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Introduction: Specific tasks were shared out amongst members of my team. Initially, however, the tasks were not seen as equally difficult by all team members. Cooperation between group members was at risk because of this perception of unfairness. Social interdependence theory recognises a type of group interaction called ‘positive interdependence’, meaning cooperation (Johnson & Johnson, 1993, cited by Maughan & Webb, 2001), and many studies have demonstrated that “cooperative learning experiences encourage higher achievement” (Maughan & Webb, 2001). Ultimately, our group achieved a successful outcome, but to improve the process, we perhaps needed a chairperson to help encourage cooperation when tasks were being shared out. In future group work, on the course and at work, I would probably suggest this. 
Reference:Maughan, C., & Webb, J. (2001). Small group learning and assessment. Retrieved August 01, 2007, from the Higher Education Academy website: www.ukcle.ac.uk/resources/temp/assessment.html 
Gibbs' Reflective Cycle was developed by Graham Gibbs in 1988 to give structure to learning from experiences.  It offers a framework for examining experiences, and given its cyclic nature lends itself particularly well to repeated experiences, allowing you to learn and plan from things that either went well or didn’t go well. It covers 6 stages:
· Description of the experience
· Feelings and thoughts about the experience
· Evaluation of the experience, both good and bad
· Analysis to make sense of the situation
· Conclusion about what you learned and what you could have done differently
· Action plan for how you would deal with similar situations in the future, or general changes you might find appropriate.
 
Below is further information on:
· The model – each stage is given a fuller description, guiding questions to ask yourself and an example of how this might look in a reflection
· Different depths of reflection – an example of reflecting more briefly using this model
 
This is just one model of reflection. Test it out and see how it works for you. If you find that only a few of the questions are helpful for you, focus on those. However, by thinking about each stage you are more likely to engage critically with your learning experience.

NOTE TAKING
1. INTRODUCTIO: Allows you to capture, re-order and understand information.
2. Allows you to select and remember information.
3. Helps you think for yourself.
4. Saves you time by reviewing key words.
5. Helps you to listen actively.

Note-taking is an indispensable part of writing a documented essay or research paper. Your notes record information from the sources that you will use in writing your paper. Therefore, it is necessary to critically evaluate the texts or articles you are reading and to make reasonable choices about what will and will not be useful for your paper. Otherwise, you will overload yourself with information and spend too much time sifting through notes. If there is an entire page in a book or article that you really need, it would be better to make a print copy of it. 
Many e-books have note-taking functions, and digital notecard programs offer information- saving and sorting platforms similar to the hard-copy options below. Use the system that works most efficiently for you. 
To take effective notes, you must do the following: 
Understand the information: Before you can use information, you must understand it. Taking notes is a good way to develop your knowledge and comprehension of a subject; it is not just a mechanical process of recording data. Reading a source, making decisions about what is useful for your essay, and writing the notes on index cards or in a notebook will encourage you to think more deeply about what you are reading as well as how it relates to the subject of your research. 
Select the information: The information to be used in a paper must be gathered from a variety of sources, which also, most likely, contain much information not necessarily relevant to your topic. Therefore, when you take notes, you must sort out the material you need from other information surrounding it in the text. 
Record the information: To efficiently use the information in your sources, you must record it in such a way that it can be easily sorted, reorganized, and incorporated into your paper. This means that you should choose a style of recording that best suits you and that lists all necessary information—title, author, publisher, etc.—which you will need later for your bibliography. 
METHODS 
Using your own words, take notes that briefly summarize (or paraphrase) the most important points of each source. Be as clear and concise as possible in your note-taking and try to omit details that are not relevant to your topic. Stick to main points rather than involved discussion or digressions. If you record a direct quotation, you can also write a brief explanation of how the quote will be useful for your topic, which can help you build an annotated bibliography and/or incorporate the quotation later into your paper. The following methods will enable you to read your sources with understanding and take good notes: 
• A well-written article or book chapter usually makes a single main point and supports that point with a discussion of a series of subtopics related to it. Before you start writing notes, scan the complete piece of writing to determine what the main point is, what subtopics are discussed, and how each subtopic relates to the main point. 
Dr. Murray and Anna C. Rockowitz Writing Center, Hunter College, City University of New York 

The model
[image: A circular diagram showing the 6 stages of Gibbs' Reflective cycle]Gibbs' reflective cycle 
This model is a good way to work through an experience. This can be either a stand-alone experience or a situation you go through frequently, for example meetings with a team you have to collaborate with. Gibbs originally advocated its use in repeated situations, but the stages and principles apply equally well for single experiences too. If done with a stand-alone experience, the action plan may become more general and look at how you can apply your conclusions in the future.
 
For each of the stages of the model a number of helpful questions are outlined below. You don’t have to answer all of them but they can guide you about what sort of things make sense to include in that stage. You might have other prompts that work better for you.
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