REFLECTION 2.
INTRODUCTION.
I will be using the Gibbs Model of Reflective practice (University of Cambridge, 2024) that can help inform and evaluate my own practice and any future interactions.  
Description : Within the virtual Cancer Prehabilitation service I started work in the morning and found that admin was off work due to staff sickness and we had another therapy assistant off work also.  We had triage meeting and due to staff shortage I had to complete admin tasks as well as my normal workload and plan my day.  I managed to get most of my own scheduled meetings but struggled with managing getting the referrals on and found that I was checking e-mails and had not put the patients on the system and admin tasks took a lot longer than they should.  This affected the service as it slowed down contacts to new patients and I wanted things to run more smoothly.
Feelings: I felt quite stressed to begin with and felt that I may not be able to manage.  I wanted to feel more supportive towards my colleagues and be able to manage my own tasks competently.  Afterwards I felt that I needed more information on prioritising tasks.  
Evaluation : The things that went well was that I was able to manage the workload when I had put together more of a plan in my diary on how I was going to structure tasks and this could have prevented me from feeling so stressed to begin with over the workload and I was then able to prioritise tasks better. It also helped that I communicated to my colleagues in our triage meeting in the morning as this was vital to organise my tasks.  What did not go as well is I felt that my knowledge could have been better on how to use certain systems and of how admin achieved their goals throughout the day to meet and prioritise patients initial calls and I could have been faster with this with some prior knowledge.  I found this quite difficult as being in a virtual service was quite new to me.
Analysis : Due to the circumstances I am aware that I often feel I want to complete all my jobs before the end of the day and many could have been left until the day after, such as looking at who to contact and who had the potential to have the most time with the prehab service.  I feel that my planning could be better organised and knowing when to do which tasks such as checking emails can be placed at the end of the day.  As noted by the Ewbank et al (2021) admin systems are important to the quality of patient experience and making these as streamlined as possible for all staff can be important to support staff and patients.  Therefore this gave me the opportunity to analyse how these systems can work for everyone and look at aspects that can make the role easier for anyone to carry out when needed. 
Conclusion : I think that this has made me more aware of many more aspects of the service which I had not previously known and gave me the opportunity to have a wider scope to my practice.  The more information I have from communicating with our admin and learning from them how they complete tasks throughout their day and schedule them in then this can support me to become more competent if this circumstance should arise again and also improves my knowledge of the overall service and competency.  It also helped me to reach out more to my colleagues throughout the day and working in a virtual service I feel this is vital to make sure the day runs smoothly, improves communication and gives opportunity for the whole team to look at improvements.
Action Plan : I now communicate more often with our admin and schedule in tasks when I am unsure to go through with them by linking on Teams. This helps to support my colleagues and the patients that we work with and myself to be a better and more adaptive healthcare professional.  It has also lead to us discussing and reorganising some of the shared files to include a system that is easier for everyone to recognise when a referral comes in and had the questionnaire back and this prevents it getting mixed up with shared initial contacts therefore also supporting ease of use for all within the service.  Scheduling in vital time throughout the day to discuss with colleagues and understanding how important communication is throughout the day can help me to always know when I am on the right track. 
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