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This workbook follows the order of the taught sessions.
You will:
· learn a skill in class
· record notes, examples, and research here
· gradually build the content for your final assignment
By the end of Session 10, most of your thinking, planning, and evidence will already be done.
This is not your assignment.
It is a planner with your notes to complete your assignment


SESSION 1

Understanding the Assignment & Academic Research
What this session is about
· What academic research is
· Why evidence matters
· What this assignment is asking you to do

1. What is academic research?
In your own words, explain what academic research means.
Your notes:





2. Why is good research important in this assignment?
Complete the sentence:
Good academic research is important in this assignment because…
Your notes:








3. Understanding the assignment task
Answer in your own words:
· What is the topic of the assignment?
· What are you being asked to analyse?
Your notes:









4. Assignment structure 
Tick what you now know must be included:
☐ Report structure (not an essay)
☐ Research-based discussion
☐ Managing remotely from different perspectives
☐ Reflection using a recognised model
You are not expected to understand everything yet.








SESSION 2

Academic Writing, PEEL & Third-Person Style
What this session is about
· How academic writing sounds
· Writing in third person
· Structuring paragraphs using PEEL

5. Third-person writing
Rewrite the sentence below in third person:
I think remote working is good for employees because it gives them flexibility.
Your rewrite:





6. What is PEEL?
In your own words, explain:
· P – Point
· E – Evidence
· E – Explain
· L – Link
Your notes:




7. PEEL practice 
Write a PEEL-style paragraph plan (not a full paragraph yet):

Point (What your paragraph is going to talk about)
“Remote working can improve employee work–life balance”.
Evidence (sources): (The research that says the above)

Explain: (the reason for this … this is because ..)

Link (to the overall subject of the report or the next paragraph) – eg managing remotely):


           Simple Example:
PEEL Paragraph Plan – Pass-Level Example
Point
Remote working can help employees have a better work–life balance (Jones, 2019).
Evidence (source)
Some research suggests that working from home can be beneficial for employees (Smith, 2013)
Explain
This is because employees do not have to travel to work and can spend more time at home (Maund, 2025). This may make employees feel happier and less stressed, which can have a positive effect on their work (Tinkler, 2018)
Link (to managing remotely or next paragraph)
This is important for managing remotely as managers need to be aware of how remote working affects employees.

This will be used mainly in the manager / employee / organisation sections.




SESSION 3

Reflection, Learning Logs & SMART Actions
What this session is about
· What reflection is (and isn’t)
· Using recognised reflective models
· Turning learning into actions

8. What is reflection?
In your own words, explain the difference between:
· describing what happened



· reflecting on what you learned



9. Reflective models
Tick the models introduced:
☐ Kolb
☐ Gibbs
☐ What? So what? Now what?
Which one do you think you will use for the assignment, and why?




10. SMART actions (practice)
Start with something you want to improve
Write one SMART action to improve this, based on your study skills so far.
Action:
· Specific:


· Measurable:


· Achievable:



· Realistic:



· Time-bound:



These actions will later link to your reflection section.





SESSION 4

Paraphrasing, Theory & Workplace Examples
What this session is about
· Paraphrasing (not copying)
· Using theory properly
· Linking theory to real workplaces

11. What is paraphrasing?
In your own words:
Why is paraphrasing important in academic work?
Your notes:





12. Paraphrasing practice

Read this short section from a source (in class).
Remote working can offer employees greater flexibility and autonomy, which may improve job satisfaction. However, research also highlights potential challenges, including reduced communication, feelings of isolation, and difficulties for managers in supervising performance and maintaining team cohesion (Garfunkel & Simon, 2021).



Follow this process to paraphrase it:
Use the prompts below to help you paraphrase properly.
You do not need to follow this structure exactly in your assignment; it is just a learning tool.
Step 1: What is the main idea?
(One short sentence)
The main idea of the source is that



Step 2: What is the benefit mentioned?
(Use different wording)
One benefit of remote working identified in the research is…



Step 3: What challenges are identified?
(Choose at least two)
However, the research also suggests that remote working can lead to challenges such as…





☐ Written in third person
☐ Meaning matches the source
☐ Wording is clearly your own
☐ Citation included
Step 4: Put it together (third person + citation)



























Example:
Remote working has been shown to change how employees experience their jobs. While flexible working arrangements can increase satisfaction by giving staff more control over how and where they work, studies also suggest that working remotely can create challenges, such as weaker communication, isolation from colleagues, and increased difficulty for managers when overseeing and supporting teams (Garfunkel & Simon, 2021).
Same meaning as the original, but in your words
A good paraphrase shows that you understand the source well enough to explain it in your own words.

Important for Knowledge and Practical marks.

















SESSION 5

Referencing & APA v7
What this session is about
· Why we reference
· In-text citations
· Reference lists

13. Why reference?
Finish the sentence:
We reference sources in academic work because…
Your notes:



Choosing appropriate research 
Always use the CRAAP Test to evaluate a source about remote working.
Choose a website, article, or report and assess its Currency, Relevance, Authority, Accuracy, and Purpose.
	Criteria
	Notes

	Currency: How recent is the source?

	



	Relevance: Does it directly relate to your topic?

	



	Authority: Is the author credible?

	



	Accuracy: Is the information backed by evidence?

	



	Purpose: Is the source biased or objective?

	







14. In-text citation practice
Remote working increased during COVID according to Harvard Business Review.
How should it be written?
A. Remote working increased during COVID according to Harvard Business Review.
B. Remote working increased during COVID (Harvard Business Review).
C. Remote working increased during COVID (Harvard Business Review 2020).
D. Remote working increased significantly during the COVID-19 pandemic (Harvard Business Review, 2020).
E. Harvard Business Review says that remote working increased during COVID.

Why did you choose that one?





15. Reference list practice
Below is a reference that is incorrect.

Incorrect reference
Remote working during COVID. Harvard Business Review (2020). . https://hbr.org

Which of the following is the correct APA v7 reference for this source?
A. Harvard Business Review. Remote working during COVID. (2020). Retrieved from https://hbr.org
B. HBR (2020) Remote working during COVID. https://hbr.org
C. Harvard Business Review. (2020). Remote working during COVID. https://hbr.org
D. Harvard Business Review, (2020). Remote working during COVID
E. Remote working during COVID – Harvard Business Review (2020).
Why have you chosen that one?






Common mistake: listing sources at the end but not citing them in the text.




















SESSION 6

Data, Information & Knowledge (DIKW)
What this session is about
· Understanding data
· Turning information into knowledge
· Using evidence properly

16. DIKW in your own words
Explain the difference between:
· Data
· Information
· Knowledge
Your notes:














17. Applying DIKW to managing remotely
Give one example of how data about remote work could become knowledge for a manager.
Your example:

















Example
Data about remote work, such as employee absence records and engagement survey results, can be analysed to identify trends in wellbeing and productivity. When this information is reviewed over time, it becomes knowledge that helps managers understand how remote working arrangements are affecting staff and whether changes to workload or support are needed (Wilson & Green, 2020).



SESSION 7

Research Methods: Primary & Secondary Data
What this session is about
· Different types of research
· When and why they are used


18. Research definitions
In your own words, explain:
Qualitative research:



Quantitative research:



Primary research:



Secondary research:




19. Applying research to this assignment
Tick what you are mainly using:
☐ Primary research
☐ Secondary research
Explain why this makes sense for this assignment.
Your notes:























SESSION 8
Statistics, Tables & Presenting Data
What this session is about
· Understanding basic statistics
· Using tables and graphs
· Avoiding misleading data


20. Statistics awareness
Why can statistics be misleading if not explained properly?
Your notes:

















21. Data you might use in your assignment
Do some research: List one statistic, table, or chart you could include and explain:
· What does it show?



· Why is it relevant to managing remotely?




You do not need complex statistics. Explanation matters more than complexity.
















SESSION 9
Building the Assignment Argument
What this session is about
· Structuring the main body
· Applying research to perspectives





22. Planning the main sections
On the next page, use the space to plan your content (bullet points are fine).
















Managers 
         Planning
	Advantages
	Who said?
	Disadvantages
	Who Said?

	Example: Access to a wider talent pool
	Jones. 2021
	Example: Harder to monitor employee performance
	Peters, 2023

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	








In written form (your words)
Advantages




Who said?


Disadvantages




Who said?


Your workplace example




Recommendations for best practice (use references where you need)




Employees
        Planning
	Advantages
	Who said?
	Disadvantages
	Who Said?

	Example: Greater flexibility in work schedule
	(Po, 2021).
	Example: Feelings of isolation & lack of team connection
	(Lala, 2023)

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	









In written form (your words)
Advantages




Who said?


Disadvantages




Who said?


Your workplace example




Recommendations for best practice (use references where you need)




Organisation
         Planning
	Advantages
	Who said?
	Disadvantages
	Who Said?

	Example: Reduced costs (e.g., office space)
	(Bert, 2021).
	Example: Cybersecurity, data protection issues
	(Williams, 2023)

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	








In written form (your words)
Advantages




Who said?


Disadvantages




Who said?


Your workplace example




Recommendations for best practice (use references where you need)




SESSION 10
Pulling It All Together & Final Checks
What this session is about
· Reflection
· Conclusions
· Final academic checks

23. Reflection planning (final)
Using your chosen model, plan your reflection:
· What did you learn about managing remotely 




· What did you learn from the process of researching and producing a report on managing remotely?




· What will you do differently next time? (3 or 4 things)







24. Conclusion planning
In one paragraph (no more than 300 words), your conclusion will remind the reader of:
☐ Briefly restate the topic of the assignment (managing remotely)
☐ Remind the reader that the discussion considered three areas:
· managers
· employees
· organisations
☐ Summarise the main advantages of managing remotely identified in your research
☐ Summarise the main disadvantages or challenges identified in your research
☐ Highlight your overall findings (what your research suggests works best)
☐ Refer back to your recommendations (without repeating them in detail)
☐ Reflect the evidence used (research-based, not personal opinion)
☐ Maintain third-person academic style (no “I”, “we”, or “you”)
☐ Avoid introducing new theories, data, or examples
☐ End with a clear final message about managing remotely

25. Final - short check
☐ Report structure complete.
☐ Research used and cited.
☐ Reference list at the end with at least 10 CRAAP-tested references.
☐ Clear understanding of what qualitative, quantitative, primary and secondary research is.
☐ Third person throughout (except reflection)
☐ Own workplace examples throughout
☐ Reflection model used
☐ Word count appropriate (3000 word +/- 10%)
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Appendix A: Detailed Checklist
	Structure checklist
☐ Front page
☐ Table of Contents with page numbers
☐ Introduction
☐ Main discussion sections
☐ Reflection
☐ Conclusion
☐ Reference list (APA v7)
☐ Appendices (if used)

	Research & Evidence
Sources checklist
☐ At least 10 credible sources
☐ Journals, books, professional sources
☐ CRAAP test applied
☐ No Wikipedia
☐ No AI writing 


	
Research understanding check
You should be able to explain:
☐ What qualitative research is
☐ What quantitative research is
☐ The difference between primary and secondary research
You don’t need to collect data, but you do need to show you understand the type of data your sources use.


	
Data and evidence use
☐ Have I included statistics, tables, charts, or findings?
☐ Have I explained what the data shows?
☐ Have I explained why it matters for managing remotely?


	
Writing the Report (Where most marks are earned)
Writing rules (apply throughout)
☐ Third person (no I / we / you)
☐ All claims supported by sources
☐ APA v7 in-text citations used
☐ Academic tone (not chatty)


	
Managers section
Have you covered:
☐ Advantages of managing remotely
☐ Disadvantages of managing remotely
☐ Recommendations for managers
☐ Workplace examples linked to research

Ask yourself:
“What decisions does a manager need to make to be effective in remote settings?”



Employees section
☐ Advantages for employees
☐ Disadvantages for employees
☐ How employees can manage remote work effectively
☐ Real examples linked to research
“What decisions does an employee need to make to be effective in remote settings?”







	
Organisation / company section
☐ Benefits for the organisation
☐ Risks and challenges
☐ Strategies organisations use
☐ Evidence-based discussion (not opinion)

“What decisions does an organisation need to make to be effective in remote settings?”







	
Using PEEL (use it selectively)
Check key paragraphs:
☐ Point – what is the main idea?
☐ Evidence – what research supports it?
☐ Explain – why does it matter?
☐ Link – how does this relate to managing remotely?
Use PEEL mainly in discussion sections, not definitions.


	
Reflection
(Cognitive marks live here)
Reflection structure
☐ Recognised model used (e.g. Kolb)
☐ Model referenced
☐ First person used



	
Reflection depth check
You must address:
☐ What was the experience of doing the assignment?
☐ How did you feel about it?
☐ Why did you feel this way?
☐ What did you learn about managing remotely?
☐ What will you do differently next time?



	
SMART actions
Include 3–4 SMART actions based on learning for your reflection
☐ Specific
☐ Measurable
☐ Achievable
☐ Realistic
☐ Time-bound


	
Final checks
☐ Conclusion summarises (no new info)
☐ 10+ references, APA v7, alphabetical
☐ Appendices clearly titled and referred to
☐ Consistent font and formatting
☐ ~3000 words (±10%)



	
Should do (risk of failing if missing)
☐ Correct structure and TOC
☐ In-text citations throughout
☐ Demonstrate an understanding of the terms qualitative, quantitative, primary and secondary research
☐ Third-person writing
☐ Reflection using a recognised model
☐ Clear manager / employee / organisation sections
☐ Workplace examples linked to research
☐ PEEL used in main discussion sections


	
STRETCH (pushes marks up)
☐ Strong synthesis of multiple sources
☐ Clear explanation of data and statistics
☐ Reflection that explains why, not just what



	
Appendix B: Model Sentence Bank 
Introducing the report
· “This report examines the advantages and disadvantages of managing remotely from the perspectives of managers, employees, and organisations.”
· “The report uses academic and professional literature to create an evidence-based discussion.”



	
Using research
· “Research by X (2021) suggests that…”
· “Several studies indicate that remote working can lead to…” (Smith & Jones, 2021) 
· “This finding is significant for managers because…” (Peters & Lee, 2016)


	
Linking to practice
· “This is evident in my workplace settings where…”
· “This can be seen in my organisation…”
· “This occurred in my workplace…”


	
Being critical
· “While this approach offers benefits, it also presents challenges such as…”
· “However, this view has been questioned by…”
· “This suggests that remote management is not universally effective.”


	
Reflection starters (Kolb example)
· “I found the process of researching this assignment…”
· “One challenge I experienced was…”
· “This occurred because…”
· “As a result, I have learned that…”
· “In future assignments, I will…”




Remember, you are not expected to be perfect!

You are expected to show that you can 
· find information, understand it, apply it, and reflect on it.
If you work through this workbook in order, you are doing exactly what the assignment requires. 

2 KW/BMSK 4015/06/02/26

image2.emf
Final ly   If you complete this workbook as you go through the sessions,   you are  already doing the assignment   just in a structured, supported way.   You simply use the  information to present it in a report format.  
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