Faculty of Law, Business and Social Sciences Graduate Attributes Programme (GAP) 
Reflective Learning Diary for Work Placements and Part-time Employment
Introduction 

The aim of this Reflective Learning Diary is to give you an opportunity to do the following:

· Keep a record of the work you undertake in your placement or part-time job 

· Note any existing skills you develop, or new skills you learn 
· Identify areas you would like to improve
The Microsoft Word template below can be used to record your experiences if you wish or, alternatively, you can input your learning experiences straight into a mahara blog. Remember, you will be expected to record your experiences using the format laid out below in a blog on your ‘Work-related Learning ePortfolio Supplement’. You will not need to hand in a copy of this diary. Your GAP tutor will assess the content of your blog on your WRL ePortfolio page. If you need any help in completing your diary entries speak to your GAP tutor. If you are completing a placement you can also ask your placement provider for guidance. 
You do not need to fill in an individual entry each time you attend a placement session/part-time work shift. The idea is rather to identify key learning situations.
Use the “Reflection” section to record anything you have learned. You may also find the following questions useful as prompts:

· What do you know now that you didn’t know before this session? 

· Have you done anything completely new?

· Did anything surprise you? For example, about information you found out, the way that your colleagues dealt with an issue, or the way you reacted to anything that happened?

· Did you find anything challenging? Why? 

· Did you find anything satisfying? Why? 

· Were there any problems? How did you resolve them? If you were faced with the same problem again, would you do anything differently? 

You should note positive experiences and achievements as well as any difficulties. 
Below are some (fictional) examples, based on a School of Law placement with the Citizens Advice Bureau.

Examples of individual entries
	Date:
	5 November

	Tasks completed:
	· First day in the office after training

· Sat in on meetings with clients, and wrote up the related paperwork

· Read up on the advice sheets the CAB gives out   

	Reflection: 
	I was surprised at how limited the resources were in the office. 


	Date:
	3 December

	Tasks completed:
	· Interviewed clients
· Took phone calls

· Filled in benefit forms

	Reflection: 
	I had been really nervous before doing the first interview on my own, and the client was shy. I realised that I had to appear confident, to put her at her ease. I also had to speak quite slowly, as her English wasn’t very good, and I had to check that she knew what I meant. I found filling in the benefit forms quite stressful – although they’re straightforward, if I get details wrong, it could have serious implications for someone else. I preferred taking the phone calls, as I found it easier to ask questions, go away and find out the answers, and ring the person back.


More examples of reflection on skills development
	The achievement of which I am proudest is:
	Helping to rewrite some of the leaflets on Consumer Advice. I felt I was able to put my writing skills to good use, and it was satisfying knowing that I will leave something behind at the end of my placement.

	The thing I found most surprising was:
	How little time the caseworkers sometimes get with clients. If I worked in this area in the future, I would need to find a way of being able to manage my time efficiently. 

	The area I found most challenging was:
	Being face to face with clients who are really upset or angry, and not getting upset or angry back at them.

	The area I would like to improve is:
	Time management skills, and finding ways to be less stressed when trying to answer questions quickly.

	An example of when I worked in a team was:
	When we needed to get grounds of appeal to a solicitor quickly. I helped to identify what tasks needed doing, and to divide them up between the people who were free in the office, so that between us we were able to met the deadline.

	An example of when I used my knowledge was:
	Helping a number of clients who had consumer rights issues; I was able to tell them about the Sale of Goods Act which was part of the Commercial Law course. The more queries I dealt with, the easier it became. 

	An example of when I solved a problem was:
	Having to find the answer to a question about tax law when the relevant person was unexpectedly out of the office. I used my initiative to find the relevant files in the office, and to look up the information online.

	An example of when I was given responsibility was:
	The manager asked me to update a series of information leaflets. She left it to me to decide how to research them, and to structure my own timetable. I was able to produce the leaflets three weeks before the end of my placement, so we had time for any revisions. 

	Other comments:
	Before the placement, I had worked out that I could fit the time commitment into my academic timetable, but I hadn’t realised that it would be emotionally tiring as well as physically tiring. I have been able to apply some of the things I have learnt in classes, which I have really enjoyed, and I my self-confidence has improved.
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[Add more entries as needed.]
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