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[bookmark: _Toc60605955]Introduction

This report is on reflection of my learning. I will be discussing three topics, which is Time management, Reflection and Online learning, using the Gibbs module of reflection. To do so I will reflect on what I knew before and what I have learned and what I need to work on.
[bookmark: _Toc60605956]Time Management

Time management is about having a balance in life with the measurement of time. It could be within a work setting or everyday lifestyle, learning how to manage time efficiently may assist with relaxation, control and more focused on tasks (NHS, 2020). Time management for me involves planning and organizing daily actives to achieve future goals. Before starting this course, I usually plan my day-to-day activities such as work and family life without written recording. This had its disadvantages, whereas some activities were forgotten, but when remembered, it would be too late to commence because by then; I would be too exhausted to do the activity. One factor was not included within my plan then, and it was the use of technology. The use of technology helps to monitor and keep track of time as stated by (projectsmart.co.uk, 2020).

Eisenhower Matrix was introduced to my class by the lecturer. Through research and class discussion my findings are that Dwight Eisenhower became the 34th President of the United States in (1953) he lasted until (1961). However, before being the President, he was a general in the United States Army, as the Allied Forces Supreme commander during World War II. He further went on to become NATO’s first supreme commander. During his time as commander, he had to make tough decisions constantly when deciding which task to focus on daily. Which led to the invention of the Eisenhower Method, which is Urgent-Important Method, this help to prioritize tasks by urgency and importance; as well as less urgent and important tasks then can be delegate or delete. (luxafor.com, 2020).

 By prioritizing task by urgency or importance, then they are broken down in four quadrants that has different work strategies as highlighted below:
 
Important/ Urgent - Example: this is what is important to me like my family, work, and my education.
Not urgent – Example: I forget to pay my gas bill; this is also important but not urgent because I can pay the bill the next day.
Less important /Delegate – Example: I can ask a family member to pick up my child from school.
Eliminate / Delate- Example: Me spending too much time on social media (luxafor.com, 2020).
I also came across The Pareto Principle of Time Management – this rule is amazingly simple, which state that if you can identify the problem, you then eliminate 20 percent of the cause of your problems, that affects one’s time management; the system will allow you to in the end, to find a solution for the 80 percent of those problems that you find difficult. In addition to this, he also identified the cause of slow progression for managing time effectively. The problem might be physical, for instance lack of means or resources. It can also be psychological and emotional problems such as depression or anxiety. Furthermore, he believes that once you have identified problems and time of its occurrence, you can then begin to make some key changes to your day-to-day routine. He suggests it is better to start with your morning routine as this may affect the rest of your day. “He gave an example to try to identify two 15-minute blocks of one’s time within their average day when less productivity is observed. By effectively changing the way one used those two small blocks, time in theory according to Pareto principle should be able to increase one’s personal productivity by up to 80 percent” (Tardi C, 20 -05-25).

 I find learning about both method of time management extremely useful and that by applying what I know before to what I have recently learned; to both my academic and work life, I have managed to accomplish my “to do” list in less time and still have time for myself,

[bookmark: _Toc60605957]Reflection
Reflection is about carefully thinking from a previous engagement on what went well or what could be improved. This process facilitates decision making and critical thinking which can sometimes be simple or difficult in arriving at a reasonable decision (SkillsGuide, 2020). This allows me to make improvement in every aspect of my life by correcting mistakes made.  The most useful reflection requires conscious consideration and analysis of beliefs and actions for the purpose of learning. This provides the brain an opportunity to pause amid the chaos, to unravel and sort through observations and experiences, ponder various possible interpretations, and create meaning. “According to Porter J (2017) meaning becomes learning, which can then inform future mindsets and actions. This is critical to ongoing growth and development.” (Harvard Business Review, 2020).

Gibbs and Kolb method apply in dept approach in relation to reflection. Gibbs reflective cycle developed by Graham Gibbs in 1988 to give structure to learning from experience. According to Gibbs, “it is simply not sufficient to possess a learning experience without having a reflection on the experience or it may not be remembered, or its learning potential could be gone” Mmu.ac.uk (2018). “They further stated that from feelings and thoughts emergent from this reflection, that generalisations or concepts can be generated, and it is generalisation that will enable a new situation to be dealt with efficiently” (mmu.ac.uk 2018)                                                                              
Gibbs presents a framework designed for researching experiences, and given its frequent nature, it provides itself remarkably well to recurring occurrences, permitting one self-develop from issues that either went well or did not go properly applying its 6 stages, as laid out below.

Description:
What happen? –  Example: I trip on a shoe that was left on the floor at the top of the stairs and I fell down the stairs because I was distracted whilst walking towards the star case.
Feelings:  
What were your reactions and feelings? – Example: I felt scared and in pain from the fall and I began to think that I may have broken or fractured a body limb. 
Evaluation:
What was bad and good about the experience? – Example: My leg is badly hurt from the fall, but I am happy the hurt was not life changing.

Analysis:
What sense can you make of the situation? – Example: my leg is not broken just swollen. Therefore, I may be back on my feet in a couple of days if no internal damage is highlighted after a medical assessment. 
Conclusions: 
What else could I have done? Example: I should have done a risk assessment of the environment before going down the stairs.
Personal action plans:
If it were to happen, again what would you do?  Example: I would probably look before I attempt to go down the stairs and not getting myself distracted at such a dangerous area.

Kolb’s Cycle was published before the Gibbs Cycle and in (1984), David A Kolb published his conception in “Experiential Learning: Experience as the source of Learning and Development” (Fiechter K 2020). Kolb’s approach combines achievable, behavioural learning theories to generate learning cycle that will values development and the continuing nature of gaining knowledge. The Kolb learning cycle listed below, represented by four stages through which the learner repeatedly progresses (Fiechter K 2020).         
                                                                      
Concrete Experience – Doing or having experience – Example: I am learning to ride a motor bike for the first time.
Reflective Observation – Reviewing/ reflecting on the experience- Example: I am scared and excited at the same time riding a motor bike for the first time as I am not used to the balancing method for this device.
Abstract Conceptualisation -concluding / learning from the experience – Example: Riding a bike for the first time let me feel liberated it gave me a sense of freedom, at the same time realising that anything is possible.
Active Experimentation – planning/ trying out you have learned – Example: Before my next motor bike lesson I will go over my notes from the instructor and do my research like watching videos from other instructors so that I would be mentally prepared for my next lesson. (bangor.ac.uk, 2020).


By me reflecting on what happened, I have learned and gain knowledge on how to manoeuvre myself next time. I realised that I was doing too many things at a time, and that my concentration was not on where I was walking. By my reflecting on my actions, this will help to improve my functional skills based on my experience. (SimplyPcychology, 2020).
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Before the pandemic, online experiences were dominated mainly by shopping activities. In an ever-increasing drive to be connected, the world needs to be more knowledgeable to accomplish the full potentials of the internet. Also, before the pandemic, only a few universities or schools offered online or distance learning. Following the recent pandemic all education facility was closed and this include primary, secondary, college and universities. Educator had to change the way they deliver lesson to their students. Before this pandemic, like most people, I would never think much about online learning because being in a classroom was the norm, these traditional learning has been replaced because of the pandemic (World Economic Forum, 2020).
The World Economic Forum The World Economic Forum
There are several reasons why online platforms have become a popular form of distance learning in higher education today. The online environment offers exceptional opportunities for people who have limited access to education, as well as a new model for professors who are self-motivated to experiment with new ideas. The key benefit of online learning is that it allows students to participate in high quality learning situation when physical interactive studies are not available, or when distance or scheduled meetings make it impossible to attend. Students can partake in classes from anywhere in the world, if they have access to a computer, tablet, smart phone, and internet. Online – distance learning offers physically challenged student the freedom and comfort of being in their home while studying. Online studies may also be an advantage for students with disabilities applying for college or university, this can be stressful for a physically challenged person, because campus may lack accommodating facilities for their needs. For example, wheelchair access or bathroom for students with disability (University of Illinois, 2020).

There is a downside to online learning, as it has been reported that a percentage of students struggle to stay focus on the screen for long periods of time. Studies reveals that staring at the screen for long period can cause our eyes to hurt and gives a feel tired and sleepiness. I find it difficult sometimes to access online learning because of my limited ICT ability or appropriate equipment to log on to lessons. This has been one of my challenges and it has caused me to miss earlier lessons at the start of my studies which lead me to borrow from a friend (Gautam Priyanka, 2020). 
Educators also find online teaching effective as it uses different platform to deliver their classes. The most commonly ones used are Microsoft teams and Zoom. Microsoft Teams offers all the convenience of a traditional classroom without having to sit in traffic and endure long commute. Instead, it brings the classroom right to your home or wherever you are. Microsoft Teams is a digital pivot, that generates conversations, content, assignments, and other apps together in one place. Allowing professors to create vibrant learning environments, to construct collaborative classrooms, connect in a specialized learning community. Within Teams, teachers can quickly communicate with students, share files and websites, create a OneNote Class Notebook distribute plus grade assignments as well as give feedback. Likewise, students can have group meet for group project. Student access Microsoft Teams by using their university student email address and password.  (Microsoft, 2020).

Zoom is a platform educator used to deliver lesson to their students. Zoom is mainly used by primary and secondary schools. Zoom can be used on multiple devices, such as laptops, desktops, tablets, smartphones, and even desk phones given students the opportunities and flexibility to access the class session. (Harvard University,2020).

Microsoft team’s platform I will continue to use during my academic and work life to stay connected with my colleagues until the pandemic subsides. 

[bookmark: _Toc60605959]Conclusion 
After reflecting on Gibb’s and Kolb’s method of time management, it has stimulated me to be more organise in my personal and academic life to achieve my goal whether short- or long-term goals.
Reflection is the backbone to gain success in anything we do, we firstly need to make improvement based on off first-hand knowledge of situations as this allows us to adjust and make decisions to move forward in life.  
Online learning -Distant learning is a new platform for many people including myself. Using Microsoft Teams gave me the feeling of a classroom settings. though it might not be traditional; but the way the lessons are been delivered and the participation of students expresses a classroom feeling. Also, online learning has attracted working professionals to develop their continuous professional development (CPD); it is also convenient with most working shift and those returning to work.  
 



   
[bookmark: _Toc60605960]                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               Reference

bangor.ac.uk (2020). Reflective Observation (reviewing / reflecting on the experience). Available at https://www.bangor.ac.uk/celt/pgcert/documents/Reflectivecycle.pdf [Accessed 29/11/2020]

Fiecher Kyle (2020). Differences Between Gibbs and Kolb Cycles. Available at https://www.ehow.co.uk/info_7874336_differences-between-gibbs-kolb-cycles-html    [Accessed20/11/2020]

Harvard.service-now.com. In – depth Guide: using Zoom to teach online class sessions. Available online at https://harvard.service-now.com/ithelp?id=kb_article&sys_id=4c3290f6db5b8045430ed1dca4896197f [access29/11/2020]

[bookmark: _Toc60605961]Harvard Business Review (2020). Why You Should Make Time for Self-Reflection (Even If You Hate Doing It). Available online at https://hbr.org/2017/03/why-you-should-make-time-for-self-reflection-even-if-you-hate-doing-it [Accessed 29/11/2020]

[bookmark: _Toc60605962]luxafor.com (2020). The Eisenhower Matrix is the answer to time and task management issues caused by bad prioritizing. Available online at; https://luxafor.com/the-eisenhower-matrix/[Acessed24.11.2020]

Microsoft (2020). Get started with Microsoft Teams for remote learning. Available online at: https://doc.microsoft.com/en-us/microsoftteams/remote-learning-edu [access28/11/2020] 

Mmu.ac.uk (2018) Applying the Gibbs Reflection Model-2018.Available online at: https://mmu.ac.uk/media/mmuacuk/content/document/careers/Appling-the-Gibbs-Model-2018.pdf. [Accessed14 /11/2020]

NHS (2020). Easy time-management tips. Available at https://www.nhs.uk/conditions/stress-anxiety-depression/time-management-tips/ [Acessed24.11.2020] 

[bookmark: _Toc60605963]projectsmart.co.uk (2020). 10 TIPS FOR MANAGING TIME EFFECTIVELY. Available at 
https://www.projectsmart.co.uk/10-tips-for-managing-time-effectively.php [Acessed24.11.2020] 


[bookmark: _Toc60605964][bookmark: _Hlk57138274]Projectsmart.co.uk (2020). 10 TIPS FOR MANAGING TIME EFFECTIVELY. Available online at: https://www.projectsmart.co.uk/10-tips-for-managing-time-effectively.php [Acessed24.11.2020] 

Simply Psychology (2020). Available at https://www.simplypsychology.org/learning-kolb.html [Accessed14 /11/2020]

[bookmark: _Toc60605965]Skills Guide, 2020). What is reflection? Why do it? Available at https://libguides.hull.ac.uk/reflectivewriting/reflection1a [Accessed 29/11/2020]

Tardi, C. (20-05-25). 80 - 20 Rule. Investopeddia Available onlineat:.https://www.investopedia.com/terms/1/80-20rule.asp#:~:text=The%2080%2D20%20rule%2C%20also,and%20make%20them%20the%20priority.
University of Illinois, (2020). Strengths and Weaknesses of Online Learning. Available at www.uis.edu/ion/resources/tutorials/online-education-overview/strenths-and -weakness/[access28/11/2020]

University of Puget Sound (2020). Kolb’s Learning Cycle. Available at https://www.pugetsound.edu/academics/experiential/create-experiential-learning-opportunities/available-resources/creating-critical-reflection-assignments/design-models/kolbs-learning-cycle/ [Accessed 24/11/2020]

World Economic Forum (2020). The COVID-19 pandemic has changed education forever. This is how. Available at https://www.weforum.org/agenda/2020/04/coronavirus-education-global-covid19-online-digital-learning/ [29/11/2020]

2 | Page

