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Overview: About these Courses 
This study guide has been prepared to cover two elective courses in the College of Buisness: 

BUSM4483 and BUSM4609 – Post Graduate Internship (12 credit points and 24 Credit points 

respectively). 

 

When reading this document take care to ensure that you’ve captured information relevant to 

your course. 

 

These courses provide students with the opportunity to work in a partner organisation, to assist in 

the transition between university and their future careers. Partner organisations may be from a 

diverse range of industries and sectors, including private industry and not-for-profit organisations. 

Students are required to attend at their partner organisation for at least the equivalent of one day 

each week over 12 weeks, by arrangement between the student and the partner organisation. 

Students will undertake the placement under the guidance of a workplace mentor and with the 

support of academic and professional University staff. The range of projects in which the student 

will be involved will be determined according to the project priorities of the partner organisation.   

 

Upon successful completion of either of these  courses you should be able to:  

1. Integrate and apply discipline knowledge in a practical workplace context  

2. Communicate effectively with a range of specialist and non-specialist audiences.  

3. Demonstrate the capacity to work collaboratively in an organisation.  

4. Critically reflect on the design, implementation and evaluation of a work-based 

project or placement  

 

The courses have very similar learning activities. 

 

The principle differences are that there are more hours spent on the placement in the 24 Credit 

point subject and additional assessment tasks involving research activities. 

 

Both courses involve instruction and guidance in experiential leaning by a workplace mentor in 

relation to the project agreed and approved by a responsible academic prior to your enrolment in 

this course.  

 

Learning is experiential with students attending placements at organizations and reflecting and 

writing about their experiences.  

 



  

  
  

  
    Graduate School of d   

  
  

  
  

There are no formal classes in this course other than a briefing session.  Students attend 

organizations on a weekly basis or negotiated block period of time.  Students are required to 

undertake an approved project that will represent: 

• In the case of BUSM 4483: at least 12 days of ordinary work time and no more than 24 

days; and 

• In the case of BUSM4609 at least 24 days and no more than 12 weeks. 

 

As provided by the partner organisation and additional readings and resources made available 

online.  

  

Assessment  
The assessment tasks, their weighting and the course learning outcomes to which they are aligned 

are as follows:  

  

Description BUSM4609 (24 CP) BUSM4483 (12 CP) 

Task A: Journal submission: 

Expectations (1000 words 

maximum)   

Due: beginning of week 3 

 

Assessment 1.1 

Reflective Journal 

10% of Overall Mark  

Linked CLOs: 1, 2, 3, 4  

 

 

Assessment 1 

20% of overall mark 

Linked CLOs: 1, 2, 3, 4  

 

Task B: Participation in a discussion 

board 

Various submission dates described 

below.  

Linked CLOs: 1, 2, 3, 4  

Assessment 1.2 

Reflective Journal  

Linked CLOs: 1, 2, 3, 4  

 

20% of Overall Mark 

Assessment 2 

30% of overall Mark 

Linked CLOs: 1, 2, 3, 4  

 

Task C: Reflective Practice Report / 

Portfolio of work 

May take the form of a reflective 

essay (BUSM4483 only) or a 

portfolio of work 

Assessment 2 

Portfolio of Work 

CLO 1, 2, 3 

20% of overall mark 

 

Assessment 3 

50% of overall mark 

Linked CLOs: 1, 2, 3, 4 

Task D: Research Report 

24 Credit Point Subject Only 

• Research Proposal due 

Week 6 

• Final report due week 13. 

Assessment 3 

Research Report 

CLO 1, 2, 4 

50% of overall Mark 

3000-5000 words  

Not required. 

 

A final mark of 50% or above is required to pass in this course.  
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Your initial reflective journal submission should record both your preparations for and 

expectations of the placement.  In no more than 1000 words (excluding any references), you are 

required to reflect on your preparations for your internship / placement and your motivations for 

undertaking it.  Specifically, in addition to identifying any practical applications of skills and 

discipline knowledge relevant to your post graduate program, you are expected to formulate a 

plan for reflecting on your experiences and using them to develop your professional practice and 

insight, both personally and professionally.  

 

Materials that will assist you to understand scholarly thinking about reflective practice will be 

made available to you on the course website.  You should read those materials prior to preparing 

your submission for this task as reference to one or more reflective models should be 

incorporated into your submission.    

 

In addition, the following questions that will assist you     

• What are your key motivations for undertaking the placement?  

• What are you expecting to get out of your placement/internship?  

• How will you know whether these have been met?    

• How might the models referred to in the reading (or otherwise identified in your own 

research) be used to assist you in your placement/internship and beyond?  

• How might you use the models to reflect on your experiences?  

 

 

CLO Weight You will be assessed on your ability to: 

4 60% Reflect The extent to which your reflection demonstrates, using 

established models, that you are prepared to undertake reflective 

praxis in reviewing the value of the work experience linked to the 

major area of business study (CLO 4) 

2 20% Organise and structure your writing and communicate your 

project requirements: The extent to which the entry is 

appropriate and considered, well organised and structured, and 

the use of appropriate terminology,  grammar, punctuation, 

referencing etc.  (CLO 2 + program learning outcomes that are 

aligned with written communication, referencing and academic 

integrity outcomes) 

2&3 20% Use of examples The extent to which ideas and opinions are 

supported by examples and facts, demonstrating the integration 

of discipline knowledge in a practical workplace context and the 

capacity to work collaboratively in an organisation 
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Prior to the end of week 8 of the semester, each student must submit at least two posts to the 

discussion board describing relevant events and experiences during their placement / internship.   

 

The objective of this task is to share a description of the major project /projects on which you have 

been working during the internship and to share with other students information about:  

• The nature of the project/s (objectives, measurement, construction etc);  

• the ways in which discipline specific knowledge is employed in the workplace / project that 

you are placed with;  

• your observations and insights (surprises, disappointments, challenges, new ways of 

thinking, delight) The discussion board will be ‘seeded’ with starter questions for you to 

address in your posts.   

You must post in response to at least two of these ‘seeded’ questions.  You are encouraged to 

participate as much as possible in the discussion as this is one of the only ways that you will be 

able to interact with other students if your placement doesn’t involve teamwork.  

 

Prior to the end of week 10 each student must respond to at least 2 posts made by other students 

asking questions or providing their own insights or reflections with a view to moving a 

conversation forward.  Students must also respond to comments made by other students and the 

responsible academic to their own posts.  Again, whilst 2 is the minimum number of responses 

required, you are encouraged to participate as much as possible in the discussion as this is one of 

the only ways that you will be able to interact with other students if your placement doesn’t 

involve teamwork.  

 

The objective of this task is to allow you to demonstrate that you can apply insight and your own 

experiences, both within the placement and your degree program generally, to interact with other 

students in an engaging, relevant and meaningful way.  Whether that is by providing advice about 

a particular circumstance or situation, reflecting on how a similar question might be addressed 

within your own discipline or raising questions which might assist another student to consider a 

problem or opportunity in a different way.  

 

At the end of Week 11 students are required to submit copies of their originating posts and each 

of the comments that they have provided on the posts of others via Turnitin for assessment.  You 

may add annotations to your submission to provide context, explain your choice of matters to 

respond to and to include reference materials.  You may also amend for grammar, spelling and 

formality (for example) ensure that your references are appropriately cited using the referencing 

standard relevant to your discipline.  
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This task has a total value of 30% for students in BUSM4483 and 20% for students in BUSM4609.  

Your marks will be assessed by reference to the following criteria:  

 

CLO Weight You will be assessed on your ability to: 

1 25% Identify the ways in which discipline knowledge has been used or 

demonstrated in your placement and your observations on the  

practical workplace context   

3 50% Communicate considered and nuanced reflections drawing on 

both your work experience, the reading provided and the 

opinions and observations of your peers in appropriate language 

considering multiple points of view (both scholarly and anecdotal) 

2 10% Write in a clear and logical manner, communicating information 

about your discipline / project to a non-specialist audience   

4 15% Demonstrate use of reflective praxis to draw understanding from 

own experience and the experiences of others. 

 

 

Prior to the end of week 12 each student must submit a portfolio of work incorporating their 

reflections on their work experience via Turnitin.  

 

2,000 words minimum (3000 words maximum), you are to collate and collect evidence of the 

projects you have been involved in and demonstrate that you have used research and other skills 

relevant to your program of study during the work placement or, in the case of those placements 

that primarily involve shadowing, in your consideration of an important issue relevant to your 

placement and your host organisation.  

 

The objective of this task is to allow you to demonstrate that you can, using models introduced in 

the learning materials, apply reflective praxis to demonstrate insight in respect to your own 

experiences. 

It will not be enough to merely submit examples of your work or any report that you have written. 

Instead you are required to identify the context in which you were asked to provide this work, the 

extent to which it aligned with your academic experiences so far, the research and research 

methodologies you deployed (and the reasons for suggesting them).  To the extent that the 

project was a collaborative or group project, you must identify your own contributions and reflect 

on the nature of the collaborative process using one or more of the reflective models included in 

the course materials.   
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Some students will not be able to produce 'work product' for a range of reasons - for example, 

their placement may involve significantly more observation than work activity (which is the case 

with student who are given the opportunity to shadow a magistrate for example) or it may be a 

breach of confidentiality to disclose work product.  In such cases, your final report will need to be 

structured to focus on the reflective practice.  You should talk to your facilitator with a view to 

determining the most appropriate way to structure your submission in your specific 

circumstances.  

 

A detailed assessment rubric will be provided in the course website.  The Assessment criteria for 

this task are:  

CLO  Weighting  Criteria    

1  20%  Demonstration of your ability to identify linkages between your 

current studies and your work experience and practice, including 

identification of gaps or potential for further study or refinement.   

2  20%  Communication including clarity and expression – demonstrating 

through your presentation of your experiences and example work 

product that you can communicate effectively with internal 

audiences and explain the nature of the work, the importance of a 

particular problem and/or solution to a non-specialist audience.    

3  20%  Demonstrate your capacity to work collaboratively in an organisation 

by identifying and reflecting on the experiences of working with your 

supervisor, identifying feedback received, where appropriate 

identifying contributions made to team work and the ways in which 

team work hampered or benefited the work product outcomes.  

4  40%  Critically reflect on the design, implementation and evaluation of a 

workbased project or placement using accepted models for reflective 

practice.  

Total  100%    

    

• Research Proposal due at the end of week 6. 

• Due at the end of SWOT VAC (week 13) 

 

3000  words minimum (5000 words maximum) Research Paper on a topic agreed with your 

academic supervisor in discussion with your workplace supervisor, addressing an important issue 

relevant to your placement and your host organisation. 
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You must submit a topic for feedback and approval by the end of week 6 to your academic 

supervisor.   20% of your mark is provided for your initial submission, but more importantly this 

will be an opportunity for you to obtain feedback and direction. 

 

Your research proposal should be no more than 3 pages and include the following:  

• your proposed topic; 

• a brief outline of the reasons why you consider this to be an important and relevant matter 

for consideration; 

• a preliminary literature review; 

• a description of your proposed methodology. 

• Must address feedback received from supervisor on research proposal. 

• 3000 – 5000 words, excluding references 

 

 

Criteria Weight Assesses : 

Identification of 

suitable topic 

question (issues 

for 

identification 

and analysis) 

and research 

methodology 

(CLO 1 ) 

50% Clear articulation of issues, applicable law and legal reasoning 

etc.  The extent to which you: 

• Identify an hypothesis and a clear and logical approach 

to testing it; 

• Articulate the issues; 

• Identify applicable laws; 

• Demonstrates appreciation of issues. 

Research and 

analysis  

40% The extent to which your reserch proposal identifies an 

approach to; 

• answering questions / aims set; 

• demonstrates an understanding of the current state of 

the research (literature review) 

• identifies an appropriate methodology. 

Writing style, 

structure and 

referencing. 

20% The extent to which your report is well structured, organised 

and uses appropriate terminology, grammar, punctuation, 

referencing (RMIT Harvard or the referencing standards used by 

your own discipline) 

 

  



  

  
  

  
    Graduate School of d   

  
  

  
  

 

 

Criteria Weight Assesses : 

Identification of 

suitable topic 

question (issues 

for 

identification 

and analysis) 

and research 

methodology 

(CLO 1 ) 

10% The extent to which you are able to integrate and apply 

discipline knowledge through the choice of an appropriate topic 

for research, specifically the extent to which you identify the 

importance and relevance of the topic to your workplace 

context / industry practice 

Research and 

analysis  

70% The extent to which your final paper: 

• addresses the topic question; 

• answers questions / addresses the aims set out in your 

approved research proposal; 

• demonstrates focus, clarity of findings;  

• incorporates logical analysis and original thinking; 

• incorporates synthesis. 

Writing style, 

structure and 

referencing. 

10% The extent to which your report is well structured, organised 

and uses appropriate terminology, grammar, punctuation, 

referencing (RMIT Harvard or the referencing standards used by 

your own discipline) 

Evidence and 

examples 

10% The extent to which you use appropriate examples and evidence 

to support your findings (including the extent to which you 

address contrary views) including your use of a referencing 

system appropriate for your discipline. 
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Employability Skills 

Simply employability skills are the knowledge and understanding you have about what it means to 

participate and contribute to a workplace. They therefore cover a wide range of skills and are 

focused not only on your "discipline" knowledge but what are termed, generic or soft skills, for 

example, communication, problemsolving, teamwork, creativity, leadership are a few.   

These are important when you start to look for employment both during and after completing 

your postgraduate degree, as they are highly sought after by employers across industries. They 

also further developed throughout your career and assist you in both navigating the workplace 

and seeking new opportunities or promotion.   

In a recent report, the Foundation for Young Australians (FYA) suggests that Australian’s need to 

rethink the way that they approach careers and think about employability.    

It found the skills you get from working in one job could on average be transferred to 13 other 

positions. The report suggests in the future young people should be focusing on their strengths 

and interest areas rather just the one dream job.  

 

The report, The New Work Mindset, looked at 2.7 million job ads. FYA used an algorithm to look at 

more than 1,000 occupations, and found there were seven large job clusters based on similar skills 

sought by employers. The clusters are:  

 

• The Artisans (builders and maintainers)  

• The Generators (sellers and servers)  

• The Coordinators (balance the books and do repetitive tasks)  

• The Informers (teach and provide information)  

• The Designers (use expertise to construct or engineer things)  

• The Carers (improve the wellbeing of others)  

• The Technologists (understand and manipulate digital technology)  
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Image: Foundation for Young Australians  

Read the The New Work Mindset (click on the link to access or use the link in the course website).  

• Which of the Clusters do you most align with and why?    

• Look at your CV – does it evidence transferrable skills relevant to your cluster?    

• Reflect on how you might use the insights in the report to plan your career and study 

progress? 

 

 

   

https://www.fya.org.au/wp-content/uploads/2016/11/The-New-Work-Mindset.pdf
https://www.fya.org.au/wp-content/uploads/2016/11/The-New-Work-Mindset.pdf
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Goal setting 

Goals are critical to succeeding at your internship several reasons.  

1. They help you focus on what matters and avoid spending time on fruitless endeavours.  

2. They enable you to track your progress and ensure you're having the impact you want to 

have.  

3. They help you align expectations with your manager and stay on the same page.  

4. They allow you to document and demonstrate your effort and impact at the company, 

which can help you get a raise, promotion, or recommendation.  

First, all goals should be several things:  

1. In your direct control. There's no point in holding yourself accountable for things you can't 

control. For example, if you're in a social media marketing role, you should create a goal 

around growing the number of engaged followers by 50% instead of a goal to increase the 

revenue you get from each social media follower.  

2. Measurable. Avoid vague goals like "Grow our brand awareness.". You'll never know when 

you achieve vague goals. The easiest way to make goals measurable is to ensure there are 

numbers attached to them.  

3. Ambitious. Your goals should push you. They shouldn't be easily accomplished. Goals don't 

exist to make you feel accomplished. They exist to help you accomplish great things.  

 

In addition, internship goals should have a specific focus on learning. That learning focus can be 

on you learning whether you want to pursue a career similar to the internship, learning a specific 

skill, or learning to succeed in a particular professional environment.  

 

Setting the best, achievable goals for your internship largely depends on knowing what you want, 

what you're capable of, what your role will enable you to reasonably do, and what the company is 

trying to do. When setting your goals, it's important to ask yourself a few key questions.  

 

First, ask yourself why you accepted this internship. This should help you figure out what you 

should try and learn from it. Understanding your own personal motivation for taking the job 

should help you set a good personal learning goal.  

 

Second, consider what the company is trying to do. Your goals should benefit you and the 

company. If your goals don't align with the company's goals, then your efforts likely won't have 

any impact on the company's success and you won't be able to demonstrate your value to the 

company.  

 

Third, ask yourself what type of impact you'd like to have on the company. What would you be 

most proud of achieving?  
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Fourth, examine the responsibilities of the role you have at the company and determine what your 

role will enable you to achieve. If you're a sales intern, you probably won't be super successful at 

helping the company achieve their engineering-related goals.  

Interns undertaking placements in this subject probably shouldn't have a yearly goal.  

Instead, you should set a goal which is achievable in the 12-24 days of your placement.  

 

Some companies set quarterly goals and some set monthly goals. The scope of your goals should, 

where possible, match with your company's scope.  

 

The nature of this subject generally requires that your host organisation has a specific project for 

you to undertake.    

Type of intern  Goal  

Social Media Marketing  Grow Twitter followers by 25% by the end of the Internship  

Sales intern  Demo 5 new accounts each week  

Content Marketing Intern  Write a new article each day of the internship  

Everyone  Have coffee with a full time employee every week.  

    

Once you have your goals set, you'll need to be diligent about tracking your progress. A good rule 

of thumb is to check in on your status one time dimension below the scope of your goals. For 

example, you should check on your progress towards any yearly goals every quarter. You should 

check on any quarterly goals every month. You should check on any monthly goals every week.  

 

Keep track of your progress somewhere digital (a spreadsheet or Google doc are good options). It's 

not only important to know whether or not you're making good progress, but at what rate you're 

making progress. This can help you tie the progress to specific actions you took.  

 

The final, and perhaps the most critical part, of effectively using goals in your internship or entry-

level job is to ensure that you take time to reflect on the goals you set. You may have achieved 

them, or you may not have. Regardless, you should take time to think about:  

1. Did this goal actually measure the impact that you had? Was it a good goal?  

2. Why did you or did you not meet your goal?  

3. Was this goal effective in motivating you?  

4. Should you use this goal again?  

Now that you know why goals are a critical part of any internship or entry-level job and how to set 

good ones, go use your new knowledge!   



  

  
  

  
    Graduate School of d   

  
  

  
  

 



  

  
  

  
    Graduate School of d   

  
  

  
  

The acronym SMART has several slightly different variations, which can be used to provide a more 

comprehensive definition of goal setting:  

S - specific, significant, stretching  

M - measurable, meaningful, motivational  

A - agreed upon, attainable, achievable, acceptable, action-oriented  

R - realistic, relevant, reasonable, rewarding, results-oriented  

T - time-based, time-bound, timely, tangible, trackable Are your internship goals SMART goals? 
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Reflective Practice 

Reflective practice assists in deconstructing experiences, helping those who engage in it to deeply 

understand and learn from their experiences.  

 

Reflective practice involves thoughtfully considering your own experiences as you make the 

connection between knowledge and practice, under the guidance of an experienced professional 

within your discipline Schon and DeSanctis (1986).  Schön had previously argued (1983) that the 

model of professional training that relied upon filling up students with knowledge then sending 

them out into the world of practice was inappropriate in a fast-changing world.  A reflective 

practice model would enable learners and novices within a discipline to compare their own 

practices with those of experienced practitioners, thus leading to development and improvement.  

 

Reflective practice for learning outcomes is not a new idea.  Whilst the work of Schon and 

DeSanctis (1986) and Kolb (1984) brought it to the forefront of educational theory, the principle 

idea – that learning is enhanced by reflection – was  advocated by educationists such as Dewey 

(1910) and Lewin (1951) and can be traced back to the Socratic method of enquiry - in which 

questioning and exploration of the implications of another's viewpoint are employed to enlighten 

the enquirer.  

 

Moon (1999) defines reflective practice as "a set of abilities and skills, to indicate the taking of a 

critical stance, an orientation to problem solving or state of mind."  In essence, it is a readiness to 

constantly evaluate and review your practice in the light of new learning (which may arise from 

within the context of your professional practice).  
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The following quiz was comes from Cottrell (2015).  

 

For each of the following statements, rate your responses as outlined below. Note that the rating 

for ‘strongly disagree’ carries no score.   

 

Rating: 4 = strongly agree 3 = agree 2 = sort of agree 1 = disagree 0 = strongly disagree   

I am very confident that I …’   Rating   

1 know how to use logs or reflective journals     

2 understand myself very well     

3 challenge my own thinking sufficiently     

4 spend sufficient time looking for relevant links between different things     

‘5 spend sufficient time ‘making sense’ of what I learn and experience     

6 spend sufficient time thinking about the significance of what I learn     

7 spend sufficient time thinking about how to improve my academic performance     

8 spend enough time thinking about the effects of my actions and behaviour     

9 make an accurate evaluation of my own strengths     

10 know how to apply my experience and skills to novel situations     

11 am aware of my personal limitations     

12 am aware of my own personal development needs     

13 always consider all options before arriving at a decision     

14 am always aware of all the motivations underlying my behaviour     

15 always take full responsibility for my own part in events     

16 spend enough time thinking about how to improve my skills in dealing with other 

people   

  

17 spend enough time thinking about how I could make a better contribution to 

groups I am in   

  

18 spend sufficient time thinking about the significance of other people’s actions    

19 spend sufficient time thinking about the significance of what other people say     

20 can reflect accurately about my emotional responses to events     

21 could draw upon my reflections well for assessment purposes     

22 spend sufficient time thinking about how to use the feedback I receive from 

others   

  

23 know how to use reflection effectively when applying for jobs     

24 am clear about the different kinds of reflection that are open to me     

25 do not need to develop my skills of reflection any further    

Total     

  

Add up your score - You have a score out of 100  
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This is a rough guide to your strengths as a ‘reflective practitioner’.  If the score is less than 100, 

then there is more work that you could do to develop your reflective skills!  

What are your priorities for improving reflection?   

Which one thing could you do this week in order to develop your reflective abilities?  

 

The main benefits are:  

• a deeper understanding for managers of their own management style  

• greater effectiveness as a manager / supervisor / team member / employee;  

• beneficial challenges to traditional approaches   recognition of work practice as 

"artistry" or “craft”  

• respect for diversity in applying theory to business practice.  

In the context of teaching training, Boud and Walker (1998) noted various shortcomings in the way 

that teaching colleges were applying reflective practice. They criticised:  

• "reflection on demand" mentality  

• reflection processes with no link to conceptual frameworks  

• failure to encourage students to challenge accepted teaching practices (who might assume 

that the more experienced practitioner must "know best")  

 

Boud and Walker (1998) were also critical that the level of personal disclosure required might be 

beyond the capacity of some students (in that context, novice teachers).  They point out that "it is 

common for reflection to be treated as if it were an intellectual exercise - a simple matter of 

thinking rigorously.  However, reflection is not solely a cognitive process; emotions are central to 

all learning."  They suggested that teacher-coaches who created an environment of trust would be 

better at establishing a context in which useful reflection could take place.  By analogy, you should 

consider whether your supervisor or internship mentor would be better placed to assist you to 

reflect on and benefit from your work experience.   

 

It is worth noting that reflection is not merely a navel-gazing exercise but, to be effective, must be 

allied to a readiness to change and a creative approach to problem-solving.  Biggs (1999) points 

out that "a reflection in a mirror is an exact replica of what is in front of it.  Reflection in 

professional practice, however, gives back not what is, but what might be, an improvement on the 

original."    

 

Reflective practice can also be defined in terms of action research, whereby specific problems (in 

specific settings) are targeted and a continuous feedback mechanism established in order to 

inform ongoing development of practice (Hopkins and Antes, 1990)  
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If you are new to reflection, Cottrell (2015) recommends the following steps which outline some 

basic features of reflection to help you get started.   

Keep a regular journal, log or blog. Write something in this at regular intervals. Little and often is 

better at first, so that you develop the habit of reflection. Seven minutes every weekday evening is 

all that is needed. Alternatively, you may prefer to take half an hour once or twice a week. Your 

discussion board posts are a great way to do this.  

Choose a particular incident or a feature of your day or week to focus on for each entry. This will 

develop your critical thinking better than writing on a superficial basis about your whole day.   

Choose something that was difficult or ‘sticky’ during your day. Think through what gave rise to 

the problem. Consider how you might achieve a better outcome next time. Alternatively, spot the 

things that went unexpectedly well, and consider why that might have been the case.   

Avoid using reflection as a way of blaming and taking out anger on others, even if you feel they 

deserve it. Focus on your own role, and how you can make a similar situation more manageable 

next time. This helps to take you forward.   

The discussion board is seeded with questions that you can use.  The models summarised below 

(Kolb, Shon & Gibbs) can also help.  

Reflection involves critical, analytical thinking. Weigh up the strengths and weaknesses, costs and 

benefits, decisions and outcomes. These are thinking skills required for most academic work. 

Avoid descriptive writing that simply recites what happened, or who said what, unless there are 

particular reasons for doing this as part of your course.   

Reflection should be directed to a purpose. It is better to write a short entry that is meaningful 

than a long one which is simply pages of description. Find a topic that is useful to you. What do 

you most need to improve? What do you need to think through?   

Consider the right questions for structuring your reflection. It is easier, when you start out, to 

answer questions that give shape to your thinking.   

After a few weeks, read back over your entries. Look for the main themes in what you have 

written and consider the significance of these for you. Decide what action to take next.    

There are many different models of reflective practice. Being aware of these models can help you 

to maximise the learning from any experience you have. Using the models helps you to ensure you 

ask the right reflective questions at each stage of an experience. The models of reflective practice 
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can be used as a basis for the structure of a reflective essay – you are encouraged to consider each 

of the models described here and in the recommended readings for this course and use them to 

prepare your assessment tasks for this subject.  

 

Using models of reflective practice we can:   

• think about our experiences   

• understand them at a deeper level   

• learn from that thinking and understanding so as to effect change.  

Models of reflection often break down the various reflective processes into steps or stages. These 

stages are usually represented in the form of a cycle, the idea being that we can use what we have 

learnt from active reflection in order to bring greater understanding and better forward planning 

to similar experiences in the future.   

 

The reflective process may be conceived of in different ways, with a number of stages depending 

on the model.   

 

The Four stage Experiential Learning Cycle (Kolb) Kolb’s Cycle (1984) – discussed below - has been 

particularly influential on the developments in thinking about experiential learning.   

Other models have more and/or different stages, each focusing on particular components of the 

learning process such as:   

• awareness of initial responses   

• the impact of emotions on behaviour   

• consideration of issues and theories   

 

How useful do you think the concept of ‘stages’ would be for your own reflection?  

Are you likely to work better with:  

• a model that has few stages, and you elaborate the details and prompts yourself?  

• a model with more stages, with prompts provided that you select from as needed?  

  

Kolb’s learning cycle Kolb (1984) demonstrates that effective learning is seen when a person 

progresses through a cycle of four stages: of (1) having a concrete experience followed by (2) 

observation of and reflection on that experience which leads to (3) the formation of abstract 

concepts (analysis) and generalizations (conclusions) which are then (4) used to test hypothesis in 

future situations, resulting in new experiences. The third stage, abstract conceptualisation, gives 

significance to the act of drawing generalisations – an important cognitive step in identifying how 

one experience could relate to others.   

 

Can you use these elements of the cycle to structure your thinking (and writing) about your own 

experience?  
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The course website contains a link to van der Sijde et al. (2008) which contains a good description 

of the model and demonstrates its use in practice.  

 

 

 

 

 

 

 

 

 

Conrete 
experiences 
(experience 
something)

Reflective 
observation 

(thinking about 
the experience)

Abstract 
Conceptualisation 
(learning from the 

experience)

Active 
experimentation 

(putting what you 
learned into 

practice)
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The following table summarises the elements of the Kolb Cycle:  

Cycle Element  Description  Activities which help learners 

experience  

Concrete Experience  Kolb's cycle starts with a concrete 

experience. In other words it 

begins with doing something in 

which the individual, team or 

organisation are assigned a task. 

Key to learning therefore is active 

involvement. In Kolb's model one 

cannot learn by simply watching or 

reading about it, to learn 

effectively the individual, team or 

organisation must actually do.  

• ice breakers & energisers  

• team games  

• problem solving  

• discussion  

• practical exercises, e.g. 

making a presentation  

• debates  

Reflective Observation  The second stage in the cycle is 

that of reflective observation. This 

means taking time-out from 

"doing" and stepping back from 

the task and reviewing what has 

been done and experienced. At 

this stage lots of  

• ask for observation  

• write a short report on 

what took place  

Cycle Element  Description  Activities which help learners 

experience  

 questions are asked and 

communication channels are 

opened to others members of the 

team. Vocabulary is very 

important and is needed to 

verbalize and discuss with others.  

• give feedback to other 

participants  

• quiet thinking time  

• tea & coffee breaks  

• completing learning logs or 

diaries  

Abstract  

Conceptualisation  

Abstract Conceptualisation is the 

process of making sense of what 

has happened and involves 

interpreting the events and 

understanding the relationships 

between them. At this stage the 

learner makes comparisons 

between what they have done, 

reflect upon and what they 

already know. They may draw 

upon theory from textbooks for 

framing and explaining events, 

models they are familiar with, 

• present models  

• give theories  

• give facts  
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ideas from colleagues, previous 

observations, or any other 

knowledge that they have 

developed.  

Active  

Experimentation  

The final stage of the learning 

cycle is when the learner considers 

how they are going to put what 

they have learnt into practice. 

Planning enables taking the new 

understanding and translates it 

into predictions as to what will 

happen next or what actions 

should be taken to refine or revise 

the way a task is to be handled. 

For learning to be useful most 

people need to place it in a 

context that is relevant to them. If 

one cannot see how the learning is 

useful to one's life then it is likely 

to be forgotten very quickly.  

• give learners time to 

plan  

• use case studies  

• use role play  

• ask learners to use 

real problems.  

  

How does your placement experience fit in the Kolb cycle?  Can you use this model to reflect on 

and make sense of experiences during your placement.  

  

  

  



  

  
  

  
    Graduate School of d   

  
  

  
  

 

Gibbs (1988) cycle involves 6 components – notice how each of the steps could inform the 

structure of your reflective writing:  

 

 

 
 

  

There are five stages in the cycle:  

1. Description.  

2. Feelings.  

3. Evaluation.  

4. Analysis  

5. Conclusions.  

6. Action.  

 

This model helps you think about how you deal with situations, so that you can understand what 

you did well, and so that you know where you need to improve.  

 

 

1 Describe 
what 

happened

2 Identify 
your 

feelings

3 Evaluate

4 Analyse

5 Draw 
conclusions

6 Create an 
action plan
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Choose a situation to analyze using the Gibbs Model and then work through the steps below.  

 

Step 1 Description 

First, ask the person you're coaching to describe the situation in detail. At this stage, you simply 

want to know what happened – you'll draw conclusions later.  

The following questions might help you describe the situation:  

• When and where did this happen?  

• Why were you there?  

• Who else was there?  

• What happened?  

• What did you do?  

• What did other people do?  

• What was the result of this situation?  

Step 2: Feelings 

Next, identify what you thought and felt during the experience. Avoid judging, commenting on or 

justifying your emotional responses.  Simply identify and recognise them.  

The following questions might help you to do this:  

• What did you feel before this situation took place?  

• What did you feel while this situation took place?  

• What do you think other people felt during this situation?  

• What did you feel after the situation?  

• What do you think about the situation now?  

• What do you think other people feel about the situation now?  

 

Step 3: Evaluation 

Try to look objectively at what approaches worked, and which ones didn't.  

• What was positive about this situation?  

• What was negative?  

• What went well?  

• What didn't go so well?  

• What did you and other people do to contribute to the situation (either positively 

or negatively)?  

If appropriate, use a technique such as “the 5 Whys”1 to help you to uncover the root cause of the 

issue.  

Step 4 Analysis 

This section is where you make sense of the event and should be the largest section of your 

reflection. It is useful at this point to take all the issues that you have highlighted previously in the 

reflection and consider them separately. It is important in this section that you consult relevant 

academic literature to help you make sense of the incident. For example, if the reflection relates 

to being nervous about asking a placement supervisor to explain details of a complicated 

procedure and this has had a negative impact on your understanding of the procedure; in this 

section you could consult the literature on how to communicate effectively.   

                                                      
1 See your course website for some information about ‘5 whys’ if this is an unfamiliar concept.  
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Step 5: Conclusions 

Once you've evaluated the situation, try and draw conclusions about what happened.  

 

Think about the situation again, using the information that you've collected so far. Then ask 

yourself questions like these:  

• How could this have been a more positive experience for everyone involved?  

• If you were faced with the same situation again, what would you do differently?  

• What skills do you need to develop, so that you can handle this type of situation better?  

Step 6: Action Plan 

You should now have some possible actions you can take to deal with similar situations more 

effectively in the future.  The last stage asks you to come up with a plan so that you can make 

these changes (or perhaps, feel more confident as you continue to act the same way).  

Once you've identified the areas you want to work on, commit to taking action.  

Schön (1983) provides an additional element by making a distinction between reflection during the 

event and reflection after the event.  It may be helpful to take account of the distinction between 

the two during your own reflective practice.  This model has the strength of considering reflection 

in action (during an event/experience) with those that happen in hindsight (after the event).  

 

 
 

Schön (1983) drew distinctions between reflecting:   

• in action: reflecting on what you are doing whilst in the process of doing it, such as when 

experts call upon pre-existing knowledge as they work   

• on action: making sense of an action or event once it is over, so as to learn from it for the 

future.   

Many reflection models refer back to this distinction.   

•The experience itself

•deciding how to act at the time

•Acting immediately

Reflection in 
action (at the 

time the event 
is happening)

•reflecting on something that has happened

•Thinkinga bout what you might do differently 
if it happened again

•New information gained and/or theoretical 
perspectives from study that inform you r 
experiences are used to process feeling and 
action.

Reflection on 
Action (after 

the event)
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There are links in the class website to further readings that will support your understanding and 

use of this model.  

There is also a case for reflection: before action: drawing on knowledge (including theory), 

experience and input from others before you do something.   

It is generally easier to reflect:   

• Before action: as part of forward planning, putting aside time to find out useful 

information and examples of good practice, identifying relevant skills and learning or 

refreshing these; simulating difficult scenarios; practising what you are going to say or do, 

and giving thought to how this will all be put into action when needed.   

• On action: putting time aside to think significant events through in detail, as outlined 

above.  

Boud et al. (1985) emphasised that experience, and reflections on experience, are both influenced 

by unconscious aspects such as emotions as well as conscious ones such as intent. They also 

argued that emotions tend to override our rational thinking without us being fully conscious of 

this, making us less aware of how and why we are acting as we do. If we re-evaluate an event, 

focusing on feelings and their impact, this helps us to identify how to manage similar events 

differently in the future.  

 
Source: Cottrell (2015)  
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Another popular model is the “4R” (sometimes “5R”) model developed by Bain et al. (1999) who 

look at reflection as a progressive scale:  

 

 
 

Note the first and second levels – Reporting and Responding – are often consolidated.  

The levels can be described as follows:  

 

 

 

Level Characteristics 

1 Reporting Describing, reporting or retelling with minimal transformation, no 

added observation or insight  

 

2 Responding • Using source data in some way but with little 

conceptualisation or or transformation.  

• Making a judgement or observation without any further 

inference or detailing the reasons for the judgement  

• Asking rhetorical questions without attempting to answer 

them or consider alternatives  

• Reporting feelings like relief, anxiety, happiness etc  

 

3 Relating • Identifying aspects of the data which have personal 

meaning or which connect with prior or current experience;  

• Seeking a superficial understanding of relations;  

Level 1 • Reporting 

Level 2 • Responding

Level 3 • Relating

Level 4 • Reasoning

Level 5 • Reconstructing
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• Identifying something that you are good at, something you 

need to improve, a mistake or an area from which you have 

learned from your practical experience  

• An explanation (superficial) of the reason why something 

has happened / an identification of something you need, 

you plan to do, or plan to change  

Reasoning • Integrating the data into an appropriate relationship (with 

theoretical concepts, personal experience, involving a high 

level of transformation and conceptualisation;  

• Seeing a deep understanding of why something has 

happened;  

• Exploring or analysing a concept, event or experience, 

asking questions and looking for answers, considering 

alternatives, speculating or hypothesising about why 

something is happening;  

• Attempting to explain your own behaviour / feelings 

(and/or those of others) using your own insight, inferences, 

experiences of previous learning, with some depth of 

understanding;  

• Exploring the relationship between theory and practice in 

some depth.  

Reconstructing  • Displaying a high level of abstract thinking to generalise 

and/or apply learning;  

• Drawing an original conclusion from your reflections, 

generalising from you experience, extracting general 

principles, formulating a personal theory of business 

practice / taking a position on an issue.  

• Extracting and internalising the personal significant of you 

learning and/or plans for your own further learning on the 

basis of your reflections.  

 

This scale is a useful way of assessing the depth and quality of your own reflections, regardless of 

the model / models that you chose to use.   You will see that the assessment criteria for this task 

are in large part based on this model.  

Some of you will have been required to use reflective writing techniques many times in your 

program so far.  Others will be required to write in a reflective way for the first time. As many 

people find when they get their first reflective assignment, even with the use of a model as a 

guide, the act of making writing truly reflective is not an easy task – however, it can be 

approached in the same way as other writing activities.  
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The following are taken from Cottrell (2003):  

 

In the seminar break today, Mary was talking and I wanted to say something. She had been 

talking for a few minutes already and I hadn't said anything. I was interested in what she 

was saying but then just interrupted. It was a simple mistake. I didn't mean to upset her. 

Mary carried on talking for a moment and then decided to stop. She looked angry. 

Everybody just looked at me as if I was in the wrong. I didn't even talk for very long. Peter 

said I had an interesting point. Then we went back in the seminar and Mary avoided 

looking at me all the way through.  

 

This might seem reflective - it makes evaluative statements and contains a good deal of 'feelings' 

expression. It is, however, just descriptive. All it achieves is to document the incident which took 

place.  

 

Instead, Cottrell (2003) perceives this as a more reflective piece on the same incident:  

 

Today was useful as I realised I am still interrupting people when they are talking. I cut right 

across Mary today during the seminar break. I realise this was not very skilful or 

considerate. Mary looked annoyed. I just ignored this at the time because I was 

embarrassed. It would have been better to have apologised as soon as I realised. I will next 

session. I have to take more care not to burst in when other people are talking. Maybe I 

could ask for Joe and Ali to point it out to me for a while so I notice it more.  

 

What appears then is that the second extract does not story-tell the events, rather it tries to 

express the personal insight and shift in behaviour or attitude (and the strategies which might 

make that happen) of the student involved.  

The above excerpts might mislead you into thinking that once you are expected to do a reflective 

piece that this is all it is - deep thinking about your intrapersonal and interpersonal experiences. 

This is an important part of it but it's not really enough at a post-graduate level.  

 

Academic reflective writing...  

...does not address its reader using 'you'. You are writing about your experiences.  

...does not use slang, contractions (it's, don't I'll) or note-taking abbreviations (i.e., e.g., etc.).  

...does incorporate information from more passive learning, such as methods from textbooks, 

social theories or procedures, policies or legislations, has to offer.  

...is critical, given the above, it reappraises and reassesses what the writer thinks, believes and 

does so in light of an evaluation of theory and research.  

...does reference its sources. It is not free writing. Now is the time to look up where something 

you have taken for granted all these years might be from.  

...does use careful structure, paragraphing and good grammar, spelling and punctuation. It still 

has goodtext basics such as a clear introduction and a conclusion.  
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...does not generalise. It is specific as it can be about experience and its relationships. It makes 

deep observations and links these to current learning, theory and research. It does not gloss over 

small but significant implications.  

...does use 'I' judiciously. This is not to say it is simply free writing about your personal opinions 

and beliefs, but reflective writing cannot work if there is no ownership of the feelings, experiences 

and learning being explored.  

  

Think about the purpose of your reflective assignments and adjust the contents of your essay and 

your discussion board posts to address the purpose and focus of your assignment.  

For example, your first task in this subject has been designed to encourage you to focus on your 

goals and learning needs. The final assessment task has been set with the objective of asking you  

draw together your learning and identify next steps. The discussion board tasks on the other hand 

are designed to ask you to use these same skills to communicate your learning to other students 

and to use your reflective skills to coach and mentor others.  

Like any other essay, a reflective essay will have:   

• a specific title: you must structure your essay to respond to the question contained within 

the title   

• an introduction that identifies your overall position and prepares the reader for what to 

expect from the essay   

• a main body divided into paragraphs: this does not usually contain any headings or bullet 

points   

• a conclusion that sums up the main points: this does not introduce any new material   

• references to source materials within the text   

• a list of all references at the end of the text.   

Typically, a reflective essay will contain a selection of the following elements. The following are 

taken from Cottrell (2015)  

 

Personal aims and goals   

• Why did you choose your programme: what were your aims and objectives?   

• Have these changed since starting the programme?   

• In what ways and for what reasons?   

 

Expectations   

• What were you expecting from the programme?  o  What did you expect from yourself?   

• What led you to form these expectations?   

 

Programme learning outcomes   

• What are the learning outcomes for modules you have taken so far?  

• What skills development is linked to the modules you have taken?   

• How do these outcomes and skills correspond to your own aims and goals?   
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Other activity  

• What else do you do outside of your programme in order to achieve your personal goals or 

to supplement your learning for the programme?   

 

Learning goals and targets   

• What are your current areas of strength in relation to your programme, career or life 

ambitions?   

• Which areas do you need to improve?   

• What are the priority areas for improvement as ‘learning goals’?   

• What are your targets, milestones and timescales for meeting these learning goals?   

 

Personal reflection   

• What methods have you used for reflection?   

• How do you use reflection?   

• A detailed example of how you developed and evaluated your performance in one area.  
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