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LCHS4001 Checklist for Task 3: (Part I) Process Report 

	Structure and Organisation  (Process Report)                                                                     ✓

	1. I have  included a coversheet with my name and student number.
	

	2. I have included the title at the top of my report.
	

	3. I have included a contents page.
	

	4. I have included an introduction section in my report. 
	

	5. I have included a section on searching and evaluating sources in my report.
	

	6. I have included a section on reading and notetaking in my report.
	

	7. I have included a section on essay planning in my report.
	

	8. I have included a section on drafting academic paragraphs in my report.
	

	9. I have included a conclusion section in my report.
	

	10. I have included an end-of-text reference list.
	

	11. I have included an appendix section in my report (which contains my essay). 
	



	Content  (Process Report)                                                                                                              ✓

	12. In my introduction section, I have provided information on the purpose of the report.
	

	13. In my introduction section, I have provided information relating to importance of essay writing.
	

	14. In my introduction , I have included information from a reliable source about essay writing.
	

	15. In my introduction, I have included in-text citations for the information I have included on essay writing. 
	

	16. In the search and evaluation section, I have provided information on the steps I took to search for information when writing my employability essay.
	

	17. In the search and evaluation section, I have provided information on how I evaluated the sources of information I found.
	

	18. In the search and evaluation section, I have provided examples of why I kept some sources and why I rejected some sources of information after carrying out research.
	

	19. I have included a screenshot to support the information I have discussed in the search and evaluation section of my report.
	

	20. I have included information from a reliable source about searching and evaluating sources of information.
	

	21. I have included in-text citations for the information I have included on searching and evaluating sources of information. 
	

	22. In the reading and notetaking section, I have provided information on how I read the information I found and how I took notes from the information I found.
	

	23. In the reading and notetaking section, I have discussed the notetaking method(s) I used and provided examples.
	

	24. I have included a screenshot to support the information I have discussed in the reading and notetaking section of my report.
	

	25. I have included information from a reliable source about reading and notetaking.
	

	26. I have included in-text citations for the information I have included on reading and notetaking.
	

	27. In the essay planning section, I have provided information on the steps I took to plan my essay.
	

	28. I have included information from a reliable source about the importance of essay planning.
	

	29. I have included in-text citations for the information I have included on essay planning.
	

	30. I have included a screenshot to support the information I have discussed in the essay planning section of my report.
	

	31. In the drafting academic paragraphs section, I have provided information on the paragraph I am most proud of and I have explained why.
	

	32. In the drafting paragraphs section, I have provided information on how I have paraphrased information from a specific source in my essay.
	

	33. I have included information from a reliable source about writing academic paragraphs.
	

	34. I have included in-text citations for the information I have included on writing academic paragraphs.
	

	35. I have included a screenshot the information I have discussed about writing paragraphs in the drafting paragraph section of my report.
	

	36. In the conclusion section, I have summarised the key points about the essay writing process I have discussed. 
	

	37. I have included a reference section in my report.
	

	38. In the reference section, I have provided a full reference for all of the in-text citations which appear in each of the sections of my report.
	

	39. I have included an appendix section in my report.
	

	40. In the appendix section of my report, I have included my employability essay and a reference list (see Part II)
	



	Formatting & Presentation   (Process Report)                                                                      ✓

	41. I have used 1.5 line spacing.
	

	42. I have used numbered subheading for each section of my report.
	

	43. I have used an appropriate font type for my report.
	

	44. I have proofread my work for spelling, punctuation and grammatical errors.
	

	45. I have checked my references are formatted according to the Harvard method of referencing.
	

	46. I have checked my in-text citations are formatted correctly. 
	

	47. My report is 750 words (-/+10) 
	




















LCHS4001 Checklist for Task 3: (Part II) Employability Essay

	Structure and Organisation   (Essay)                                                                                        ✓                                                                                                                                              

	48. I have included the title at the top of my essay.
	

	49. I have used the essay question as the title of my essay.
	

	50. My essay includes an introduction, a main body and a conclusion. 
	

	51. I have included an end-of-text reference list.
	



	Content   (Essay)                                                                                                                                 ✓

	52. In my introduction, I have provided background information relating to employability skills in the health and care sector.
	

	53. In my introduction, I have provided a thesis statement (a sentence stating the main idea or purpose of my essay).
	

	54. In my introduction, I have included an overview briefly outlining what employability skills I will compare and contrast in the main body of my essay.
	

	55. I have used paragraphs in the main body of my essay. 
	

	56. Each paragraph has a clear topic sentence.
	

	57. I have supporting information in each of my paragraphs in the main body of my essay.
	

	58. I have included secondary research about each of the employability skills I discuss in my essay.
	

	59. Each paragraph contains at least two citations demonstrating the research I have carried out.
	

	60. I have demonstrated that I understand some of the employability skills needed in the two job roles I have chosen. 
	

	61. I have demonstrated critical thinking by explaining why and how the employability skills are different in the two roles I have chosen.
	

	62. I have included at least two paragraphs discussing the similarities between the two job roles I have chosen in relation to employability skills.
	

	63. I have included at least two paragraphs discussing the differences between the two job roles I have chosen in relation to employability skills.
	

	64. In my conclusion, I have summed up the main points from the main body of my essay.
	



	Formatting & Presentation (Essay)                                                                                                                                                                                                
	✓

	65. I have used 1.5 line spacing.
	

	66. I have used a line space between each paragraphs in my essay. 
	

	67. I have used an appropriate font type for my essay.
	

	68. I have proofread my work for spelling, punctuation and grammatical errors.
	

	69. I have checked my references are formatted according to the Harvard method of referencing.
	

	70. I have checked my in-text citations are formatted correctly. 
	

	71. My essay is 750 words (-/+10)
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