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1. Introduction
In this workshop we follow the stages of Gibb’s (1988) ‘Reflective Cycle’ to map a relevant experience and analyse it in enough detail. Then we will look at the language that can help you put it together.  Be prepared to do some writing!


2. Defining reflective writing and practice
Reflection is a process that allows us to move from experience to experience with a deeper understanding of the meanings attached to that experience (Rodgers, 2002). 
Reflective learning focuses on the development of our critical-thinking skills through the process of examining the strengths and exploring areas for improvement in a learning experience. (London business School 2023). It is not just the understanding of what went well and what could have been better, but a process that can help us understand why.
Let’s try a very basic reflection with the skill of paraphrasing. 

1) First, use your knowledge of paraphrasing techniques to paraphrase the text in the box above.
2) Second, think about what techniques were used well, and what knowledge of techniques you could improve on.


3. Useful vocabulary and definitions

3) The following verbs are useful for organising and writing your reflection. 
a. Match the verb on the left with the correct definition on the right.
	To describe
	To decide and work out a way of doing something in advance

	To evaluate
	To judge or decide something after thinking about it

	To analyse
	A process of doing something to achieve a result

	To conclude
	To think carefully about something

	To plan
	To say what something is like or to say what happened

	To action
	To separate something into parts to determine what are the essential features

	To consider
	To judge or determine the significance or quality of something






4. What do the experts say?

Using a model of reflection
Gibb’s (1988) ‘Reflective Cycle’ is probably the most popular model of reflection. It is an effective model for you to use for your reflective assignment as it can generate enough detail for you to use and also show your critical thinking (which can get you a higher grade). There are other models of reflection, however, we will focus on Gibb’s model for this workshop. 
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5. The reflective process
The next 6 tasks (a-f) will take you through Gibbs’ reflective process and present some more useful language for you to use in your assignment. 

5.1. The experience  
Think about a recent situation when you had to do something important or useful. This can be the situation you need to reflect on for an assignment or any other experience that you have had. For example, you decided to join this workshop. 
4) Write a topic sentence to describe the experience: 
e.g. I decided to attend a workshop on reflective writing. 
Now think about the reasons why you had the experience. 
5) Write a couple of supporting sentences to explain why you were having the experience. 
e.g. My reflective assignment was due in 2 weeks. I needed to get a good grade for the assignment to pass the module. I believed that the workshop would give me the information I needed to help me be successful. 
Details of the experience
It is critical for a reflection to spend enough time remembering your experience
6) Consider some of the important details leading up to your experience and during the experience. Write them down as notes
e.g.
· The workshop was online on a Monday afternoon, after I finished work.  
· Monday was a very busy day at work. 
· I hadn’t eaten anything all day
· The traffic on the road was bad. I was late to join
· I joined the workshop using my laptop computer in the kitchen
· I didn’t eat anything before the workshop
· The room was very noisy 
· I didn’t have any pens or paper ready.
· I had done some research on how to be reflective at University
· The teacher spoke slowly and clearly. I could understand them.
· There were words that I didn’t understand
· I had a good wifi connection
· I took part in many activities
· It was hard to concentrate
· The worksheet was easy to download, but it was a PDF so I couldn’t write on it
· The teacher kept saying my name wrong
· I asked many questions
· There were many people I didn’t know in the workshop
· A lot of the information was not new to me.


5.2. Feelings
It is very important to consider your emotions and feelings at the start of the experience, during the experience, and after the experience. 

7) Think about your own feelings (positive and negative) from your experience. Make a list.
e.g.:
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At the start:
· frustrated and annoyed 
· stressed and tired
· excited and motivated 
· nervous 
· confident 
· worried 
During: 
· I was frustrated 
· I was sometimes bored 
· I felt nervous 
· I felt uncomfortable 


After the experience
· I felt less/more confident in my ability
· I enjoyed/didn’t enjoy the class
· I was worried that I would fail my assignment/ I was confident I would pass 
· I felt that I didn’t know what to do next/ I felt that I knew what I had to do to be successful.

8) Think about what may have caused those feelings. Provided a reason for each of your feelings from your list. e.g.:

	FEELING
	REASON

	frustrated 
	· Being late
· teacher getting my name wrong,
· Other students seemed to know more than me
· I couldn’t hear everything

	stressed 
	· Didn’t have the time to relax from work
· didn’t have a pen and p[aper to take notes
· my kids were very noisy so I couldn’t hear everything 

	excited
	· Learning something new

	motivated
	· I wanted to be successful 
· It was easy to access the material for the class
· I liked this teacher
· My internet connection was good

	enjoyment
	· It was interesting
· I was at home not in a classroom

	discomfort
	· Answering questions in front of the whole group

	confident
	· I felt prepared for the class
· I thought the workshop would be easy
· I thought my knowledge was better at the end



Your turn....

	FEELING
	REASON

	happy

	Atchiving something you want

	Sad 

	Not atchiving something you want 

	Demotivated 

	Failing to do something you have worked hard for

	bamboozled

	Getting tricked and being very confused by something 

	Flabbergasted 

	being told a news which has left you in surprise 

	Angery 

	There is too much traffic and your late already 

	Comfortable 

	Sitting on the sofa




5.3. The evaluation

9) Consider the end result of your experience. What was  successful/positive or unsuccessful/negative? Make some notes
e.g. 
· I didn’t have time to finish the activities
· I made some useful notes
· I had some new book references to use
· I didn’t understand many of the words the teacher used
· I learned something new
· I improved my ability
· I was very confused at what I needed to do for my assignment
· I didn’t understannd as much as I wanted to

5.4. The analysis
If your reflection does not show you have thought about the impact of what happened, then it is not a reflection. 

10) Think about the reasons for the positive and negative results from your evaluation. Complete the table
e.g. 
	outcome
	reason

	I didn’t understand as much as I wanted
	It was too noisy
I didn’t take any notes
I couldn’t hear everything 

	I learned something new

	I worked well and completed all the activities 
I reviewed whayt I already knew beforehand



· Your turn

	outcome
	reason

	I didn’t have time to finish the activities

	I write slowly
Started little late

	I made some useful notes

	Listiened carefully to the teacher
Used the time I had properly 

	I didn’t understand many of the words the teacher used
	Wasn’t paying attenition to the lesson
Didn’t ask questions to understand 

	I was very confused at what I needed to do for my assignment

	Did not understand the task
Didn’t ask questions to understand 
Wasn’t engageing into the lesson 

	I didn’t understannd as much as I wanted to

	Diffuclte words were used 
Not listening carefully 

	I improved my ability

	Listed carefully to the teacher 
Was engageing into the lesson 



5.5. Conclusion

11) Think about what you have learned from the experience
	issue
	conclusion

	I didn’t understand as much as I wanted
	I work better when it is quiet

	
I was stressed
	I like to be more prepared for a class

	
I learned something new
	Engaging with activities helps my learning



· Your turn
	issue
	conclusion

	I didn’t get to finish much word as I would have liked to

	I had missed a fair amount of lessons, whuch had lead to missing work

	I understood the lesson very well

	I was listening carefully to the teacher and angaging in the tasks assinged 

	I was unsure about amy things

	I had came in late and for this reason it did not allow me understand the lasson for the start

	I was not stressed

	I came prapered for the lesson and new exactly what to do 

	I was paniced

	I missd many lessons and test which had lead to this panic 

	
	

	
	












5.6. Action plan

12) What are you going to do differently next time to improve your experience? Why?
e.g. 
	Action Plan
	Why

	have a pen and paper ready to take notes
	reduce my stress

	Choose a quiet room for to join the online workshop
	so I can concentrate



· Your turn
	Action Plan
	Why

	Be on time 

	So its less stressful and I understand the whole lesson

	Do most tasks before time

	Because then I will not have to rush it and , have enough time to complet it 

	Always bring uni id

	So I have the acces to uni easly and don’t have to go all that way to get a substuit id for the day

	Bring a lapton to class 

	So I can contuine with the task I was doing in class when I go home

	
Wake up on time
	So everything eals gets done in time and im not late

	
	

	
	




If your reflection does not show you have thought about the impact of what happened and that you haven’t explained how your learning developed, then it is not a reflection.

6. Sentence starters and useful language

6.1. Formality
A reflective essay is similar to other essays in that it needs to be easily understood and well structured. A large proportion of your reflective account is based on your own experience. Most assignments containing reflective writing will also include academic writing. It is still a formally structured document but there are certain elements that are less formal. 
It is essential to refer to yourself because it is your experience.
This means you should use the 1st person ‘I’, ‘me’.

6.2. Tenses and structure
It is essential that you use the right grammar in the different sections of a reflective report.
Think back to our ‘topic sentence’ exercise. Which would be an appropriate verb tense form to use with a first person (I) subject?
	I
discussed
	am discussing
	reflective writing styles

	
	discussed
	

	
	will discuss
	

	
	have discussed
	



As we are discussing an experience that has already happened, we describe this using the past tense.1
I attended a workshop on reflective writing...

When referring to theory and what other experts have said, which would be an appropriate verb tense form?
	

Peterson (2007)

	Is suggesting
	

that… suggested

	
	suggested
	

	
	suggests
	

	
	have suggested
	



When we refer to what the experts say we use the present simple tense
Johns (2017) argues that specialist workshops are an important part of improving knowledge and skills.

When referring to future actions, which would be an appropriate verb tense form?
	

have asked I

	am asking
	

more questions in class.  

	
	will ask
	

	
	ask
	

	
	have asked
	



When we discuss the action plan we are discussing what we will do in the future, so use a future construction 
e.g. Next time, I will create a revision timetable 

6.3. Constructing your sentences
In this section, there are some suggestions of possible phrases to use for the different components of the reflection. This is only some of the possibilities; many more are possible. If you are worried about your level of English, then just use these examples.



6.4. Sequencing 
It is important to refer to the event and feelings in the order in which they happened. This is called sequencing.
Which of the following sequencing words and phrases refer to the beginning (B), to the middle (M) and to the end (E) of a sequence?
	Next
Initially
Later 
Lastly
	After/afterward
Firstly/at first
Finally
Subsequently
	Following on
To begin with/to begin with
Secondly
Eventually



13) Use the sequencing words from the above lists to complete this text. (There may be more than one right answer)
TOPIC SENTENCE: For this task, we worked as a group to create a short presentation.
__to begin with_, we had to brainstorm some ideas, _following on_ we had to decide who was responsible for the different parts of the presentation. I thought that this would be straightforward, however __afterward_ I found out that some of the group were more committed to the project than others. _eventually_, we had to redistribute the tasks so that we could complete the project on time.
It is also possible to refer back to an earlier event. Which of these words point back to an earlier time?



14) Which of the following sequencing words point back to an earlier time?


	Rarely     
Previously
On occasion
Before
In the end
	Preceding that
Proceeding
In advance
Prior to
From the outset



Sequencing when describing the experience and your feelings
	At first
Initially
Then
Subsequently
Later
Eventually
Lastly
	
I
	
felt/did not feel
thought/ did not think
knew/did not know
noticed/did not notice
realise/did not realise




6.5. Identifying the main issues
This is where you discuss what the important aspects of the experience were. Here are a couple of ideas you could use:

	Meaningful significant , critical important relevant event factor
	meaningful
significant
critical
relevant
important
	aspect
factor
experience
event

	was…
the most significant aspect of the experience was how it changed my perspective on teamwork 




6.6. [bookmark: _Hlk151821868]Analysing the experience
Here you should use more cautious language. You can identify factors that may be important but until you have made a plan and tried it out, you don’t really know if they were the most important effects.  This means you should use modal verbs and other language of possibility to indicate it. Again, this is only a couple of the possible phrases you could use
	This
It
	might be
could be
may be
is possibly
	due to…
because of…
related to ….




6.7. Concluding your reflection
When you have discussed your experience and analysed it with reference to the experts, you then need to conclude your ideas. Here are some more useful phrases. 
	

Having
	discussed
analysed
read
considered
evaluated
	

I now
	believe
realise
understand
know
	

that…



By reflecting on my experience of developed______
	

I have 
	developed
learned that
discovered that
realised that
	my understanding of…
my knowledge of…
my ability to….
my skill of…



I have developed mu understanding of hoe refractive writing really words, and how to identify it and always giving reference and credit to the original person who had done the research 





6.8. Planning future action:
What are you going to do next time?

	I now understand how reflective writing works 
I next 
Next time, I
	need to
plan to
will 
am going to


I now need to focus more on my reading skills and a ability to focuses more on the task I do

You need to show what you have learned or discovered from following the reflective process. Here are some more useful phrases.


7. Style Tips 
There are two sources of evidence used in reflective writing assignments:
· Your reflections form the essential evidence of your experiences. 
· Academic evidence from published case studies and theories 
You are aiming to draw out the links between theory and practice, so you will need to keep comparing the two and exploring the relationship between them. When used together, this shows your ideas and practices have developed in the context of the relevant academic literature. DOING THIS WELL IS WHAT CAN GET YOU THAT HIGHER GRADE!!!!
e.g.:
I was determined to organise my time clearly. Cottrell (2013) notes that a clear time management schedule is critical in helping organising a busy schedule. I needed to choose what was important to complete and what could be left for later. Cleary (2020) suggests using the Eisenhower Decision Matrix as a method to categorise the important and less important commitments. I found this methodology to be particularly relevant to my life, however, I found it difficult to priortise my commitments because…
And remember to
· Include an introduction = Setting the scene
· Keep to logical, well-structured paragraphs
· Focus on the successes and challenges aspects of the experience
· Maintain the cycle – experience, reflection, analysis, action plan
· Link what you can to what you have learned (theories, ideas, other data

8. Additional activity

15) Here are 2 simple reflection examples below. Are they good reflections? Analyse the texts to identify whether they have  followed the stages of a reflective cycle and contain the right balance of formal and informal style and relevant language. Is it a good reflective account? Why/why not?
Reflection 1.
This week was one of the most interesting in my studies for digital business. I went to a lecture on the “long tail theory”, which explained how online businesses make most of their profits from the least popular items. That amazed me, and straight after the lecture, I went to the library to borrow the book on the theory written by Chris Anderson. The book gripped me right from the start as it used several examples to help me understand the concept of the theory. After reading the first few chapters of the book, I decided to call some friends to meet for coffee. We chatted about the lecture, and I mentioned what I had read in the book. What was clear was that we all thought that businesses made most of their money from popular items they sold. The fact that most of the money was made from the least popular products was a real surprise to all of us. As I walked back to my room, a thought suddenly struck me. All four of us at the coffee bar had different drinks. None of us had bought a standard coffee – what could be considered the most popular item. Each of us had bought a different drink. Our coffee chat was an example of the long tail in action.
When I thought about what I had learned, I realised that I was surprised that I had not been aware of the obviousness of the theory. It made me feel a little dumb, to be honest. Before, I had always thought that profits came from popular things. But the lecture, the book and the subsequent chat with my friends helped me realise that my previous view was wrong. The lecture itself piqued my interest in the topic and steered me towards the book so that I could fully understand the concept. Also, after reading the book, I realised that my attitude to the lecture at the start was not good. I assumed that we would be told some boring theory, yet the lecture completely changed my mind about how businesses gain profits online.
I learned from this that I should not approach lectures with a pre-set idea of what I will be taught. I ought to go to lectures with a more open mind. I also realised that if the lecture interests me, I gain a lot by going to the library straight away and getting an appropriate book. In the past, I might have thought about getting a book but then never did. Eventually, that thought passes. This week’s lecture helped me realise that I learn more by acting immediately on the impulse to read a book. 
Overall, this has been a significant week for me. I learned a new theory which amazed me. I saw that theory in action. I realised that I should approach lectures with an open mind. Plus, I discovered that if I act impulsively to read a book on the lecture topic, I gain more learning.
Source: https://www.reflectivewriting.tips/academic-reflective-writing-examples/





Reflection 2.
I created a list of tasks to complete for my assignment. I allocated an equal time to each task to be complete over one week, however I did not anticipate how much time my work responsibilities would impact on my plan.  Consequently, I had to get an extension to my deadline, I lost motivation, and my assignment did not reflect my level of interest and knowledge of the topic.  Effective time-management skills are acknowledged to be important for maximising academic performance (Cottrell, 2008).  Research has shown that students typically underestimate how long an academic task takes in their first year of study (van der Meer, Jansen and Torenbeek, 2010).   Many studies have shown the effectiveness of using a detailed schedule that also takes into account other life responsibilities, such as the time taken to commute to and from work (Szabo, 2008).  For my next assignment, I will use a more detailed weekly planner available from the University of Wales (UWTSD, 2019). This will improve my future performance in planning my assignment because…
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Reflection 2 is better then one because although reflection one had used a source but reflection 2 had listed the reference more appropriately, they are giving the name of the place where they have got this knowledge from then also giving the information of where to find it from and the dates are also listed then they have also named the person and gave then credit on the work which they have researched for, also its much shorter compare to the first on which allows us to understand it much more easily then the first one
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