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1. [bookmark: _Toc419303684][bookmark: _GoBack]


2. [bookmark: _Toc496043657]eXECUTIVE sUMMARY

An executive summary is a one page overview of what is contained within your document. This should be the last part of the document that you write.

The executive summary is more than just a sign post of what is contained within the document. i.e. it is not sufficient to say that you will discuss certain things within the report, you need to provide an actual summary of what the report has found. 

Typically, the following would be expected in the executive summary:

· Outline of the purpose / remit of the report
· Brief Background information
· What are the findings of the report
· What are the conclusions
· What are the recommendations

For this report, I expect to see the following in the exec summary

· Outline of the purpose / remit of the report
· Context of your project
· Some of the key messages from the masterclasses
· Major ways the masterclasses influenced your project
· Major ways the masterclasses influenced your personal learning and development
· Any important information that it would be essential for the reader to know.

Please note, executive summaries are not included in your overall word count


USE HEADERS TO SHOW WHICH SECTION OF CHAPTER YOU ARE IN. I.E EXEC SUMMARY


CHAPTER 1 – ABSTRACT
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3. [bookmark: _Toc496043658]Introduction

Make good use of heading and subheadings to enhance the fluency and structure of your report. 

3.1 [bookmark: _Toc496043659]Report Remit

You need to imagine that the person who is reading this report is not the lecturer, but that it is written for an uninitiated (yet professional) audience. Therefore you need to state what the report is seeking to achieve here.
 
3.2 Brief background on your project

Just a quick high level overview to provide some context for the rest of the report

3.3 Models of reflection

Use this section to explain the model/s of reflection you will be using to describe the experiences you have had during the project. This will be a pretty straightforward section and will be a chance for you to start building up evidence of appropriate use of research informed literature. Explain and apply a minimum of one of the models of reflection, though you could use two if you want. Some of the options available to you are:

· Driscoll (1994) three staged model
· Gibbs (1988) reflective cycle
· Cottrell (2010) Core Prompt Model
· Kolb (1984) Experimental Learning model

Make sure you include a diagram of the module for completeness and to provide context for your discussion:

[image: Image result for what so what now what]
[bookmark: _Toc505857148]Figure 2‑1 - Make sure to insert captions with appropriate sources

3.4 Masterclass Sessions

Explain the context of the masterclass sessions.

Identify the primary themes of the masterclasses that have had an impact on your project performance as well as your personal learning and development. This should set up the main headline elements that will be discussed in more detail in the proceeding sections of the report. This is also where you can start to build up the literature in this section. If you developed skills in time management, entrepreneurship, project management etc, there will be a significant body of literature you can engage with to back up your points. Don’t simply state, “this is the skill I learned” – ground it in the broader literature – should have shown development from the first assignment in terms of your breadth of reading and engagement in the literature. 

3.5 Influence of Masterclasses on the Project

This section should deal directly with the impact of the masterclasses on the implementation of the project, where possible applying one of the models of reflection. Again, make sure you are using credible literature to back up your points – will be harsher on open source and weak sources for this assignment. 

Conclude this section with information on how you would improve the performance of the project in the future. Again, use the literature. If you struggled to communicate as a team, there will be literature to support your position and help you improve in the future. 

3.6 Influence of the masterclasses on personal learning & development

This will follow the same format as the previous sub section, but will concentrate on how you have developed personally (again using the modules and drawing on the experiences in the masterclasses.) Plan for the future is needed here also, how you are going to develop your strengths and mitigate your weaknesses

3.7 [bookmark: _Toc496043664]Conclusion
This can be a very brief summation of your document. No new information

GENERAL NOTES

Once you have a report template you are happy with, keep a copy of it, it will make things a lot easier in the future (I have no problem with you using this one)

GET FEEDBACK BEFORE SUBMISSION – ASK QUESTIONS

Self reflection exercises are often tougher than you would imagine. Try and be honest, candid and details. Don’t be afraid to criticise yourself – make sure you demonstrate a clear plan for the future. Begin this process as soon as possible and seek feedback. 

Please use 1.5 or 2.0 spacing, much easier for me to give you detailed feedback.

SECTION 1


INTRODUCTION


4. [bookmark: _Toc305165507]
5. [bookmark: _Toc496043665]References

Make sure you include a reference section, this will be using the Harvard referencing system, which we will go through in next week’s lecture. Below are a small number of examples, just to give you a flavour of what the referencing format looks like. Would expect to see a minimum of 20 credible references for this report
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