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Process Report on Writing an Essay

1. Introduction
Aim to write 75 words

2. Search and evaluation strategy 
Where did you search and why?
How did you evaluate your search results (giving examples of specific sources you kept and rejected and why)?
Include a screenshot of search you carried out (make sure you write about what you have screenshotted  in your report)
Aim to write 120 words for this section

3. Reading and notetaking 
How did you read your sources and take notes?
How did you use your notes after you had made them, giving examples?
Include screenshot of your notes (make sure you write about what you have screenshotted  in your report)
Aim to write 120 words for this section

4. Essay planning 
How did you plan your whole essay? 
How did you decide which sources of evidence to use, giving examples? 
Add screenshot of your essay plan (make sure you write about what you have screenshotted  in your report)
Aim to write 120 words for this section

5. Drafting well-structured paragraphs 
Which paragraph in your essay  are you most proud of and why?
What is an example of how you have paraphrased an idea from a specific source in your essay ?
Add screenshot to support this  (make sure you write about what you have screenshotted  in your report)
Aim to write 120 words for this section

6. Proofreading and references 
What did you do to check the spelling, grammar and punctuation in your essay?
What steps did you take to check the references were correct?
Add screenshot to support this  (make sure you write about what you have screenshotted  in your report)
Aim to write 120 words for this section

7. Conclusion
Aim to write 75 words

8. Reference List 
Bassot, B. (2020) The reflective journal. Third edition. London: Red Globe Press.
Cottrell, S. (2024) The study skills handbook. 6th ed. London: Bloomsbury.
Craig, C. (2009) Study skills for health and social care students. London: SAGE 
Tarrant, P. (2013) Reflective practice and professional development. London: SAGE


Appendix A:  Final Draft of Employability Essay (with Reference List)

[bookmark: _Toc178848492]Compare and Contrast Employability Skills in Two Roles within the Health and Social Care Sector

Understanding academic writing is very important for university students  as it is not only a requirement at university but, when done well, it can also contribute to higher grades. This essay will examine some key aspects of academic writing in relation to writing an academic essay.  This essay will firstly discuss the structure of an introduction before discussing exploring the main body of an essay. Finally, it will examine the conclusion of an essay. 
The introduction of an essay should contain four pieces of information. The first piece of information should be related to the background or context information. This is a one or two sentences about the general topic of the essay. This should be followed by a sentence about the specific focus of the essay. Then, an there should be  a thesis statement (this is just an academic way to say the main idea or argument that is being made). The final piece of information which should be included is an overview (or a roadmap). This helps the reader understand what key ideas will be discussed in the main body of the essay and the order in which they will be discussed. The introduction is usually around 10% of the word count. Therefore, students should aim to write about 50-75 words for Task 3. 
The introduction of an essay is followed by the main body. The main body is the main section of an essay. This is where students answer the essay question by exploring and discuss their main ideas. The main body is made of a number of paragraphs which will all be relate to the main argument of your essay. For example, if a student was comparing two job roles, they may write a new paragraph for each of the similarities they want to discuss. If they want to discuss three similarities in their essay, then they may choose to write three paragraphs.  The key thing to remember when writing academic paragraphs is that each paragraph should focus on one key point and should contain supporting information (and according to the assessment criteria, this means at least two references).
[bookmark: _Toc178848497]The main body is followed by a conclusion which is usually around 10% of the word count. Therefore, you should aim to write about 50-75 words for Task 3’s conclusion. A conclusion should summarise what has been mentioned in the main body of the  essay by focusing on and emphasising what is most important. No new ideas should be introduced in a conclusion. This means, if it has not been discussed in the main body, it should not be included in the conclusion. The conclusion should finish with a link back to the general topic.  
[bookmark: _Toc178848498]Reference List 
Bassot, B. (2020) The reflective journal. Third edition. London: Red Globe Press.
Cottrell, S. (2024) The study skills handbook. 6th ed. London: Bloomsbury.
Craig, C. (2009) Study skills for health and social care students. London: SAGE 
Tarrant, P. (2013) Reflective practice and professional development. London: SAGE
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