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Reflective report of my study

[bookmark: _Toc80224554]Introduction
Being in the university at the age of 55, has been already a great goal for me.
I remember how nervous I was preparing my first interview; despite I perfectly know which good skills I already have especially in health and social care field. This is my job since more than twenty years now. I have achieved a Level 3 qualification in Health and Social care in 2009 whilst I was already working as a care assistant in a care home. Has been extremely hard to restart to study when you have children, family, and job. But has been not just necessary to be able to continue my job but also particularly useful and exciting. 
Now is an analogous situation but not the same, I feel excited to have started this course; but at the same time, I must put more concentration and value both my skills and weaknesses. 
Day by day, lesson by lesson, I am achieving more confidential to the academic world. I must confess that at the beginning my thought were too much negative on myself. But following all the instruction given from the lecturers in every lesson is giving my more strength every day.
[bookmark: _Toc80224555]SWOT
For example, the SWOT analysis. I have created my own SWOT table and started to work on it.
	 STRENGTHS
· Passion in what I like to do
· Positive attitude
· Sense of responsibility
	WEAKNESSES
· Limited education
· Limited technical knowledges
· Effective time managing between learning, working, and take care of the family

	OPPORTUNITIES
· Enhancing education
· Support in learning from lecturers and University staff
	THREATS
· Lack in concentration
· Difficulty in following more than one thing at a time







The topics covered in this module are all extremely interesting and useful. But I would like to concentrate and analyse some of them:
a. Time management/organize your study
b. Note taking
c. Reflection 
d. Reflective writing 
[bookmark: _Toc80224556]Learn how to manage your time
Reflecting on my notes, I feel as I am assembling a puzzle. And I realized that the use of time in a better way that suits for me, and my needs, is the better way to start and achieve the best results.
As Stella Cottrell affirms in her The study skills handbook (2019) "every student is different from each other and has to find the proper way to learn easily and efficiently”. And it is true, if you think on your SWOT analysis you will find your weaknesses and strength and you must work on them. Value the opportunities and the threat.
When you start academic study, it will take most of the daily routine. But you cannot forget that you have a life, you need time also for other things apart of study:
· Work
· Eat
· Rest
· Family
· Shopping
· See your friends
· Relax
If you set up a Personal Development Plan (PDP) you can prioritize your tasks and give the right time to each of them. 
Another useful tool is to set up a daily plan, a To do list where you tick every task you have completed.
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What is procrastination?
In some words, procrastinate means that you are wasting your time doing everything else but not what is most important to do. Because you have many important things to resolve and manage during your day. And you have not planned to also have some unexpected facts. (Klinsieck, 2013)
Take the occasion to reflect on it and make a clever use of your time. I found in a personal library research that many authors have written about this topic and different university research has agreed that a significant percentage of students can experience this state.

[bookmark: _Toc80224558]Model of Reflection
[bookmark: _Toc80224559]Kolb's reflective cycle (1984)
1. CONCRETE EXPERIENCE (doing, having the experience)
2. REFLECTIVE OBSERVATION (reviewing, reflecting on the experience}
3. ABSTRACT CONCEPTUALIZATION (concluding, learning from the experience)
4. ACTIVE EXPERIMENTATION (planning, trying out what you have learned}

Imagine living a procrastination time, this is your concrete experience. You think you're having a troubled time. Reviewing and reflecting on this experience you can learn something. You have learned that you probably have put to much effort and prioritized too much the time to dedicate at your study. And as an active experimentation you can plan better and classify your priority.
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When you study at the University, you are responsible of your time management. What is scheduled is just the day and time of your lectures. Then you must find time for your study, research, assignments, and sometimes it can be incredibly challenging if you work in the same time and you must look after your family. How can you organize your time better to end all your tasks without stress? Based on your SWOT analysis for example, you can prevent how long will take you to complete a task or an assignment and do not forget that some study can take you longer than some other. Prevent any unforeseen circumstances. Schedule time for relax and leisure as well and follow systematically your plan. 
Keep a diary or a planner always updated with your appointments, important dates, holiday plans, etc. Then insert all your study activities such as deadline for your assignments, lectures dates and time, Keep your diary always with you at all the time.

[bookmark: _Toc80224561]Time management skills, techniques and tools

[bookmark: _Toc80224562]Time management skills
· Planning
· Decision making and prioritization
· Setting boundaries and say no
· Delegating and outsourcing tasks
· Building a system and diligently follow it
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· To do list
· Calendar
· Address book
· Notebook
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· Be intentional: keep to-do list
· Be prioritized: rank your tasks
· Be focused: manage distractions
· Be structured: time block your work
· Be self-aware: track your time 

Looking at all those, draw your own time pattern. Follow the pattern that suits you better, for example you can choose short spells in the week or to put all your effort in one day. Choosing which part of the day is better for you: early morning before to start all your other activity or after you have concluded all of them.
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Find your best way to take note during the lectures. You can be more comfortable with linear note or diagram notes. Doesn’t matter how you prefer to take your notes and your styl the important thing is that you can benefit of what you write and that it's easy to find and understand. When you are following a lecture, you don’t need to write down every word, the importance of note taking is to give you a track or an idea when you go back on your study. Consider which information you really need or not need. When you take notes, remember to leave space between one and the other to give you the possibility to add things in the future. Use symbols or distinct colours to highlight and give order to all your notes and make them easy to review.
One good strategy to an effective note taking during a lecture is to find out beforehand the topic of the day and put down on a paper brainstorm idea about it, especially if English is not your first language. Most of the lecturer make available slides about the lesson before it. Brainstorm ideas are a good strategy to take notes beforehand and during the lecture. You don’t need to write full sentences in your notes, and if you lose track just keep going; you have time after the lecture to use your notes to form sentences that help you to remember what has been discussed.
In the main time you must keep a self-reflective journal helping you to focus on your development in the study, keeping track of your feelings. 
What should you write in a reflective journal? Everything related on your feeling, understanding, concerns. Difficulty and challenging facts or situation. Things about yourself and your approach on your study and learning method. Ideas.
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What is reflection? 
“The way we learn from an experience in order to understand and develop practice” (Jasper,2003)
In other words, reflection is the activity in which you analyse experiences to learn and improve. We reflect in everyday situations, fact or aspect of our routine: “have I been right or not in that situation?” “How could I do better?”. In academic studies, to understand and find the learning coming from your reflection you are expected to record this process of reflection. Reflecting on every event is not a description but a real explanation of the facts. Both strength and weaknesses can come out from a reflection, whatever is what you are reflecting on. When you reflect you select the most relevant parts of the event, you don’t need to tell the whole story, it's not a summarisation.  sometimes is useful too, to loock and reflect forward on a certain situation, not just back on the past, in terms to improve your reactions and results. 
The evidence of a reflective thinking is a reflective writing. And there are three main points involved:
1. Looking back on what is happened either if is a fact or an idea
2. Analyse the event deeply and from distinct perspective
3. Think how the fact or event is involving your learning process
There are different models of reflection apart of the Kolb’s one mentioned above, one of them is Gibbs Model of reflection (1998) as Gibbs says “It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience, it may quickly be forgotten” concepts are generated from the reflection.
In the Gibbs’ reflective cycle, we are prompted to take conclusions following specific steps of reflection following a first experience.
1. DESCRIPTION of the experience, simply what's happened without taking any judgement or conclusion
2. FEELING and reactions about the experience
3. EVALUATION of the experience valuing what is good and what is not
4. ANALYSE what is useful for you from this experience, and if it is the same for other people in the same situation
5. GENERAL CONCLUSION from what you have analysed
6. SPECIFIC CONCLUSION from your own personal situation
7. PERSONAL ACTION PLAN if this kind of experience will happen again, how would you act? Which different approach you can take?
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Reflective writing is the consequence of reflective thinking, once you have found the subject of your reflection, look deeply at what is happened think of your feelings or reactions using different prospective and try to understand the event. What you have learned from this reflective process enable you to formalize key points for your future experiences.
In a reflecting writing you are expected to use academic words and the Academic Words List accessible at the EAP foundation is a good and practical tool to use in your assignments as well as the use of synonyms, to avoid the repetition of a same word in a paragraph. 
[bookmark: _Toc80224568]Paraphrasing and summarising
Paraphrasing is the process to put a concept you have red in your own words using synonyms and changing the words class and order. We can identify eight main steps to paraphrasing:
1. Read
2. Think
3. Understand
4. Go away
5. Return
6. Write 
7. Check
8. Cite 
These eight steps easily introduce you in the concept of paraphrasing something that you read, you must think and understand what you have red and then leave for a while. When you return on it don’t look at the original text and rewrite the main idea as you remember it in your own words. Then check the original text and make sure the structure of the sentences is different but following the source. At the end do not forget to cite    the original source using in text citation following the Harvard Stile and full information of the sources at the end of your work in a reference page. The Harvard Style used in The University of Wales Trinity St. David, and it means to introduce in the text, in brackets the surname of the author and the year of publication. 

Summarising instead, is the process to minimize in a few words a concept or an idea. As paraphrasing you must cite your sources both in text and in the reference page. And the following five steps can help you in the summarising process:
1. Read carefully and underline the main ideas
2. Write a list of the main points
3. Check to follow the source point
4. Revise your text and be sure is different and shorter than the original
5. Give references
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