The reflective report recommended structure.

How to structure your report, below are guidelines on how to set out and structure your reflective report.
Title page (include word count) Use the headings tab to set your headings within the report. 
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Introduction

Set the scene; this report is about? Your development through the year? 
Briefly include all the areas you have reconsider has have developed on, why personal development is essential. Link to your future. Then choose three areas to expand on within the report.

Area of development one
Use a model to guide your reflection.  (Kolb, Gibbs, Schön, Driscoll for example)
Choose one area that you have developed this year.  Following the guidelines on reflective writing reflect on how you have developed.
What 

Prompts - What is the area that you have developed. What were you trying to achieve? Include how you know this area has developed. Provide evidence to support (For example, feedback from tutors). What were you trying to achieve? What was good/bad?
So what 

What did this teach me? What was I learning, what other knowledge/links can I draw in? – Draw in more comprehensive reading for example if you are talking about teamwork, what theories would support your discussion

This is a good place for your references to fit into your report.

Now what / what now

What do I need to do to get better, improve? Feel better continue to develop?
Broader issues that I need to consider
Consequences of the action I may take / not take?

Area of development two

Repeat the step above for the second area of development
Area of development three

Repeat the step above for the third area of development
Overall conclusion
Summarise and conclude on your learning. Include here your areas for growth for the future.
Appendices

Include any feedback, reports or models to support your report. Label these as they appear in the report—for example, Appendix 1. Appendix 2 and so on.
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