to think, plan, organise and

prioritise. Also, check what you did the previous week, what was not done or

pending, what has just recently come up as new tasks etc.

- Take advantage of the resources and tools you have at your fingertips.
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Fortunately, today ́s technology offers many applications that you can use to 

improve your efficiency.  

Self-learning 

Learning Styles 

There are as many learning styles as people studying, so don’t hesitate to discover your 

own! However, during this Sub-unit, you’ll be provided with information about the 

most common learning styles you can find. Actually, “learning style” refers to the way 

in which a learner processes, comprehends, absorbs and retains information. 

Understanding the different learning styles is a great help for trainers while handling 

their learners individually based on their disparity rather than as a homogeneous 

group. This can transform inmates' learning into a most enjoyable one and reduce the 

anxiety related to learning situations! But identifying your own learning style can also 

improve self-learning as long as you are able to know how to take advantage of its 

strengths, but also to struggle with its weaknesses. 

One of the most popular classifications is the VARK model, developed by Neil Fleming 

and Mills in 1992, in which learners are identified according to their sense of 

preference. The VARK acronym refers to the four most-common learning styles: 

● Visual: this may be your learning style if you prefer learning by graphic displays

such as diagrams, illustrations, videos, written directions, infographics, charts

or hand-outs. If so, you will learn best by seeing, which is the most popular

learning style. If you’re a visual learner you probably find yourself taking notes

and doodling, as visual material is your best friend. If you identify visual

learners, you can help their learning by using diagrams, infographics,

presentations, highlighting key concepts with colours and bigger typos, etc. to

deliver information. It would be also useful if you bring them the opportunity to

draw based on the topic you’re training them.

● Auditory: some learners learn best by hearing, so their learning is reinforced by

https://vark-learn.com/introduction-to-vark/the-vark-modalities/
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sound (recording, listening to lectures, loud reading outs, songs,...). Are you an 

auditory learner? A great tool to help auditory learners is to read the lessons out 

and, if necessary, repeat them. You can also propose a time to deliver a 

questions-answers exercise, so you can discuss out loud. 

● Reading/Writing: you may prefer taking notes, to use your textbook, read

definitions and articles, searching for new online information or writing your

own presentations, then you are more likely to belong among the

reading/writing learners. This is the easiest learning style to handle out with, as

most of the studying content is based on written sources. Struggling with

reading/writing learners is also the easiest, but do not forget to give your

learners the opportunity to write during your lessons and give them time to read

your written content.

● Kinesthetics: there are learners who prefer learning by touching and doing

(that’s why they’re also known as “tactile” learners), they learn best by a “hands-

on” experience as once they are able to physically sense it, abstract concepts get

easier to understand. For this sort of learner to remain seated for a long time is

a struggle, they need to move and experience the learning through dynamic

experiences, that's why they used to be good at sports or arts. Do you feel

identified as a kinesthetic learner? If so, you should know there are some tools

to improve your learning: use real life examples, applications and case studies,

keep moving while learning and involve learning games, as well as pacing to help

memorize. Maybe, it will be more difficult to handle kinesthetics inmates

learners, but maybe keep these tips in mind when planning your lessons!
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Some other different types of learning styles are identify as: 

➢ Logical: in case you prefer using logic, reason and systems to learn, you will be

a logical or mathematical student. These are the students who want to know the

reasons behind concepts, methods and theories. This kind of learners which suit

really well the subject developed in this Coding OUT course, as coding is quite

related with Maths and logic thinking. Logical learners should: classify and

group information together, plan agendas and rank activities,...

➢ Social: you may prefer to study with a group rather that on your own, no matter

which of the previous learning styles match you the best (visual, kinesthetics,...).

You are a social student if you are a natural group worker, you love to ask for

feedback and enjoy socialising.

➢ Solitary: it’s also possible that you prefer studying alone and keep to yourself.,

so you will need to stay alone and study by yourself in order to better process

and retain information. Solitary learners enjoy thinking independently, which

doesn’t mean their are always introverted, they can be actually quite outgoing

but prefer to be on their own when studying. Keep both styles, social and solitary

learning, in mind when planning your sessions. If you propose group/partner

exercises given your inmate the choice to work alone too, in case some of them

are solitary learners.
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Which learning style suits you the most? Have you learned something new about yourself? 

Just in case you don’t know yet if one of the previous styles works better for you, try to 

reflect about the following questions. Maybe you can ask someone you trust, so they 

can provide their feedback and new insights. 

- Do you enjoy being in a crowd of people?

- When taking notes, do you use more words of doodles?

- Are you better at sports, arts, music activities or do you prefer logical subjects?

- When learning something new, do you prefer someone to explain the subject or

read about it?

By discovering which learning style which is the most suitable one for your study aims 

and learning time, you will gain effectiveness and you will save time while still making 

the most of your learning. It’s also quite important to try to identify which are the 

learning styles among your students. It would be helpful to improve your lessons and 

make their study time more enjoyable and successful. 

Online Learning 

The online learning is a distant-friendly learning methodology which includes the use 

of ITCs and communication between learners and trainers as its main exes. So, online 

learning, which has being an increasing trend a few years in a row, combines electronic 

resources with traditional learning strategies in order to provide some new benefits for 

students, such as: 

● Studying online increases flexibility, so you’ll be able to plan your learning time,
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your progress and your goals, so the study will suit your needs. 

● It provides a flexible environment, as you’ll be able to study wherever you are

as long as you have a computer and internet connection.

● Usually, online learning is way more cheaper than traditional learning on-site.

● Online learning may improve your self-discipline and self-confidence.

● There are plenty of options, so you have more opportunities to pick up a topic

of your choice.

● Online learning may boost your career.

● Huge development of “microlearning”, that provides very specific knowledge of

a specific subject in a short period of time. It’s an increasing trend in business,

as it improves the training and engagement of the employees.

As the use of the internet is spreading worldwide, more and more online courses and 

training offers are showing up as a nice flexible option for people to learn at home. 

However, as the offer increases, it gets more difficult to properly evaluate and choose a 

trustworthy source of online learning. Keep in mind that most Universities around the 

world propose online learning options, as well as international entities such as the 

European Union within the Erasmus+ Program. At the same time, now-a-days, people 

spend more and more time searching for information, news or updates online. There 

are numerous sources of information and data and it is very difficult to determine 

whether information is credible or uncredible.  

When studying on the internet try to: 

- Verify information online.

- Recognise unreliable and reliable online information sources.

- Apply learning strategies and time management skills to your online learning.

Massive Open Online Courses (MOOCs) 

MOOCs are based on the idea of an open and massive learning provided in the net. 

Currently, more than 800 universities worldwide offer free online courses for a 

limitless number of interested users, but the first MOOC appeared in 2007 in Utah 



Coding in prison as a valuable outside tool for employment” (Coding-Out) Project, 2018-1-ES01-KA204-050720. This publication 
reflects the views only of the author, and the Spanish National Agency Erasmus + and European Commission cannot be held 

responsible for any use which may be made of the information contained therein. 

34 

thanks to David Wiley. 

These online courses propose both training flexible strategies and bi-directional 

communication between teachers and students through the internet. They include 

materials suchs as videos, reading, questionnaires, but they are also participative and 

include forums aiming to build a community between participants, which provides an 

opportunity to build a network in which sharing knowledge and experiences is 

promoted. They are free in the sense that you’re not paying in order to access the 

knowledge, but some institutions will ask for payment in order to provide you credits 

or an accreditation. 

Along the CodingOUT training you’ll see how MOOCs’ methodology works, so try to 

keep in mind how to manage your study time through the course and adapt it to your 

learning style, in order to make the most of your online learning. 

Watch the following videos for further information about MOOCs and how to enjoy the 

properly: 

What is a MOOC? by Dave Cormier 4:26 min  

Success in a MOOC by Dave Cormier 4:16 min 

Have a look at the following trustworthy platforms in which you can find a huge variety 

of MOOCs, but feel free to investigate yourself and discover the learning options that 

are waiting for you in the internet: 

- Coursera

- MiríadaX

- FutureLearn

- EDX

- MITx

How to stay focused when studying on the computer 

When learning on your computer, you’ll feel the temptation to procrastinate while 

surfing on the net. As you spend so many hours in front of the computer, it’s possible 

https://www.youtube.com/watch?v=eW3gMGqcZQc
https://www.youtube.com/watch?feature=player_embedded&v=r8avYQ5ZqM0
https://www.coursera.org/
https://miriadax.net/
https://www.futurelearn.com/
https://www.edx.org/
https://www.edx.org/school/mitx
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that you struggle with focusing. In addition, spending so any hours on the computer 

may produce health issues, such as: blurred vision, headaches, skipping launch hours, 

being seated for a long time, which may cause circulatory problems,... So do not forget 

to plan your breaks to unwind and move, stand up and stretch! 

To better plan your online learning time, you may be interested in using some computer 

monitoring softwares. These softwares provide you insight about your computer usage 

along the day as they allow monitoring activities on the computer: website usage, 

where and for how long, software and documents usage,... Here we propose you some 

free softwares you can use, but feel free to search for the one that suits your learning 

style the most: SESAME, Jiffy, Forest App, …     

Some other important tips to keep in mind when online learning on your computer are: 

● Adjust the equipment: both the computer screen and monitor should be

adjusted by placing your monitor at an arm’s length away from you. Pay also

attention to the brightness and contrast of your screen, as well as the font sizes

in websites and documents to make reading easier and comfortable.

● Take care of your eyes: enjoy your breaks to relax your eyes. You can exercise

them by working on the 20-20-20 rule method: after 20 minutes staring at your

computer screen, gaze at an object at least 20 feet away for, at least, 20 seconds.

● Avoid computer distractions: computers are a great tool for self-studying but

they’re also a great resource of distractions (social media, YouTube videos,

online news,...). Distractions waste your time, but there are some tools which

may help you control this kind of interruptions, just as website blocker

extensions.

EXTRA TIPS 

TIPS FOR TIME MANAGEMENT 

➢ Try to plan ahead and sit aside for a set time of the day to work on the course

https://www.sesametime.com/
https://jiffy.nu/
https://www.forestapp.cc/
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➢ Don’t multitasking and focus on the present moment

➢ Reward yourself after completing your tasks

TIPS FOR ONLINE LEARNING 

➢ Set your own learning aims, be coherent with your planned study time.

➢ Take time to analyse different learning styles and select the one that suits you

the most.

➢ Online sources that can be considered as credible: materials published in last

couple of years, research articles from known authors, information from

domains like .gov, .edu, .ac, make your research on Scholar Google.

➢ Sources that should be avoided: out of date materials, posts on social networks,

blogs, articles without citations, Wikipedia, domains like .com, .org, .net, etc.

➢ Always try to evaluate the validity of the information and do your best to find a

reliable source.

Related videos in English:  

The philosophy of Time Management TED Talk by Brad Aeon (12:07 min) 

A powerful lesson about time management (4:14 min) 

Study Skills - Managing your Time (4:29 min)  

How to create a productive workspace  

Studying without a study space 

Related videos in Spanish: 

Técnicas para la Gestión del Tiempo: El método Eisenhower (7:50min) 

Tiempo para todo: Ezequiel Kahan at TEDxAvCorrientes 2013  

Tipos de ESTRATEGIAS de APRENDIZAJE (3 formas fáciles de aplicables en 5min) 

https://www.youtube.com/watch?v=WXBA4eWskrc
https://www.youtube.com/watch?v=F5JI_6nsgaM
https://www.youtube.com/watch?v=JGr46kYMEQQ
https://www.youtube.com/watch?v=vCk9SILTo1g
https://www.youtube.com/watch?v=vEF2PV7d7rQ
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Estilos de Aprendizaje VARK 

E-Learning conceptos clave

4 consejos para estudiar a distancia: ¿Cómo organizarme para estudiar online? 

Related videos in Portuguese:  

O que é autogestao? 

COMO SER MAIS PRODUTIVO - A TRIADE DO TEMPO 

Escolhas (Curtas animado) 

Como Traçar METAS Que Geram Grandes Resultados - Meta SMART 

https://www.youtube.com/watch?v=SXE_A1gw-wI
https://www.youtube.com/watch?v=SXE_A1gw-wI
https://www.youtube.com/watch?v=Rsj_z43oNRk
https://www.youtube.com/watch?v=bNZ0iPCXy9A
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TIME MANAGEMENT AND ONLINE LEARNING PROPOSED ACTIVITIES 

YOUR TURN! 

Activity 1. 

You can use the following matrix of priorities to schedule your tasks and 

activities based on their importance and urgence. Before starting the Coding OUT 

training, it may be useful to plan the learning time with inmates, so you can know what 

they think is more important for them or more difficult, so you all can manage learning 

time better. 

MATRIX OF PRIORITIES URGENT NOT URGENT 

IMPORTANT 

NOT IMPORTANT 

Use this matrix to help inmates to schedule and organize their priorities (both 

when VET training in prison, but also help them to organize some important activity 

when being out of prison). 

Activity 2. 

We propose you to complete the quiz below to discover what your learning style 

is.  

What's Your Learning Style? Quiz 

In the Annexes of this Unit you will find a transcription of its questions and 

answers, so your learners can also complete them to discover their learning styles. 

Anyway, there are plenty of options on the internet, don’t hesitate to search for 

the one that suits your needs best, download it, print it and ask your inmates to 

complete it. 

http://www.educationplanner.org/students/self-assessments/learning-styles-quiz.shtml
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SELF-REFLECTIVE QUESTIONS 

○ What did you learn along this Unit 1?

○ Keep a log on how you spend your time while studying this course. Log how you

spend on the platform and what activities you engage in when logged on the course.

○ Self-reflect on how your time could be used more effectively. How do you benefit

from your time management? Think about the things you would love to do if you had

more leisure time and take advantage of it!

○ Create your study time own agenda. You can use some online templates do to it. Try

to schedule your days for a week long, so you’ll clearly know what to do at each time.

○ How can you apply your learning when training inmates? Which soft skills are the

most useful ones for them?
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UNIT OF COMPETENCE 1: ANNEXES 

QUIZ: WHAT’S YOUR LEARNING STYLE? 

 source: Education Planner 

1. What kind of book would you like to read for fun?

a) A book with lots of pictures in it
b) A book with lots of words in it
c) A book with word searches or crossword puzzles

2. When you are not sure how to spell a word, what are you most likely to do?

a) Write it down to see if it looks right
b) Spell it out loud to see if it sounds right
c) Trace the letters in the air (finger spelling)

3. You're out shopping for clothes, and you're waiting in line to pay. What are you most

likely to do while you are waiting?

a) Look around at other clothes on the racks
b) Talk to the person next to you in line
c) Fidget or move back and forth

4. When you see the word "cat," what do you do first?

a) Picture a cat in your mind
b) Say the word "cat" to yourself
c) Think about being with a cat (petting it or hearing it purr)

5. What's the best way for you to study for a test?

a) Read the book or your notes and review pictures or charts
b) Have someone ask you questions that you can answer out loud
c) Make up index cards that you can review

6. What's the best way for you to learn about how something works (like a computer or

a video game)?

a) Get someone to show you
b) Read about it or listen to someone explain it
c) Figure it out on your own

7. If you went to a school dance, what would you be most likely to remember the next

day?

http://www.educationplanner.org/students/self-assessments/learning-styles.shtml
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a) The faces of the people who were there
b) The music that was played
c) The dance moves you did and the food you ate

8. What do you find most distracting when you are trying to study?

a) People walking past you
b) Loud noises
c) An uncomfortable chair

9. When you are angry, what are you most likely to do?

a) Put on your "mad" face
b) Yell and scream
c) Slam doors

10. When you are happy, what are you most likely to do?

a) Smile from ear to ear
b) Talk up a storm
c) Act really hyper

11. When in a new place, how do you find your way around?

a) Look for a map or directory that shows you where everything is
b) Ask someone for directions
c) Just start walking around until you find what you're looking for

12. Of these three classes, which is your favorite?

a) Art class
b) Music class
c) Gym class

13. When you hear a song on the radio, what are you most likely to do?

a) Picture the video that goes along with it
b) Sing or hum along with the music
c) Start dancing or tapping your foot

14. What do you find most distracting when in class?

a) Lights that are too bright or too dim
b) Noises from the hallway or outside the building (like traffic or someone cutting

the grass)
c) The temperature being too hot or too cold

15. What do you like to do to relax?

a) Read
b) Listen to music
c) Exercise (walk, run, play sports, etc.)
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16. What is the best way for you to remember a friend's phone number?

a) Picture the numbers on the phone as you would dial them
b) Say it out loud over and over and over
c) Write it down or store it in your phone contact list

17. If you won a game, which of these three prizes would you choose?

a) A poster for the wall
b) A music CD or mp3 download
c) A game of some kind (or a football or soccer ball, etc.)

18. Which would you rather go to with a group of friends?

a) A movie
b) A concert
c) An amusement park

19. What are you most likely to remember about new people you meet?

a) Their face but not their name
b) Their name but not their face
c) What you talked about with them

20. When you give someone directions to your house, what are you most likely to tell

them?

a) A description of building and landmarks they will pass on the way
b) The names of the roads or streets they will be on
c) "Follow me—it will be easier if I just show you how to get there."

Majority of A) - AUDITORY LEARNER 

If you are an auditory learner, you learn by hearing and listening. You understand and remember 
things you have heard. You store information by the way it sounds, and you have an easier time 
understanding spoken instructions than written ones. You often learn by reading out loud because 
you have to hear it or speak it in order to know it. 

As an auditory learner, you probably hum or talk to yourself or others if you become bored. People 
may think you are not paying attention, even though you may be hearing and understanding 
everything being said. 

Here are some things that auditory learners like you can do to learn better. 

● Sit where you can hear.

● Have your hearing checked on a regular basis.

● Use flashcards to learn new words; read them out loud.
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● Read stories, assignments, or directions out loud.

● Record yourself spelling words and then listen to the recording.

● Have test questions read to you out loud.

● Study new material by reading it out loud.

Remember that you need to hear things, not just see things, in order to learn well. 

Majority of B) - VISUAL LEARNER 

If you are a visual learner, you learn by reading or seeing pictures. You understand and remember 
things by sight. You can picture what you are learning in your head, and you learn best by using 
methods that are primarily visual. You like to see what you are learning. 

As a visual learner, you are usually neat and clean. You often close your eyes to visualize or 
remember something, and you will find something to watch if you become bored. You may have 
difficulty with spoken directions and may be easily distracted by sounds. You are attracted to color 
and to spoken language (like stories) that is rich in imagery. 

Here are some things that visual learners like you can do to learn better: 

● Sit near the front of the classroom. (It won't mean you're the teacher's pet!)

● Have your eyesight checked on a regular basis.

● Use flashcards to learn new words.

● Try to visualize things that you hear or things that are read to you.

● Write down key words, ideas, or instructions.

● Draw pictures to help explain new concepts and then explain the pictures.

● Color code things.

● Avoid distractions during study times.

Remember that you need to see things, not just hear things, to learn well. 

Majority of C) - TACTILE LEARNER 

If you are a tactile learner, you learn by touching and doing. You understand and remember things 
through physical movement. You are a "hands-on" learner who prefers to touch, move, build, or 
draw what you learn, and you tend to learn better when some type of physical activity is involved. 
You need to be active and take frequent breaks, you often speak with your hands and with gestures, 
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and you may have difficulty sitting still. 

As a tactile learner, you like to take things apart and put things together, and you tend to find 
reasons to tinker or move around when you become bored. You may be very well coordinated and 
have good athletic ability. You can easily remember things that were done but may have difficulty 
remembering what you saw or heard in the process. You often communicate by touching, and you 
appreciate physically expressed forms of encouragement, such as a pat on the back. 

Here are some things that tactile learners like you can do to learn better: 

● Participate in activities that involve touching, building, moving, or drawing.

● Do lots of hands-on activities like completing art projects, taking walks, or acting out

stories.

● It's OK to chew gum, walk around, or rock in a chair while reading or studying.

● Use flashcards and arrange them in groups to show relationships between ideas.

● Trace words with your finger to learn spelling (finger spelling).

● Take frequent breaks during reading or studying periods (frequent, but not long).

● It's OK to tap a pencil, shake your foot, or hold on to something while learning.

● Use a computer to reinforce learning through the sense of touch.

Remember that you learn best by doing, not just by reading, seeing, or hearing. 

References for the content’s development:  

Goleman, D. (2005). Emotional Intelligence, Bantam Books. 

Bandura, A. (1989). Human agency in social cognitive theory, The American 

Psychologist. 

Lakein, A. (1974). How to Get Control of Your Time and Your Life, Signet. 

Covey, S. R. (1989). The 7 Habits of Highly Effective People, United Kingdom: Simon + 
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Schuster UK 

Neil Fleming, N. and Mills, C. (1992). VARK MODEL. 

14 Easy Time Management Strategies to Beat Procrastination  

10 Apps and Extensions for school and productivity all students needs 

Understanding the 7 types of learning styles  

4 Ways to Improve and Increase Self-Efficacy  

What Stephen Covey taught me about prioritizing 

http://techbloke.com/time-management-tips-to-beat-procrastination/
https://www.youtube.com/watch?v=JI3GIpOT9pQ
https://blog.mindvalley.com/types-of-learning-styles/
https://positivepsychology.com/3-ways-build-self-efficacy/
https://guce.huffpost.com/copyConsent?sessionId=3_cc-session_da7343d0-221f-4e2c-a4df-4eda93e76bd6&inline=false&lang=en-us
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