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WRITTEN REPORT – FULL PLANNING DOCUMENT: DO NOT SUBMIT THIS DOCUMENT! FOR PLANNING PURPOSES ONLY
Important Reminders:
- This is NOT a personal reflection.
- Do NOT use personal pronouns (no I, me, my, we, you).
- Do NOT use bullet points in the final report.
- All writing must be in full, clear, linked sentences.
- Use TEEL in all body paragraphs (Sections 1.2, 1.3, 1.4).
- Do NOT use TEEL in the Introduction or Conclusion.
1.1 INTRODUCTION – PLANNING SPACE (~100 words)
Purpose: Introduce the role, explain the aim of the report, and outline what will be covered.

Broad Opening Statement:
Write a general statement about the importance of roles in health and social care.
Planning notes:


Identify the Role:
What role is the report about?
Planning notes:





Report Objective:
What is the purpose of the report? What will it show or explain?
Planning notes:




Report Outline:
What will each section of the report include?
Planning notes:

1.2 DESCRIPTION & BACKGROUND OF YOUR ROLE (200 words)
Purpose: Explain the importance of your role in health and social care and describe what the role involves.
You must use TEEL for each paragraph.

Paragraph 1 (TEEL) — Duties of the Role
Which duties does this role involve? Why do they matter?
T – Topic sentence: Introduce the focus of the paragraph (duties of the role).
E – Evidence/Explanation: Describe the key duties and responsibilities.
E – Example: Give a realistic example of a duty being carried out.
L – Link: Connect to why these duties are important in health and social care.
Planning notes:





Paragraph 2 (TEEL) — Skills Needed for the Role
Which skills are needed? Why are they important?
T – Topic sentence: Introduce the essential skills required.
E – Evidence/Explanation: Explain each skill briefly and why it matters.
E – Example: Provide a realistic example of the skills used in your chosen role.
L – Link: Connect to the role’s importance in health and social care.
Planning notes:





1.3 SKILLS NEEDED FOR YOUR ROLE (400 words)
Purpose: Explain the three most important skills for your role and their importance.
Use TEEL for each skill paragraph AND for the consequences paragraph.

Skill 1 Paragraph (TEEL)
Which skill? Why is it important?
T – Topic sentence: Identify the skill and state why it is important.
E – Evidence/Explanation: Explain how this skill supports effective practice.
E – Example: Provide a realistic example showing the skill used in your role.
L – Link: Connect back to the importance of the skill in health and social care.
Planning notes:



Skill 2 Paragraph (TEEL)
Which skill? Why is it important?
T – Topic sentence: Identify the skill and state why it is important.
E – Evidence/Explanation: Explain how this skill supports effective practice.
E – Example: Provide a realistic example showing the skill used in your role.
L – Link: Connect back to the importance of the skill in health and social care.
Planning notes:





Skill 3 Paragraph (TEEL)
Which skill? Why is it important?
T – Topic sentence: Identify the skill and state why it is important.
E – Evidence/Explanation: Explain how this skill supports effective practice.
E – Example: Provide a realistic example showing the skill used in your role.
L – Link: Connect back to the importance of the skill in health and social care.
Planning notes:





Consequences Paragraph (TEEL)
What happens if staff do NOT have these skills? Why does it matter?
T – Topic sentence: Introduce the issue of lacking these skills.
E – Evidence/Explanation: Explain potential negative outcomes for staff, patients, and workplace quality.
E – Example: Provide real or realistic examples of problems that may occur.
L – Link: Reinforce why these skills must be developed.
Planning notes:




1.4 STRATEGIES TO IMPROVE THE SKILLS (400 words)
Purpose: Explain how each skill can be improved.
Use TEEL for each strategy paragraph.

Strategy for Skill 1 (TEEL)
Which strategy improves this skill? Why is it effective?
T – Topic sentence: Introduce the strategy.
E – Evidence/Explanation: Explain how it works.
E – Example: Provide a realistic example of the strategy in action.
L – Link: Connect back to why improving this skill is important.
Planning notes:





Strategy for Skill 2 (TEEL)
Which strategy improves this skill? Why is it effective?
T – Topic sentence: Introduce the strategy.
E – Evidence/Explanation: Explain how it works.
E – Example: Provide a realistic example.
L – Link: Connect to the importance of this skill.
Planning notes:




Strategy for Skill 3 (TEEL)
Which strategy improves this skill? Why is it effective?
T – Topic sentence: Introduce the strategy.
E – Evidence/Explanation: Explain how it works.
E – Example: Provide an example.
L – Link: Connect to why the skill must be developed.
Planning notes:





1.5 CONCLUSION – PLANNING SPACE (~100 words)
Purpose: Summarise the overall importance of the topic.
No TEEL. No new information.

Summary of Main Points:
What were the key ideas discussed?
Planning notes:




Final General Statement:
What broader comment can you make about the importance of professional roles and strong skills in health and social care?
Planning notes:




