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1. Summary
The purpose of this report is to reflect on my learning of chosen topics that were covered in this Module during the two terms. This reflective assignment will demonstrate more details about reflection model using the Gibbs’ reflective cycle.

2. Introduction
As Jenny Moon [2004] mentioned, reflection is a process of analysing own experiences, unresolved issues, something that has no obvious solution.  We can learn from that thinking activity to make effective changes in planning new experiences in the future [Williams et. al 2012].  The aim of reflection is to develop awareness of what aspects, ideas can be learned about new situations and what else can be done [Moon, 2004]. By looking back on own experiences, we can develop deeper level of understanding, explore our anxieties, feelings [Cottrell, 2008]. Academic reflection helps to present critical thinking about own abilities in order to make significant improvement [Gibbs, 1988]. For higher education to accelerate learning progress, improve academic outcomes, and achieve ambitious goals, a deeper understanding of the reflective study is necessary [Cottrell, 2010]. To reflect purposefully on academic or professional related contexts, we need to consider what we do and how we do it, with a view of different perspectives and interpretations, to find a better way to improve learning and make greater understanding of it for another purpose [Moon, 2004]. 
 
3. Framework of reflection
Learning experience or practice can be analysed using phases of Graham Gibbs’ reflective cycle with emphasize the importance of emotions and feelings [Gibbs, 1988]. The Gibbs [1988] reflection model consists six stages: description of events, feelings, evaluation, analysis, conclusion, action plan. To reflect on selected topics and deepen the experience, identify educational needs, I will use Gibbs' reflection model [Gibbs, 1988].

4. Time Management
In this module, I became familiar with the Eisenhower method which helps define an activity in terms of urgency and importance. I wish I had learned this technique earlier on how to reconcile study, family, and schoolwork and how to spend my time in one of four ways.
I was extremely fascinated by how easy it is to effectively manage time using the matrix of the Eisenhower method. Ideas and tips for organizing activities have reduced my stress and being unprepared for daily duties. 
Doing daily tasks according to this principle has become my passion. On a regular basis, it made an extremely positive influence in my life. I inspired my friends and family to determine their daily activities and priorities. Only one negative side is the time involved in writing the tasks in the diagram. 
The four quadrants of the matrix have an impact to manage ourselves, also organizing tasks improve the usefulness of time [McMillan and Weyers, 2006]. Covey [2004] described that urgent, important tasks are defined as the action required now (assessments and projects deadline, pay the mortgage, buy petrol because is running low, call an ambulance for someone who got heart attack). Covey [2004] noted that the second quadrant refers to activities that are often not important but can be scheduled (find property buy to let, new business opportunity). The third one defined activity as a delegate, for example, le respond emails, make some calls [Covey, 2004]. The last one refers to activities which are unimportant and not urgent at all, such as leisure activities, book hairdressing appointment, buy new poppy [Covey, 2004]. The Author outlined that effective people avoid quadrant three and four.
By prioritizing tasks, I lead myself to perfectionism. I am focusing on the right tasks to meet targets. Good time management skills improve my quality of life. To be productive and having control of my life, it is important to follow Eisenhower's methods and stay discipline to obtain meaningful results and gain significant achievements.
To complete work with less pressure and expand my personal potential I will continue this method until the end of my human life on this beautiful planet earth. I would like to revolutionize Polish education and introduce this method for young people already studying in a primary school in my country.

5. Referencing
Before starting the course, the Harvard conventional system was unfamiliar to me. The Harvard Referencing Guide was explained in detail in the seventh week of the first term of the programme. The tutor clearly defined the importance of this unknown topic. The lecturer outlined to identify the academic papers it is necessary to write in main body of the report in-text citation and reference list in alphabetical order at the end of our work. Unfortunately. I did not follow tutor’s advice. 
I struggled with emotional complex of anxiousness, frustration, nervousness because my approach to learning was not successful. I felt guilty for not following tutor’s footsteps. I was disappointed. I could not find a faster way to complete in-text citations and reference list.
It was a difficult challenge. I left the most important part of work on deadline. Due to limitation of time I have not found all the evidence of where the academic sources came from. I did not write all in-text citations and proper reference list. On the positive side, I felt determined to submit my report on time. In fact, when filing in the in-text citations and references, allow me reading the report several times and improving grammar, punctuation, spelling, vocabulary. 
Many of aspects need to be taken into consideration when supporting new learners with academic material to improve their learning process. The Harvard referencing guide should be introduced at the start of the programme. Furthermore, there should be provided more practical classes in order to writing the appropriate format for a variety of academic sources. In addition, a range of activities, for both online and in traditional classroom settings should be provided for those who are not confident enough. It is acknowledged that a learning by practice through the various form of activities and objective feedback on performance are greatest way to improve knowledge and interpersonal skills [Morgan, 2017]. The Harvard referencing style is relatively easy, often recommended at the universities in UK [Pears and Shields, 2019]. For academic writing that do not consist a standardised reference convention, consequences such as low-grade criteria, probability of high-risk plagiarism can be expected [Butler et al. 2010; Pears and Shields, 2019]. 
After this incident, I have realized that my learning approach was not appropriate. By making changes in my attitude it could lead to successful completion before deadline without managing complex of anxiety and issues. Participation in class activities, asking many, varied questions helped me understand a basic concept of referencing system and how to avoid accusation of plagiarism. 
Main starting point is followed always lecture’s advice. An option might be the support of our university where it can be freely downloadable referencing guide at https://uwtsd.ac.uk/library/student-essentials/referencing-handbooks/ Discussing uncertain sources with the lecturer allows me to perfectly develop knowledge. Additionally, a web-based resources offers a good support for any writing conventions. A valuable idea might be to continue the practice of citing sources using the Harvard conventional system to develop accuracy and clarity. Eliminate being procrastinated. Being organized and early preparation for assessment is the best technique to achieve goals. 

6. Online Learning
I have never had experience with virtual learning before. Due to the ongoing COVID-19 pandemic, the university was forced to revolutionize the education system. Classes are compulsory via the Internet.
In the first semester, the role of accompanying emotions in the context of virtual education was disappointment, fear, irritation due to the lack of IT skills, and distraction at home. In the second semester, the course was more exciting and relaxing.
It was a challenging experience. In the past, I have not received any specialized training related to virtual education, which has limited my learning progress. I have wasted a lot of time understanding the basics computer skills required to work in the Microsoft Team, Moodle, an online library. However, the consequences of online learning exceeded my expectations. I expanded my knowledge of computer functions and digital skills. I even became the leader of group presentations twice. The possibility of studying virtually anywhere in the world was more affordable in terms of reducing travel and time costs compared to the traditional method.
By doing online group presentation allowed me to develop my leadership skills and find techniques for effective resolution of group conflict. The learning process involves the interaction between what we already know and what we are going to learn [Pritchard, 2008]. Virtual course expanded my personal potential and abilities to maintain a team without face to face interactions when my group was suffering from division. 
My attitude changed positively towards using technological devices, which resulted in the completion of the final presentation for my group in both semesters. I realized that communication process is essential between people who working in a team. I have become involved and participate well in Microsoft Team class activities.  
I will apply a wider range of strategies to support my distance learning. I will buy a new printer and scanner that will make it easier for me to complete my assignments without going to the printing shop, where I was consuming a lot of time. Furthermore, I will spend more time on self-study to systematically read relevant literature on the topics listed.

7. [bookmark: _Hlk50151614]Paraphrasing and Summarizing 
Before starting this module, it was difficult for me to distinguish paraphrasing from summarizing. After a few classes, I had basic understanding. However, in carrying out my assignments, I have practiced for the past six months, and it allows me to distinguish them now.
First of all, many feelings and thoughts circulated in my mind. I was confused when the lecturer discussed the new topic. Confusion in my head made me concentrate more on the class and pay more attention to what the lecturer was talking about.
I could not follow the lecturer's tracks in detail due to the language barrier as I never had contact with professional English teaching. At the same time, I was excited to find new approach to learning. I was not confident enough to correctly paraphrase the academic text at the start of the course. Overall, this has proven easy for me this semester. The topic of summarizing I found it relatively easy. 
Paraphrasing and summarizing text is a key academic skill required to avoid the consequences of a high plagiarism criteria [Bailey, 2011]. To paraphrase, we mean making a statement that clearly expresses the same meaning of the sources but presents it in our own words [Bailey, 2011; Pears and Shields, 2010]. To Summarize, we mean to include the main ideas, concepts from the original source [Pears and Shields, 2010]. However, this should be considered without too many details [Bailey, 2011]. 
After attending lectures, I understood the main purpose of the concept of using paraphrases and summaries in academic writing. From personal perspective I have to outline that in-class activity related to mentioned topic encouraged me for hard working with maximum effort to have full ability to improve paraphrasing and summarizing skills. When the teacher was leading the class and reading the paraphrased articles aloud, I enjoyed listening to the sounds of the academic language with proper pronunciation which motivated me to study and became a self-independent student. 
Systematically improve my skills by doing practice exercises and implementing paraphrasing techniques, such as:
· replace vocabulary with synonyms in the text,
· word class should be changed by rewriting the sentences,
· use a different word order. 
For the future, I will read articles that I need to paraphrase, I have to take important notes that cannot be forgotten. The long text should be broken down into shorter sentences. Make sure you check understanding of the interpreted sentences. 





8. Conclusion
The process of reflecting on my own experience was a deliberate action. I gained valuable skills and knowledge that were demonstrated from my personal perspective in this report. Through reflection, I realized that by introducing changes in my behaviour and attitude, I would improve my study and work conditions. Analyzing time management, I understood how to organize time effectively. I got more creative by doing paraphrasing and summarizing. Using synonyms improves my personal dictionary. The use of Harvard's reference style has already improved in my similarity in my assessments. However, online learning has a significant impact on me. I expanded my leadership talent. Overall, I am grateful for studying this module. I will continue to reflect on my personal experiences and situations.
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