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Reflective Report (Part A) 
In this report I will be reflecting on my experience with the video recording, discussing how I felt it went and the steps I would need to take in the future to improve. 
Reflecting on yourself is an important process for personal and professional growth. This allows you to identify key areas of strength and areas of development to further develop for future presentations.  I will be using a well-known and widely used reflective model introduced by Gibbs (1988) known as Gibbs’ Reflective Model provides a structed approach reflecting on your own experiences. This model consists of 6 stages which include: description, feelings, evaluation, analysis, conclusion and action plan. This model has supported me in structuring my thoughts and reflections as stated below.
Description and Feelings
On the day, I felt confident and arrived in a timely manner. I pride myself in my punctuality and always ensure I am on time. However, on arrival, I discovered that there was an unexpected room change due to the television not working in our usual room. There were no directions provided as to where we need to relocate to which meant I had to head to reception to ask for guidance. This made me feel quite stressed and discombobulated. As a result, the stress of the situation had an impact on my overall performance. For future improvement, it would be helpful to be provided with any changes prior to arrival. Although, I felt well prepared ahead of the video, due the above factors, I did feel nervous initially and felt I sped through so I recognised that I should have spoken slower and hit all key points rather than feeling under pressure and speak too fast.

Evaluation and Analysis
From my own observations and reflections, I feel that I should not have let external factors contribute to my performance. I believe it is important to speak slow and controlled, focus on key points rather than rush. For future presentations, I will make sure to record myself and practice prior to the real recording to ensure that I am able to fill the full required time and speak slower, clearly and have strong body language so I can present confidently. Although I understand the importance of being reflective, a study by Zeigarnik (1987) states that over analysis can cause a mental strain and additional stress however, Schon (1983) believes being a reflective practitioner is key for learning and developing as a professional.

Conclusion and Action Plan
To conclude, being self-reflective is essential to improve and enhance good practice for the future. I have reflected on my own experience and feel that this has been an important learning curve. I am eager to focus on self-improvement and development going forward. This experience has helped me to understand that you can be as prepared as you can be however, on the day, external contributing factors can come into play on the day which are unexpected and it is important to stay calm even should any challenges arise. This reflection has helped me identify my strengths such as time keeping and planning and areas of development of taking a deep breath, staying calm and presenting confidently. It is key to speak clearly and slowly and to practice ahead of time to ensure that the presentation lasts up until the required time.















Written Report (Part B)
Introduction
This written report will discuss the importance of time management in my chosen career, working in a care home. It is key to have good time management as that can have a positive or negative impact on yourself and those around you. In a care home setting, care workers are responsible for the care and attention of vulnerable adults and poor time management can have a direct impact on the health of residents and the mental health and wellbeing of colleagues. Throughout this report, the importance of time management will be discussed as well as the tools and techniques with could be used to support and enhance time keeping.
Importance of time management in a care home
Time management is an essential skill when working in a care home environment as this directly impacts the quality of care for residents and efficiency of staff. It is always about ensuring that tasks are completed at the allocated time but about ensuring the residents are receiving high quality and compassionate care. 
According to a study by Cummings (2008) published in the journal of nursing administration showed that when staff were provided with professional training on effective time management practices, this improved their overall job satisfaction, decreased stress and improved patient care. Without good time management, this would have an impact on residents missing their meal or medication times which could be critical to their health and wellbeing. It could also negatively impact colleagues feeling under pressure and rushed as a result.
Good time management has a positive impact on both the quality of care for the residents and the mental wellbeing of the staff. A study by Gough (2006) highlighted the importance of time management in health care and how this leads to improved patient care and satisfaction.





Tools and techniques
There are a variety of different tools and resources available to support with good time management in a care home setting.
Firstly, it is important to create a task list and start by prioritising the most important and urgent tasks first, tackling any others following this and also delegating tasks if needed. Laekin (1973) introduced the ABC method to support with task list. This method is split into 3 stages which include, A for high priority tasks, B for medium priorty tasks and C for low priority tasks. This would be helpful for staff members to use to visually see their tasks for the day and which take priority over others. Additionally, the NHS Health Education England (2006) also emphasised the importance of a task list to help care staff stay organised and meet the individual needs of residents.
NHS digital (2020) is also used across health care services to provide information and data. This provides insights to workforce management that includes efficient time keeping. This platform helps to provide effective staff scheduling and time keeping resulting in proper care and attention for residents. 
Clancy and Pomeroy (2016) discuss the impact of using digital task management and time allocation tools to support staff in health care. These apps are used to create a planner for the day to day by creating tasks lists, allocating appropriate time for each task, setting deadlines and checking off once completed. This is a great tool to use especially when finishing shift and handing over to a colleague to allow them to see what complete and action and outstanding tasks has been.
Conclusion
Overall, time management in a care home setting is essential. Staff members are responsible for vulnerable adults so therefore should ensure that they are well organised and are using the tool and techniques which work for best for them to manage their time wisely and in an organised manner. As mentioned above, the tools and techniques incorporated in the care home setting would massively benefit staff members with feeling more organised and empowered to provide the best possible quality of care for their patients and fellow staff members. Working in a care home setting can be very rewarding however, at times, unpredictable and demanding so if time is managed effectively, this will mean that staff are ready for the unexpected. Most importantly, managing time effectively will ensure residents are provided with the best possible care and support by receiving the medication and meals on time, attending to any medical issues and assisting with personal hygiene in a timely manner which is key to enhancing the overall quality of life and care for residents.
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