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1. Introduction 

The purpose of this report is to discuss three different topics including reflection models, time management and referencing and reflect on my personal experiences with their application and usage in academic and personal circumstances.

Queen Margaret University (2014) describes reflection as a thought process that people go through to understand their feelings or situations they have experienced. Its usage is very useful both in academic and personal life because it helps understanding situations that we find difficult or hard. Reflective writing wants us to showcase our experiences and evaluate them using different methods. 

According to the University of Edinburgh (2020) one of the most popular reflection methods was developed by Graham Gibbs in 1988. This method is called Gibbs’ Reflective cycle model. It helps us to understand our experiences and make better decisions in the future using a range of questions that guide us through what we have experienced. I wanted to use this method to analyse my experiences with the topics I chose because it covers more stages than some of the other methods that will be covered in the report.

2. Analysis of reflection model

There have been many theorists studying reflective methods but some of the most popular ones are Kolb’s learning styles and experiential learning cycle model and Gibbs’ Reflective Cycle model. McLeod (2017) states that David Kolb published his method called Kolb’s learning styles model in 1984 and used it to develop experiential learning cycle model. Kolb’s experiential learning cycle contains four stages that help its users understand their situations. The four stages include concrete experience which is the situation that someone reflects on, reflective observation mean reviewing the event, abstract conceptualisation is the conclusion stage and lesson learned from the experience, and the last stage is active experimentation which is a plan if the situation happens again and application of what the user learned from it. 

The reflective method I decided to use is Gibbs’ reflective cycle model. Unlike Kolb’s method, University of Edinburgh (2020) states that Gibbs’ model contains 6 different stages, each including a set of question that guides its user to understand situations deeper. The first stage is description which is where we describe the events, their participants, locations and what happened exactly. The second stage is feelings which helps in understanding our feelings before, after and throughout the event and what other people were feeling or thinking. Evaluation, the third stage discusses good and bad about the situation, what went well and what was wrong. The fourth stage, analysis helps to understand why something went well or why it didn’t, this is the stage where people make sense of the situation. Conclusion, the fifth stage is what the user learned from the situation and what skills they need in the future. The sixth and last stage is action plan, which discusses what the user would do if the event happened again and how to apply the learned skills. 

Using Gibb’s reflective cycle model, I will reflect on my experiences using the two reflective models. As we learned about both Kolb and Gibbs’ method, I tried to use both, applying them on a certain situation, but Kolb’s cycle model contains four stages, and I didn’t feel it was enough for me to analyse a situation in only those stages that’s why I decided to choose Gibbs’ method. 

Description
The first time when we learned about reflection, I thought it was very hard to understand. Sewell (2021) states that reflection is a process that we do every day, where we are talking about our experiences with someone or thinking about what happened that day and as everyone, I do the same every day too when I think back on a situation or a conversation, I had with someone. But it is hard to understand reflection when it’s not a natural thought process, but I have to apply a learned method to understand the events around me. 

Feelings
I was confused at first, because I didn’t know there were different models that I could use to reflect on my experiences, and they looked difficult at first sight.

Evaluation
I think it’s good that I am reading more about reflection, Kolb’s and Gibbs’ reflection cycles because I started to understand how to apply it and it’s becoming easier to write about it. The more I read the questions and try to use it on a situation that happened to me, it’s becoming easier. But I know I could have practiced more, because now it takes more time to understand. 

Analysis
I think one of the reasons why it’s easier now is because I read many different articles and they help me understand the questions I have to use and ask myself as I am thinking back on how I used reflection models. But because I didn’t spend a longer time on researching and reading more articles it takes more time now to reflect.

Conclusion
I learned that I shouldn’t leave important tasks for later because I don’t have enough time to work on them and do research well. If I spent more time working on how to use reflection and how to apply them, I would have been faster about writing my report. 

Action plan
In the future I have to make sure that I manage my time better and work on how to organise my time. According to Mindtools (2009) if I leave my tasks for the last minute it will result in poor quality of work, late submissions and deadlines, stress and as per my personal experience it can earn a lower grade for me. 

3. Analysis of time management 

Time management is a topic that I am struggling with and as I mentioned under the reflection section, I find it difficult to manage my time. According to Doyle (2019) time management is important both in our personal life and in our career, because it shows productivity and the skills that employees are looking for. 

According to the Cambridge English Dictionary (2020) time management is the effective usage of the time available. To manage time better Dierdorff (2020) says that some skills are necessary to learn. These skills include self-awareness such as understanding when someone is more productive, measuring effectiveness, evaluating urgency and importance, prioritising tasks, scheduling and setting clear goals. 

Bast (2016) explains that many techniques were developed to manage our time better, such as Pomodoro technique, which breaks up our time and forces us to stop procrastinating for a period of time, the Cornell method which helps in taking notes effectively, and there are many different options such as using to-do lists and personal diaries, scheduling time better, but the most widely used model in academic learning is the Eisenhower matrix which was developed by Dwight Eisenhower who was the 34th president of the United States. The Eisenhower matrix contains four boxes, each with a different title such as urgent and important, Important but not urgent, urgent but not important and not urgent and not important. These four squares help prioritising tasks and help develop time management skills. 

Description
As soon as we learned about time management, I knew I wanted to try this method because sometimes it’s very difficult for me to manage my time well. I work, I study, and I have a family and sometimes it’s hard to see what tasks are more important or more urgent. At first, I took a paper and draw up the matrix and listed some tasks that I knew I had that day. I found it hard, because in some cases I didn’t know what was urgent enough or important enough when I had to do very similar tasks. 

Feelings
I personally liked using the Eisenhower matrix because I had control over my time, but it was also confusing sometimes because I’m not used to writing down every task I have to do on a day. It was strange that I spent 10-15 minutes drawing and writing, because that time I knew I could spend with something else. 

Evaluation
I think if I use the matrix for a longer time and I get used to it, it will be easier, but for trying once and twice it’s difficult because it’s not something I do regularly or every day. I think the matrix is a very good idea, but if I want to use it, I need to do it every day to get used to it, because it’s very different from writing down a to do-list. 

Analysis
The matrix is a very good method, but difficult to use, I think. Sometimes I find it hard to see which tasks belong where. Scroggs (n.d.) explains that the easiest way to understand how to categorise our tasks is to understand them. Urgent and important is something with clear deadlines and serious consequences. Important but not urgent is what people usually procrastinate on because they don’t have deadline, but they bring us closer to a set goal. Not important but urgent is a busy working environment, where things need to be done. Not important and not urgent are the tasks that are distracting, because they are usually for our own entertainment. 

Conclusion
In conclusion I liked to use the matrix, but I think I need more time to learn it and it’s not easy to use, which makes me feel like I am losing more time with using it. But I started to work on to-do lists now and they maybe not as effective as the matrix, but for me they are easier to use.

Action plan
I know myself and I know that time management is hard for me, but I think now that I started working on to-do lists and prioritising my tasks, I started to understand what I have to do first, such as assignments and job-related tasks and then I can concentrate on more relaxing things such as reading a book or watching tv. 

4. Analysis of referencing 

Referencing is part of our daily life even if we don’t know, but it’s most important in academic learning. According to the University of Sheffield (2021) referencing is a method that helps us understand other’s work and give acknowledgment to the original authors. This helps building on the knowledge that someone already has. Every higher education institute has different referencing style that the school requires from students to use, and it is important to avoid plagiarism. University of Oxford (2019) says that plagiarism is using someone else’s work and ideas and presenting them as your own and it’s a disciplinary offence. 



Description
In our University we are using Harvard referencing style. When I first saw the guide, I thought it was very difficult and after reading the list of references repeatedly, I still didn’t completely understand. It’s very important, because using other’s ideas is wrong, but the style of the referencing is very difficult. I started searching online to understand better, but I found different Harvard referencing styles in different universities, so I knew I had to keep practising from the guide my university gave me.

Feelings
I felt very confused. I understood that the author, the date, the title and the availability were important, I didn’t find difficulty in that. But using brackets and dots and commas confused me because there is different usage of them in referencing a book and in a blog online. This made it very difficult for me.

Evaluation
Referencing is very important, and I understand I have to learn it well, because I have to list all the authors, theorists that I used for my report to show that they were not my ideas. 

Analysis
If I keep practicing referencing, it will be easier for me, because practice always helps. Using the guide helps me a lot and I can always look at it when I’m not sure.

Conclusion
Referencing is a necessity because it’s wrong to use someone’s idea as our own and it’s a punishable offence. It’s very important to use references correctly because wrong references also take points from the assignments. 

Action plan
Practicing and using the referencing guide that the university gave us is the best idea to do the best in referencing and the most important part is that using someone’s idea as our own is wrong and an offence. 

5. Conclusion 

In conclusion I chose reflection, time management and references because these topics are difficult for me, but very important in our personal and academic life. Gibbs’ model helped me to understand situations deeper than Kolb’s method, because it has more questions. Eisenhower’s matrix helped me manage my time better, but I found it difficult to use and I chose to-do lists instead. Referencing is very helpful because it stops me and other students from using someone else’s idea as our own and they help us learn more with using other people’s work. It’s important for me to improve myself in all three topics. 
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