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Summary

A brief summary of the whole report (~300 words); the nature of organisation, type of work done, skills learned, conclusions drawn. 
The overall report requirement is up to 3000 words, including the summary. 
A reflective report should describe your employment journey to date (the context) and what learnings you might apply in future (the reflection). A successful reflection report uses the context (I worked in an Agile team) to draw learnings (I learned how to raise issues and resolve conflicts in a constructive manner, plus how important maintaining team unity and focus is) and to prompt the adoption of new approaches in future (next time I will look to engage with team members faster to avoid misunderstandings and capitalise on their expertise).
Many technical people focus on the immediate product (the event attended or widget they made) and express they could have improved this if only they had done xyz. Avoid this approach, that experience is gone and that widget is finished. Use reflection to discover and express how you might get better results in future. What do YOU carry forward.
Do not leave these words in your report. Yes, it is done regularly and yes those reports are rejected…
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In Open/Libre Office documents, update the Table of Contents by right-clicking the table and selecting “update table”. Yes, these instructions are also regularly left in reports and yes those reports are also rejected, as are reports where the ToC includes phrases like “(possibly several sections)”. 

A brief note on Templates like this one. This template is only a guide to prompt you to create a document that looks professional, is well structured and addresses the questions of interest. Once you adopt a template (any template), the document is yours to use as you see fit. If you do not want a Table of Contents, delete it. If you do want a table of contents, then use it well.

1. Introduction

Briefly outline the nature of the enterprise and/or products of the employer.

2. Providing Context (possibly several sections)

These sections provide the context to understand your experience. You could include information on: Layout of workplace, staff organisation structure and number of employees engaged in various work, general comments on buildings, workplace layout, technical facilities, and amenities for staff.

You should discuss the bigger picture first, answering questions on why the company exists, who are the customers, what does the company provide, what is the organisational structure.

You might then zoom into your work environment, discussing company culture, office layout, staff facilities, interactions between teams, the way work is passed to your team and of course the nature of the work you were doing. Note that we do not need confidential information, but do need to understand the tasks you were doing and why.

3. Reflecting on the experience (possibly several sections)

The previous sections provide the context. This section is about reflecting on what you learned.

It is a given that students make mistakes and learn from those mistakes. This is a big part of the work experience opportunity. Being students you will be given the opportunity to make little mistakes. As you learn from your mistakes and gain confidence over your career, you will get promotions along with the opportunity to make bigger mistakes --- in the hopes that you have learned how to avoid most mistakes and have learned how to mitigate the rest.

Reflecting on these early mistakes and drawing lessons serves to provide practice and to demonstrate what learning took place during your work experience. 

In these sections it would also be appropriate to discuss the support you received from the company and comment on the technical skills you have developed.

4. Conclusions

List of conclusions drawn and any skills you learned during the work period.

5. Bibliography

If needed.

6. Appendices

If needed.

Common reasons for reports being rejected.
· Not submitting a report. This is a formal document that reflects the best of your report writing capabilities. Leaving meta text, not putting your name and date on the report, not having a front page, summary or abstract, inaccurate ToC, etc.
· Poor grammar, poor spelling.
· Poor report structure, does the report flow.
· Lack of reflection (What did you learn, what will you take forward).

· Lack of depth, often combined with a very low word count. If you fail to see the relevance of your work experience to your future work in IT, see your Work Experience coordinator. You may be correct and therefore perhaps the work experience should not qualify as contributing towards your education and hours. On the other hand, I have yet to see this :-) Pop in to see your work experience coordinator, we can chat through it.
Things you can do.
· Read your report from start to finish. Not once, not twice. Multiple times, until you are happy.
· Ask a friend with a high level of writing skill to review your report. If you choose the assessor to be the person with a high level of writing skill, do not be surprised if it comes back.
