Structuring Writing Reflectively 
Whenever you are writing you must consider your audience, for reflective writing you have two audiences; yourself as the person who will learn from the experience and the tutor as the person who will support your learning.

Critical incident
As with any piece of academic writing it is vital to clearly define the focus of it for the reader. Think of the critical incident as a title which demands a response. The critical incident part of reflective writing should consist of a short paragraph (5/6 sentences) which describes the incident that has triggered the reflection.
Reflective questions
The main body of writing will consist of 4/5 paragraphs each paragraph should respond to a reflective question related to the main topic for example:

What …….?
How do you normally ……?
Why are your normal methods not working?
What other ideas do you have?  
Where have I got the other ideas from?

How else could this issue be addressed? 
Where else could I get ideas from?
Evaluation
When you are writing you will be unlikely to be in a position to evaluate the results of any intervention but you should be able to say:

How you will measure success

What steps you will consider to be in the right direction

How you will continue to take this forward
What you have learned about yourself from the process 

What advice you would give to others in a similar situation

What you would do differently next time you face a similar situation

