REFLECTIVE REPORT
Topic 1: TIME MANAGEMENT
INTRODUCTION

DEFINING TIME MANAGEMENT
Time management is seen as a necessary skill for people at all stages and in all fields. Effective time management entails determining what a person wants to accomplish and how he should go about achieving it (Kapur, 2018). Ideal management comprises a reduction in stress and anxiety, an increase in leisure, a higher sense of happiness, and a greater sense of accomplishment and achievement. It is a technique for scheduling your available time and limiting how much time you spend on certain activities (Juneja, 2015). Some individuals have a better time managing their time than others, but everyone can acquire habits that will help them manage their time more effectively. Time management is the process of managing time so that the appropriate amount of time is devoted to the appropriate task. Individuals who use effective time management may allocate certain time slots to tasks based on their relevance. Because time is always finite, time management requires making the optimal use of it (Kapur, 2018).


METHODS IN TIME MANAGEMENT
These methods help one to achieve and attain to an effective time management;
· Planning Effectively - One should make a strategy for his or her goals, objectives, and duties that he or she will be required to execute within a certain time frame. For example, if a student needs to work on a project, he or she must focus on it even if other activities, such as gaming, can be postponed; thus, it is critical to plan tasks and goals. An individual must be proactive and be ready to confront and deal with obstacles (Kapur, 2018).
· Effectively organizing – An individual should set goals and objectives so that he or she would accomplish. Targets should be set so that there will be direction for great efficiency (Kapur, 2018)
· Collaborating/Teamwork - Verbal collaboration, as well as asking for help, direction, or assistance from the elderly, co-workers, or colleagues, is critical in carrying out one's commitments and tasks. Collaborating, asking for ideas, opinions, and suggestions from others are all very successful problem-solving techniques (Kapur, 2018)
· Directing - People that are optimistic toward themselves do things such as rewarding themselves with pleasure activities. They also try harder and are driven to be positive towards themselves, which is something that everyone should strive for (Kapur, 2018).
· [bookmark: _Hlk89879117]Conducting an Evaluation - It is necessary for a person to conduct a review and assess himself in terms of his productivity, mentality, and conduct in order to identify and improve his own deficiencies. It requires that he identify defects and inconsistencies. This is accomplished via the review process (Kapur, 2018).

WHY TIME MANAGEMENT IS NECESSARY?
Time management is a skill that everyone can master, regardless of status. An individual can accomplish time management successfully by setting priorities; critical tasks should be completed first, while less critical tasks may be postponed (Kapur, 2018). Time management helps one avoid getting behind in work and studies. Managing your time well does not entail working all night to meet deadlines. It actually means you spend the time that you have well, work efficiently, and sleep regularly.

GRAHAM GIBB’S REFLECTIVE MODEL
The "Reflective Cycle" developed by Graham Gibbs was originally presented in 1988. It seeks to organize learning via the examination of experiences, and it enables you to plan and learn from both those experiences that went well and the ones that was flawed. Initially, this model was developed for nursing. Since then, it has gained widespread acceptance across a broad range of fields. It is composed of six fundamental components: descriptions; feelings; evaluation; analysis; a conclusion; and an action plan (Gibbs, 2013)



THE GIBB’S REFLECTIVE CYCLE (Gibbs, 2013)
Description


Feelings
Action Plan
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Reflection on Time Management/Organising Studies using Gibb’s reflective cycle

Description
When we create goals and objectives for ourselves, effectively managing our time becomes critical to accomplishing those goals. It is the attainment of objectives that necessitates the use of time management techniques. Because I am pursuing my nursing degree, I have a plethora of schedules to contend with on a daily basis, which may be exhausting. As a result, I must effectively manage my time in order to be productive throughout the day. Because of the demanding nature of the nursing profession, every nurse professional must learn to manage his or her time effectively. The need of efficient time management has been clear to me as a result of my extensive learning on the subject of time management over the term. Time management was not my strong suit, and I was frequently behind on the assignments that were assigned to me due to my poor time management. Even though I had a slew of academic assignments to do, I enjoyed watching movies and playing video games in the evenings. Consequently, I was less efficient in any developing activity and was mostly unproductive in the process. The funny thing was that I was aware of the need to manage my time well, and so I would set goals and create a to-do list, but I would only do a fraction of those tasks. The situation was that my grades began to deteriorate, and
Feelings
I began to feel a pang of remorse about what I was doing. I'd be sitting in front of the television watching movies and feeling bad and useless about my academic productivity. Attending lectures and taking notes was one thing; returning home and throwing the notes away was another. I carried on in this manner until the guilty sensation began to erupt from my thoughts. Furthermore, I developed a strong apprehension about exams and tests since I knew I would be underprepared most of the time. Additionally, I believed that, instead of staying all night watching movies and playing, I would spend all those hours learning and focusing on my studies. I felt that strategy could raise my grades. But unfortunately, I began sleeping in class and feeling tired during the day. That method didn’t work for me.
Evaluation
I began asking myself questions relating to the state of my academics. How I would take bold steps to achieve a significant academic progress for the next term. One thing about me is that, I am mostly passion driven, and so when I build passion for something, I stand a high chance of achieving the goals and objectives I set for it. So, I began watching videos and reading articles on the importance of time management, even, the significance of time management for nurses. Fortunate for me, I was introduced to the topic of time management for in this academic term. I made commitments to actively engage myself in this topic for the transformation I wanted. After a while, I began realizing that I could more academically when I set goals and objectives, and allocate time for each one. I made efforts to follow all my to-do list and limit the time-wasting activities. As a result, my grades were rising up significantly, and I was progressing academically. When I organised my activities, and managed my time well, whilst having quality sleep, I started approaching every duty with confidence because I was always ahead of time.

Analysis
I believe that the normal behaviour of many students, where they may 'burn the night candle' and spend the whole night reading and studying while not getting a good night's sleep, is not beneficial for everyone. When I used this strategy, things turned out worse. I feel that getting enough high-quality sleep is one of the most important factors that allows me to be proactive and complete all of my goals on time and with excellence. I slept in late at night and made the most of the daylight hours. The majority of students may struggle academically since they are unsure of what really works for them, whether it is studying during the day or studying at night. In the course of diagnosing myself, I got to the conclusion that getting enough sleep had a favourable influence on my academic performance.
Conclusion
Through studying this topic, I have come to the conclusion that, anyone can achieve any set goal or dream or objective, when he or she manages time well, regardless of age and status or profession. Nurses especially, would have to manage their time effectively regardless of how tight their schedule is. Time management is essential, and has a positive impact.

Action plan
The next time I notice that my grades are coming down, I will reassess my time management. I would think about how much time I spend on non-academic work versus how much I do with academic work. As I am on the road to being a full-time nurse, I know that I will encounter situations and have more work to do. I would plan and organize my activities so that I would be productive and effective.








Topic 2
REFLECTION
Introduction
Reflection is a vital aspect in the nursing profession and an effective strategy for studies. Reflection education is often embedded inside programs designed to address particular therapeutic objectives and built around group facilitation. Studies indicate that reflection techniques improve practice-based learning, increase willingness to apply new information, and facilitate practice change (Miraglia et al., 2020). It is essential to reflect well in order to thoroughly analyse events and draw lessons from those experiences. The are several theories and models of reflection. 
 Few are listed below;
1. Atkins and Murphy’s model of reflection
2. Brookfield reflective model
3. Driscoll’s model of reflection
4. Graham Gibbs' Reflective Cycle
5. John’s reflection model
6. Kolb's theory of learning cycle


The Application of Gibb’s reflective model on the topic of Reflection.
Description
The introduction of reflective models has had a significant influence on my professional life, since I learnt about them during the course of the term. I have gained knowledge and understanding of various reflective models as a result of my study of them. I now know and understand how I can reflect on my actions, decisions, and practices. The reflective models have assisted me in reflecting on what I've done and coming up with ideas to help me become a better person. Nursing students benefit from the number of models available because they may reflect in a variety of ways. Learning about this subject has had a positive impact on my professional life, and learning about it has also had a positive impact on my personal life as a student. The situation was such that I was unable to undertake a systematic reflection and appraise how my life had been in the past as a result. Whatever I did, I did with the hope that as time went, I would get better or more knowledgeable. The fact that assessing and reflecting on various aspects of my life would allow me to take deliberate steps to improve my situation was something I did not realize at the time.

Feeling
To be sincere, I felt no need to do a reflection on my personal and professional life. I would allow anything to happen and not do reflect on the causes and consequence of those negative things. For instance, I had poor time management and organizing skills until I sat down and reflected on the causes and effects of such character.

Evaluation
The term began with the introduction of the reflection models and theories. It helped me to have a conversation with myself and began to take steps towards the betterment of the situation. I came to the realisation of the fact that, if a person takes deliberate decision, and manage their time well, they can achieve goals and objective successfully.



Analysis
 I think that, by sitting down and having a conversation with myself, made me aware of my flaws, inconsistencies, strengths, weaknesses, opportunities, and what works for me. I believe that, the effort of reflecting oneself is prerequisite making a developmental change in one’s life. Using the appropriate reflective model type, one can make plan out and achieve goal successfully.
Conclusion
 The Gibb’s reflective model is most commonly used by nursing profession for reflection. By the exercise of reflection, I can do better in achieve my personal and professional goals. By learning this topic in the term, I have been to know my potentials and the way I do my things.


Action plan
I will always do a reflection of events, situations, practices and experiences through my nursing journey. I will apply various reflective models to help me figure out what I am looking for.


Topic 3
REFERENCING
Introduction
Referencing in academic writing, refers to a way to acknowledge authors and scholars of books, journals, articles and papers. It is a formal way of giving credit to the writer of a scholarly work.  When it comes to academic writing, it is not only based on the view and experiences of the writer. But it involves and incorporates thoughts and information from a variety of other scholarly works, including articles and scholarly papers. Those scholarly works are utilized to bolster the author's arguments, or the author may be analysing, criticizing, or criticising further sources (Massey University, 2012).

Examples of Referencing Styles
· The American psychological association 6th/7th edition (APA 6/7).
· The Harvard Style.
· The Modern Language Association 8th/9th edition (MLA 8/9)
· Chicago Manual of Style 17th edition. 

Reflection on the topic of Referencing using the Gibb’s reflective model.
Description
I had no knowledge of any academic discipline prior to being introduced to academic writing in general. I did not know there was something known as the academic discourse community. The academic discourse community consisted of scholars and academic contributors. The introduction of referencing and citation as elements in academic writing has enlightened me in the sense that I can now indirectly accredit an author or scholar for his or her scholarly work. The situation was that, because I did not know how to reference, nor did I know what it was nor how to cite, I was ignorantly involved in plagiarism. Plagiarism is the situation whereby one does not acknowledge another author in his or her work for borrowing and incorporating an idea from the former’s work. Moreover, my essays had fewer ideas because I did not know I could do research and get more support for any argument I was making.
 
Feeling
As a result, I always felt handicapped and out of ideas whenever I was writing an essay. Additionally, by reason of the fact that I did not know how to reference, I mostly lost marks for an essay for the penalty of plagiarism. I was hard on myself for scoring such low marks. Meanwhile, I did not know I was involved in an academic offense.
 
Evaluation
Academic writing was introduced to me in class, and I got to know the various elements involved in academic writing. I believe that one fact about referencing which has become a little hard for me is how to generate a reference per the preferred referencing style. But as time went on, I got affiliated with the different styles of referencing by practicing and memorising the various formats. My ignorance resulted in committing academic penalties. But since I was taught this, my referencing skills have improved significantly.
 Analysis
I think that if I had read about referencing, citation, and plagiarism, I would not be found wanting. The only way I lost marks was that I did not know such a thing existed as an offence. The positive aspect I could look at is that I was taught academic writing as well as referencing as early as possible in my academic journey.
Conclusion
I appreciate studying this subject early in my academic journey. I also have a chance of contributing to the academic discourse community.
Action Plan
Because the academic community is large, I will continue to broaden my knowledge on subjects so that I do not make mistakes that could be avoided simply by researching.




Topic 4
Public Speaking and Giving presentations
Introduction
Each individual on the verge of pursuing a profession will have to engage in some of public speaking or presentation. The process of delivering a message to an audience through speaking is known public speaking (shrotkatewa, 2021). Public speaking simply means speaking in public. Most students engage in presentations of a topic they were giving to research on. Standing in front of people to speak may not be simple for some people. Some people may shiver when they see the vast crowd of audience. Therefore, it is essential to know how to go about clearly conveying a message for different kinds of people to hear.
For students, assumably, most of them are not equipped with the tools for effective public speaking. One crucial element in speaking in public is confidence; if a person loses confidence while talking, he or she may fumble.



Reflection on the individual presentations delivered in class
Description
My experience of the presentation that was done in class was educative and has had a positive effect on me. It was an opportunity for me to know my level of confidence and how effectively I communicate to an audience. I went through little practice for the presentation, but from my viewpoint, I delivered it accordingly. At the beginning of my presentation, the confidence was not present, but as I proceeded, I built momentum. The audience's positive response that they were following my presentation made me more confident. I was able to communicate effectively and defend my research and arguments.
Feelings
At the beginning of the presentation, I lost confidence and started fumbling with my words. Personally, I think that is what happens to me when I lose confidence. Before I walked to the front to present, I was anxious that I would make any little mistake that would cause me to be mocked.
Evaluation
One essential element that contributed to my successful delivery was confidence. I think that I would not communicate well and explain things if I was full of fear. When the audience started giving affirmation of comprehension to what I was presenting, my confidence got boosted.
Analysis
I think that, even though I started with a low level of confidence, I strived to make my speech clear so that the audience might understand. I also think that public speaking anxiety, which is technically referred to as "stage fright," happens often to most people, even professional public speakers. But when an individual gets to improve their public speaking skills, they do it most often.
Conclusion
I believe that confidence remains an essential key to giving presentations and speaking in public. I understand when one practices public speaking often, he or she can deliver successfully.
 
Action plan
I will rehearse and be prepared each time I have to give a presentation or speak in public. It is my plan to volunteer for public debates and other public delivery activities.
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