
Report Writing Guide for Professional Practice 1. and 2. 
 

What is the purpose of the Report? 
The Report confirms that you participated in the tasks assigned to the topic in the daily work of the practice 
location, you have acquired the knowledge as expected. 

What does a well-written Report look like, and how should it be prepared? 
A well-written protocol is factual, understandable and clear. 

In other words: 

• includes what you were doing during practice, 
• does not need to be too wordy, 
• logically edited, its content shows consistency. 

In terms of format, it can be written electronically or by hand. 

Electronically written Report: 
The easiest way is to write it in a text editor (e.g. Word), because here you can correct the text later or even 
easily place pictures taken during the practice. 

Once the Report is complete, you only need to save it in PDF format before uploading. 

 

Of course, this does not mean that you always have to go to the practice with a laptop, there are many 
note-taking apps with which you can quickly write down the most important thoughts even on your phone, 
you can take a few pictures based so you can write the report later. (Evernote; Apple Notes; Google Keep) 

https://zapier.com/blog/best-note-taking-apps/#evernote
https://zapier.com/blog/best-note-taking-apps/#applenotes
https://zapier.com/blog/best-note-taking-apps/#googlekeep


Hand-written Report: 
In the case of handwriting, when the report is ready, it must be scanned, which can be done by a machine 
scanner or a mobile application. 

• You must set up the machine scanner to save the scanned pages as one PDF file. It is much easier and 
of the same quality to scan pages with a mobile application (e.g. CamScanner). There are many such 
applications, the task can be done with any of them. 

o This video demonstrates its use quite accurate 
o This method can also be useful for the other documents, as one-one PDF file is expected for 

each submitted document. 
o The free version puts a watermark on the document, regardless of that the document correct. 

 What to include in the Report? 
The topics (appendix to the Certificate of Completion) can provide a basis for writing the report, which 
contains the knowledge to be learned and acquired at the practice. These should be explained by asking 
the pharmacy manager or supervisor pharmacist about them and describing what they have said. 

Sometimes it is a problem what should be in the report, let’s see a few examples: 
As it should NOT be: 

• Prescription list: As part of your practice, you’re sure to encounter plenty of magistrate prescriptions 
and the temptation to fill your Report with infinity of them is strong. I suggest you not to do this, 
the practice has no aim for you becoming a Formulary editor. 

• Personal data: When presenting a prescription in the form of an image, make sure that the doctor's 
and patient's information is always obscured! 

• Excessive compactness: If all the knowledge of a month of practice fits in 5 pages, it may happen 
that the information to be obtained has not been mastered with sufficient efficiency. 

Good examples: 
• A description of an ideal day in the Report could be, for example, a description of the workflows 

learned that day. (E.g. what steps take place after the arrival of raw materials before they can be 
used.) 

• If you sometimes run into a more interesting prescription that you would still describe, explain why 
it is interesting, what to look for when making it, what you have learned from it. 

• Description of 1 practical problem per week in half-1 page, in the field of problems related to the 
knowledge listed in the ‘requirements’ part of the Acceptance letter. It is also stated that this is a 
mandatory element of the Report. 
But how to do it? 

o It’s worth asking your supervisor pharmacist what kind of difficulties complicated the 
workflow lately. What was the solution to this? 

o A problem can be anything that affects workflows e.g.: 
 Wrong recipe arrives, how do you act? What can you do for the patient? 
 Some of the goods did not arrive. How do you make a complaint? 
 Dissatisfied patient, writes in the customer book. How to proceed in such a case? 
 Everything, from stopping of the fridge to a sliding ointment may be fine if you 

explain it well. 

Uploading the Report: 
Only documents uploaded as a single PDF file are acceptable. 

File name: 
Name the file like this: „Familyname_Givenname_Report.pdf”, this will help our work later. 

https://www.youtube.com/watch?v=Z_nlGEkW6ic
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