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There are many different topics within the units; displaying many essential skills for the workplace and study. These topics range from instructions on how to use software such as Microsoft applications and how to better oneself mentally.
When it comes to studying it is crucial to find the right study environment which is comfortable and free from distraction. It is also important to choose a time when you are at your most productive, but also remember to schedule time for breaks. 
The first essential skill is the process of creating Word documents and PowerPoint presentations. Microsoft applications such as these are crucial when it comes to study as they will need to be used for assignments. The topic also explained how to use Outlook and Teams. Outlook is an email application with a very similar design to Word and Teams is a virtual connection platform which in the current day is a staple application in study and work. 
It is vital to stay safe online as it is likely that someone will be exposed to various online scams and attacks. It’s good to limit the information that’s given out online and to install anti-virus software and updating it regularly. 
The next topics go on to explain how to understand assessments and how to reference correctly. It presents different ways an assignment questions could be phrased and how to answer them correctly. 
Referencing is critical in creating a piece of work that includes research and not referencing correctly means plagiarism, which is one of the biggest academic offences, potentially resulting in someone being asked to leave their university.
Another topic covers thinking and writing critically by explaining how to paraphrase and summarise. Both skills are important – especially paraphrasing as they’re crucial in avoiding plagiarism. 
[bookmark: _Int_SFUZtsqH]Tuckman’s stages of team development model shows how a team develops over time, and is shown in four different stages – forming, storming, norming and performing. Each stage is important for its own reason, highlighting key aspects of becoming a strong team; something that is needed in working together whether it’s during studies or within the workplace. 
Technology is developing daily which means the skills that are needed will always change to keep up. A good way is by becoming an agile learner. This means rejecting the idea of embarrassment because of failure, but instead embracing it and understanding that failure can feed success. 
Personal resilience is key to remaining calm and productive during a time of uncertainty making it an employability asset. Looking after physical and mental health will also help someone to perform well during their studies or work. Ways of keeping the mind healthy include getting plenty of sleep and allowing time to practice mindfulness. Ways of keeping physically healthy are spending time outdoors; going for walks or eating a balanced, nutritious diet. 
Reflecting is a process that allows someone to think deeply about something they might not otherwise have previously considered. This feeds back into thinking critically as the person would be required to ‘unpack’ whatever it is they’re focusing on. By looking at something from a different perspective it allows for a more open approach to work.
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expectations of group identity.
Unit 2 - Topic 2

During this topic | learned about values and beliefs. A belief is the internal feeling of faith that someone has in something being true. Beliefs are
influenced by many factors, including how someone is raised, their culture, their faith, their education and their experiences.

Avalue is the measure of worth that someone attaches to their beliefs and how important they are to the person’s life. My attitude is defined as
how | treat people based on my beliefs and the volume at which | value them. Beliefs, values and attitudes combined results in my behaviour.
To be more of a team player with people | don'tknow,Ineedtoadoptaprofessionalattitude. Thiscreatesamorerespectfulenvironment where people
can accept that not everyone’s beliefs and values are the same.Values and beliefs are strongly rooted in emotions. A good way of identifying
others’ values is by breaking down the formality.

Conflict may be defined as an active disagreement between people. Differences in beliefs and values between people may lead to conflict.
Everyone sees things differently; differences in the way people see things can turn into conflicts.

Unit 2 - Topic 3

This section taught me about effective communication which is a key life skill. It's about understanding the intentions behind the information,
paying attention to body language and listening as well as speaking. There are 7 keywords in the communication cycle: sender, encoding,
channel, noise, decoding, recipient and message. Written communication is a flexible form as it can be done in the moment (instant messaging)
or written to be received at any time. Visual communication is handy for sharing ideas in a more efficient and engaging way. Verbal
communication is very important as most situations will require it. Non-verbal communication relates to tone, body language and facial
expressions which can alter the meaning of the message being communicated.

There are barriers when it comes to effective communication including relational, language and attitudinal.

Half of effective communication is active listening which means engaging closely with what someone is saying and showing understanding.
When working with people it is polite and professional to actively listen to them rather than just hearing and not taking any information in.
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leaving it all until last minute
Another issue students face is perfectionism. They aim for everything to be done perfectly which can cause tasks to stack up.

Last updated about 3 days ago
Unit 0 - Topic 2

During this topic | have learned how to create a basic Word document and PowerPoint presentation. Using Microsoft Word is ideal for creating

documents such as essays whereas PowerPoint is better for presentations especially those with visual dataas it is a slideshow. Both are very Microsoft

similar when it comes to the designing and editing of work, the difference being that PowerPoint is presented across slides and focused more

on imagery than words.

| then learned about Microsoft Outlook which is an app for emails and Microsoft Teams which is used for virtual contact within a team.

Whilst being online, it is likely I'll get exposed to various online scams and attacks. To help stay safe online | need to limit the information | give nﬂ My Delve

out online, think before | post; ensuring that access to my profile is restricted to only people that | trust, take control of my privacy, and think a'
4

Megan you are currently
connected to Microsoft 365

before I click to avoid cyber-attacks. Four ways of staying safe online include installing anti-virus software and updating it regularly, constantly My Email

checking my social media privacy settings, only making online payments after checking that the website uses encrypted transactions and only ﬂ My Forms
downloading apps from trusted and well-known publishers
u My OneNote Notebook

Unit 0 - Topic 3 . My OneDrive

In this topic | learned about referencing and the importance of it. Referencing is an acknowledgement of using someone else's research or ideas Microsoft Stream
in my own work. There are many reasons for referencing including: demonstrating the amount of research I've undertaken, adding academic
credibility to my arguments, enabling readers to find the sources I've used in my work and to acknowledge the work of others to avoid

plagiarism. Plagiarising means passing someone else’s work off as your own and is a serious offence in academic and professional settings and % My Sways

Microsoft Teams

can have serious consequences such as being asked to leave the university.

To avoid plagiarism, | need to paraphrase what the author has said otherwise it will still count despite whether it was referenced correctly. Install Office

Unit 0 - Topic 4 The course is to
any Microsoft services.

In this topic | learned about assessments and how to understand them. The first step when given an assignment is to understand what I'm being
asked to do. | need to identify “command verbs” to help direct me in answering the question. There are different words that may be used in the
assignment question that will tell me what | need to do. These are: analyse, evaluate, compare and differentiate.

There are also different types of assessment which are: academic essays, reflective essays, a formal report, a presentation or a video.

A video tauaht me the differences hetween writina in the 1st 2nd and 2rd person and how to choose the caorrect one for each of mv
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credibility to my arguments, enabling readers to find the sources I've used in my work and to acknowledge the work of others to avoid
plagiarism. Plagiarising means passing someone else’s work off as your own and is a serious offence in academic and professional settings and
can have serious consequences such as being asked to leave the university.

To avoid plagiarism, | need to paraphrase what the author has said otherwise it will still count despite whether it was referenced correctly.

Unit 0 - Topic 4

In this topic | learned about assessments and how to understand them. The first step when given an assignment is to understand what I'm being
asked to do. | need to identify “command verbs” to help direct me in answering the question. There are different words that may be used in ti
assignment question that will tell me what | need to do. These are: analyse, evaluate, compare and differentiate.

There are also different types of assessment which are: academic essays, reflective essays, a formal report, a presentation or a video.

A video taught me the differences between writing in the 1st, 2nd and 3rd person and how to choose the correct one for each of my
assignments.

I then learned about the online system Turnitin which | will need to use to submit my assignments. It is a system that was created by universities
to help in detecting plagiarism. This section talked me through submitting an assessment by showing me step by step what | will need to do.
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An important part of academic integrity is making sure | avoid plagiarism. Plagiarism is defined as “presenting someone else’s work or ideas as

the student’s own” (UWTSD’s Academic Misconduct Policy 2020-21, p. 2).1 can avoid plagiarising by ensuring | properly acknowledge the author Microsoft Teams
and making sure that the text is not too close to the original as this could count even if the source is correctly cited. Five top tips for avoiding 7S
plagiarism are: giving credit, quoting correctly, paraphrasing and summarising, making notes, and referencing correctly. Referencing is
acknowledging when I've used someone else’s words and providing details that will enable those reading my work to access the resources | have Install Office
used

The course is to
Unit 1 - Topic 3 any Microsoft services.

Microsoft Word and PowerPoint are probably the two pieces of software | will use the most during my studies. Both have features that will help
me to format my work more efficiently and consistently.

Within this topic | learned about the benefits and problems with technology. Two of the biggest benefits are communication and collaboration.
Within the collaboration part of technology, is the ability to share files with another. During the pandemic, working remotely was emphasised as
being extremely important and technology such as Microsoft Teams allowed lecturers to conduct lessons even when they were not in the same
room. They were able to still share their PowerPoint presentations using the screen sharing feature. Digitally sharing files is now the new normal,
people can now work on the same file simultaneously using document sharing software rather than using multiple copies of the same file.
There are some issues with video presentations such as people worrying that they won't know what to say in a presentation, it being too
awkward as people may be self-conscious of their appearance or voice and some people may be worried about privacy.This is why UNTSD uses
Microsoft Stream as videos cannot be shared over the internet and it gives students complete control as to who can view the videos. When
recording | can also share my screen with my lecturers and peers to show myself editing Word Documents, PowerPoint presentations and
logging on to any website.
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Unit 2 Summaries
by Megan Marston-Phipps - Wednesday, 7 December 2022, 10:07 AM

Unit 2 - Te 1
ni opic Module Search

In this topic | have learned about identity and finding a sense of place. There are two theories of what identity is. The first is body theory, the idea

people are shaped by the physical events that happen to you and memory theory, the ides that people are who they are because of their
memories of life experiences.Across both theories it's important to note that identity is not fixed and can change over time.

Sense of place relates to my relationship with places that mean something to you and have had an impact on who | am. This doesn't have to be a

region or a country, but it can be anywhere that's had a profound effect on me for example, a place of work or neighbourhood. Dunbar’s theory is

an idea that there is a finite number of people that individuals can socialise with that are split into six sections. The first layer is the inner circle of

loved ones which has room for just 5 people, the second is good friends with space for 15 people, the third is friends which is 50, fourth is Online Resource Lists
meaningful contacts which is 150, fifth is acquaintances which is 500 and sixth is people you can recognise which is 1500.

Social identity theory attempts to understand a person’s sense of who they are based on their membership of a group or team. It's believed that
group membership gives people a sense of belonging and social identity.

Ateam is defined as a group who set out to achieve a common goal. Team member identity can also affect trust within the team and explicit
expectations of group identity.
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Unit 1 Summaries
by Megan Marston-Phipps - Wednesday, 7 December 2022, 10:11 AM

Unit 1 - Te 1
ni opic Module Search

In this topic | have learned how to use the online library services to assist me in my studies. It taught me how to navigate and find the correct
information that | need such as online books, journals and articles, and how to access student essentials. It also explained the other ways in
which a librarian can help me such as with referencing and copyright information. | also now know how to use the library catalogue.

Within section two | learned how to evaluate information and find credible academic sources. To do this we should use the CRAAP method to
determine whether a source of information is appropriate to use. CRAAP stands for:

Currency: Is it up to date?

Relevancy: Does it fit my project?

Authority: What are the author’s credentials?

Accuracy: Can the information be verified?

Purpose: Is the information objective?

I have learned the definition of fake news and steps to help me identify it.

To source reliable information, | should utilise the library resources, use fact-checking websites, not respond to clickbait and subscribe to
legitimate news outlets.

Search engines have limitations such as there being no quality control, the internet not being organised and not everything being freely available.
Using databases provided by the library will help me find information from trusted sources.
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Topic 2 covered thinking and writing critically. The first thing | learned in this topic was paraphrasing which means putting something that | have
read into my own words. From learning how to paraphrase | can then go onto summarise. Summarising consists of providing a brief overview of
someone else’s idea. The five steps to summarising are: skimming the text, reading the text again more carefully and highlighting important
information, making notes of the main and supporting points, writing the summary using my notes, and checking the summary to make sure |
have covered all the main points.

Another method | can use to incorporate other people’s work into my own is synthesis. In its most basic terms, it refers to the combination of
different ideas and sources. | am expected to use information taken from various sources to form new ideas based on my analysis of the
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Unit 3 Summaries
by Megan Marston-Phipps - Wednesday, 7 December 2022, 10:10 AM

Unit 3 - Te 1
ni opic Module Search

In this topic | have learned about Tuckman's stages of team development model which shows how a team develops maturity and effectiveness.

The first stage is Forming. During this stage people try to get to know each other. Forming a team takes time and members will be unsure of the

team’s purpose and whether they will work well together. There are challenges during the forming stage such as communication being

superficial, members worrying about a task and there being little sign of structure or involvement.

There is such an importance to have trust in a team. There needs to be a faith based on the practical actions team members have. When there is

trust in a team it improves morale, and the time it takes to solve problems and discuss issues during meetings reduces. To create an effective

team leaders should focus on building vulnerability-based trust. This type of trust happens when people feel comfortable being open and honest Online Resource Lists
with one another.

People need to be their true selves (especially online) as it impacts many things. By being your authentic self, it will promote a trusting
environment within the team, authenticity will boost morale within your team, and it will mean that roles can be delegated to the correct people in
the team meaning that the project can be completed in a swift manner. Last updated about 3 days ago
To drive team engagement, team members should set FAST goals. FAST stands for: Frequently discussed, Ambitious, Specific and Transparent.

They allow for clear focus and direction and help the team to stay on track.
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Unit 4 Summaries
by Megan Marston-Phipps - Wednesday, 7 December 2022, 10:10 PM
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In this topic | learned that the skills needed are always changing as technology develops on a daily basis. Agile learning is the willingness to take

risk in dealing with a novel situation in which | may not know what to do. To be an agile learner | need to reject the idea if embarrassment
because of failure, instead | need to embrace it and understand that failure feeds success. It's said that people learn from their mistakes which

most people believe but one of the biggest problems is that people don't ask for feedback. This could be down to a fear of hearing negative

feedback but sometimes the negative is needed to give me an insight to what | have or haven't learnt.

Habits are fixed behaviours that may be good or bad. They are an instinctive reaction triggered by previous life experiences. Our brains are

hardwired to reward things it likes by releasing the chemical dopamine. Dopamine is also released when being lazy which means we sometimes Online Resource Lists
feel rewarded for procrastinating too. To change a habit, | need to redesign what is known as the ‘habit loop’. By understanding that they are a
process that can be controlled, | can work to promote good habits by giving myself small rewards when learning.

Learning something new is difficult and the brain will only reward with dopamine when it goes right which means learning something new may
not feel fun. | am likely to fail often when learning something new which makes it tempting to give up and go back to an old way. By deciding to
avoid stress and stick with the familiar, it could lead to potential opportunities being lost. If | decide to embrace the stress, there will be a natural
dip whilst I get to grips, but it will lead to greater learning and growth as | step out of my comfort zone.
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Unit 3 - Topic 2

In this second topic | have learned about the second stage — Storming. During this stage conflict and friction can arise between team members.
Individual members may start to challenge the team’s mission as their ways of working clash with other members. Some examples of this are
the group showing competitive behaviour, members becoming irritated and communication only being one-way. A lack of trust in the team can
lead to conflict avoidance which then affects team commitment and decision-making. With no conflict, there is no honest and constructive
debate so team members will become more concerned with being right rather than finding the best solution.

The video describes seven steps on how to manage conflict within virtual teams which are:

1) Shift perspective on conflict from being a negative thing to something we should naturally embrace.

2) Avoid resentment. If something happens then bring it up straight away to avoid it festering up and causing upset.

3) Never try to resolve conflict via a messaging service. Preferably meet face to face, in person or using video call or if not, make a regular phone
call

4) Give the benefit of the doubt. Most effective teams give trust without it being earned.

5) Present your interpretation clearly so that the other person has a chance to correct any facts or can provide another interpretation of how they
saw the same set of facts.

6) Engage the other person in helping to solve the problem. Use “how questions”.

7) After coming to an agreement after a conflict, put it on record to make sure everyone is on the same level.

Empathy plays a critical role in developing successful relationships. It helps us become better listeners and be more supportive of our team
members which creates a more productive team.

Roles and responsibilities need to be made clear as if they aren't then individuals might begin to feel overwhelmed by their workload or frustrated
at the lack of process made. In a team everyone plays a different role; some are natural leaders, and some are good at coming up withnew ideas.
Recognising everyone’s strengths and weaknesses will help to work more effectively as a team.

The topic explains that a SWOT analysis is a framework for analysing an individual's strengths and weaknesses as well as the opportunities and
threats that are faced.

SWOT asks us about our strengths; what do we do well? It asks about our weaknesses; what could we improve? It asks what opportunities are
open to us and what threats could harm us. By answering these questions, it allows us to improve on ourselves, improving the team

relationship.
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Unit 3 - Topic 3

During this topic | learned about the third stage — norming. Within this stage the team members start to resolve their differences and begin to
form an understanding. The team to see who the leaders are and begin to understand the roles of the other members in the group. Some
examples of what happen during the norming stage are that members start to avoid conflict; the team start to trust each other and are
concerned with the needs of each other. To be a successful team, members must be able to give and receive constructive feedback.

Radical Candor is a concept created by Kim Scott; the idea of Caring Personally while Challenging Directly within the workplace. Scott says it's
important to both give it out as well as receive it, and encourage colleagues to do the same, while ensuring you gauge situations to determine
how this concept should be used. By using it correctly it will help you surround yourself and other people with the best work and will help build
trusted relationships within your team. To best put it into practise we should ensure that the feedback received is outcome orientated, always
ask questions, have a holistic approach and make sure the person understands that the feedback is to help them.

Unit 3 - Topic 4

During this topic | learned about the fourth stage — performing, and how to overcome and avoid two key concepts, inattention to results and
Groupthink, both of which present many challenges in team working. Upon reaching this stage the team should be performing to its full potential
making it more likely to achieve its goals. Differences amongst members are now appreciated and recognised as an enhancement of team
performance. Some examples of what happens during this stage are that members work towards a goal together, communication is open,
individuals are more self-assured, and the group is more productive.

When it comes to inattention of results, we must hold people accountable because if not they will think that the results don't matter. The only
way to do this is by making sure we trust each other and are vulnerable with each other, making sure that everyone is committed.

Working in a close-knit team can make people susceptible to an issue known as Groupthink which is described as a group of people who are
“highly susceptible to the winds of social influence.” People like to maintain harmony so will simply agree with each other and reject other views
or ways of doing something to keep the harmony maintained. Examples of teams in danger of Groupthink are

outsiders being seen as a threat and therefore dismissed and when more energy is put into maintaining relationships than tasks. To avoid being
at risk of Groupthink the team should actively seek outside ideas, welcome self-criticism within the group and consciously evaluate conflicting
evidence and opinions (Janis, 1982).

A'team may miss deadlines due to there being no clear or realistic plan, the objectives not being clear and not broken down into milestones,
there was too much procrastination or them not asking for any help. This can be combatted by creating a project outline and establishing goals
and milestones.
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To source reliable information, | should utilise the library resources, use fact-checking websites, not respond to clickbait and subscribe to
legitimate news outlets.

Search engines have limitations such as there being no quality control, the internet not being organised and not everything being freely available
Using databases provided by the library will help me find information from trusted sources.

Unit 1 - Topic 2

Topic 2 covered thinking and writing critically. The first thing | learned in this topic was paraphrasing which means putting something that | have
read into my own words. From learning how to paraphrase | can then go onto summarise. Summarising consists of providing a brief overview of
someone else’s idea. The five steps to summarising are: skimming the text, reading the text again more carefully and highlighting important
information, making notes of the main and supporting points, writing the summary using my notes, and checking the summary to make sure |
have covered all the main points.

Another method | can use to incorporate other people’s work into my own is synthesis. In its most basic terms, it refers to the combination of
different ideas and sources. | am expected to use information taken from various sources to form new ideas based on my analysis of the
information. When synthesising | need to be careful not to simply present the ideas of others but to draw them together and explore their
significance in relation to my argument.

An important part of academic integrity is making sure | avoid plagiarism. Plagiarism is defined as “presenting someone else’s work or ideas as
the student’s own” (UWTSD’s Academic Misconduct Policy 2020-21, p. 2).1 can avoid plagiarising by ensuring | properly acknowledge the author
and making sure that the text is not too close to the original as this could count even if the source is correctly cited. Five top tips for avoiding
plagiarism are: giving credit, quoting correctly, paraphrasing and summarising, making notes, and referencing correctly. Referencing is
acknowledging when I've used someone else’s words and providing details that will enable those reading my work to access the resources | have
used

Unit 1 - Topic 3

Microsoft Word and PowerPoint are probably the two pieces of software | will use the most during my studies. Both have features that will help
me to format my work more efficiently and consistently.

Within this topic | learned about the benefits and problems with technology. Two of the biggest benefits are communication and collaboration.
Within the collaboration part of technology, is the ability to share files with another. During the pandemic, working remotely was emphasised as
being extremely important and technology such as Microsoft Teams allowed lecturers to conduct lessons even when they were not in the same
room. They were able to still share their PowerPoint presentations using the screen sharing feature. Digitally sharing files is now the new normal,
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In this topic | have learned that it is crucial to create and find the right study environment. It is important to set up a space that is comfortable to
be productive.It'sadvised to plan my study sessions ahead of time, choosing a time when there will be less distractions. | will also choose a time

when | am most productive. It is important during study time to factor in time for rest; taking regular breaks.

Time management is key to academic success even though it is one of the biggest challenges that I'll face. Planning and prioritising my

workload will help me make effective use of my time.

The ability to plan successfully is an essential skill. Most time management problems are caused by having no clear plans or; having vague or

unrealistic plans. Poor planning can result in poor results, i.e., students falling behind with tasks and assignment deadlines being Online Resource Lists
missed.Prioritising tasks into important tasks and urgent tasks will help to maximise efficiency and minimise stress.

Many students procrastinate to motivate themselves meaning even if they'd planned to spend plenty of time on their work;they'd still end up
leaving it all until last minute.

Another issue students face is perfectionism. They aim for everything to be done perfectly which can cause tasks to stack up.
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Unit 0 - Topic 2

During this topic | have learned how to create a basic Word document and PowerPoint presentation. Using Microsoft Word is ideal for creating
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as practicing mindfulness or journaling. It is also important to mindful of using substances such as drugs or alcohol to manage stress and
anxiety as they worsen with excessive use meaning they should be avoided as a coping strategy.

My state of physical health can have a significant impact on my ability to concentrate and learn. | need to prioritise things like getting enough
sleep, eating a well-balanced diet and spending time outdoors to look after my wellbeing.

Unit 4 - Topic 3

During this topic | learned that reflecting is a process which allows me to think deeply about something that | might not otherwise have
considered. The best way to reflect is to ask myself questions on what | did, how | did it, and what | learnt from it. To think critically I'm required
to ‘unpack’ whatever I'm focusing on. | need to unpack it using the reflecting skills - looking, listening and pausing.

Gibbs’ reflective cycle includes six stages of reflection which are: description, feelings, evaluation, analysis, conclusion and action plan. Each
section has its own definition:

Description: This sets out what I'll be reflecting on. It should include context and all information | choose to include should be relevant and
straight to the point.

Feelings: Here | need to explore my thoughts and feelings about what I'm reflecting on.

Evaluation: This is where | need to discuss how well I think things went.

Analysis: This is a crucial part to get right as it needs to include considerations of what might have helped or hindered the situation

Conclusion: This should acknowledge the things | did right, what | learnt from this, whether there was more I could’ve done or whether | could've
responded differently.

Action plan: | can create an action plan to remind me of what to improve next time and any information | need to bear in mind

Locus of control is whether | choose to attribute my failure and success to forces outside of my control or whether things | can control can
affect my long-term success.
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Learning something new is difficult and the brain will only reward with dopamine when it goes right which means learning something new may
not feel fun. | am likely to fail often when learning something new which makes it tempting to give up and go back to an old way. By deciding to
avoid stress and stick with the familiar, it could lead to potential opportunities being lost. If | decide to embrace the stress, there will be a natural
dip whilst I get to grips, but it will lead to greater learning and growth as | step out of my comfort zone.

Unit 4 - Topic 2

In this topic | learned about resilience. It can be defined as “the ability of a person to adjust or recover readily from illness, adversity, major life
changes, etc.” Personal resilience is the ability to remain calm and productive during a time of uncertainty. This makes it an important
employability asset. There are four elements of resilience: confidence, social support, adaptability and purposefulness. Confidence is all about
doing what | think is right despite opposition. Social support is all about building positive relationships with others and seeking support from
them to help deal with challenges. Adaptability is important for building resilience, as strength rarely comes from inflexibility. When my work
gives me a sense of purposefulness, I'm more likely to show resilience and be motivated to pick myself up after being faced with a setback.
Resilience has been linked to improved well-being, teamwork and career development

Stress can be defined as a demand placed on a brain or body. The placing of multiple demands can cause someone to experience stress. Some
common causes of stress are significant life changes, workload and having a baby.

Anxiety is a feeling of fear, unease or worry. It may be seen in people who can't positively identify the stressors in their lives meaning anxiety can
be a reaction to stress.

Stress and anxiety can produce symptoms that are physical and psychological. Some common physical symptoms can includeheadaches,
sweating, muscle tension, shaking and an accelerated heart rate. Some of the mental and emotional symptoms include difficulty concentrating,
panic or nervousness and irrational anger. Ways of managing stress and anxiety can be implementing some strategies into my daily routine such
as practicing mindfulness or journaling. It is also important to mindful of using substances such as drugs or alcohol to manage stress and
anxiety as they worsen with excessive use meaning they should be avoided as a coping strategy.

My state of physical health can have a significant impact on my ability to concentrate and learn. | need to prioritise things like getting enough
sleep, eating a well-balanced diet and spending time outdoors to look after my wellbeing.

Unit 4 - Topic 3

During this topic | learned that reflecting is a process which allows me to think deeply about something that | might not otherwise have
considered. The best way to reflect is to ask myself questions on what | did, how | did it, and what | learnt from it. To think critically I'm required
to ‘unpack’ whatever I'm focusing on. | need to unpack it using the reflecting skills - looking, listening and pausing.

Gibhs:iref] sycle includes six stages of reflection which are: description, feelings, evaluation, analysis, conclusion and action plan. Each
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