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28 OLYMPIA COLLEGE

RAFFLES EDUCATION GROUP
The Emplayors Choice

Being able to refiect is essential to learning. It Is not just cornmon sense, it is more than -
that, it is a skill you can improve. o R N

Reflection improves your learning and your performaiice orn your course, by helping -
you identify what you do well {and how to make the most of it} and what to improve. . .

_: Some people find it easy to think about what they have done, said, or thought, while .-
others find this uncomfortable or difficult. This SkillPack should help both. It aims to:

s explain why reflection is so important, and why courses ask you to do it
= help you get better grades or marks for assessed work requiring reflection
¢ help you develop ways of reflecting on your experiences. S T

s when a tutor asks you to reflect on something, evaluate. your o
actions as part of course work, or self-assess ' .

s to reflect on something personally important to you on the course -~
or in a course related activity (eg a work placement). - '

iIf you like to reflect in different ways, you could use the margins to note what would
work better for you. The SkillPack focuses on reflection on the course, but you could..
also use it, if you wish, to think about personal matters. - - . - O P T N

1 Reproduced from Student SkiliPack, Sue Brew znd Rosie Binghain, Gower, Aldershot, 2001
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REFLECTIMNG OR VYOUR EXPERIENCE ~ Starter Lovel

NOTES

Agree targets

* identify main features and purposes of reflection
= identify your current practice in reflecting

» identify and select possible strategies to reflect.

Use your plan

¢ yse your reflection strategies, monitoring and revising them as
needed

= seek and use feedback and support, as part of reflecting on an
experience

» use feedback and support to improve reflection skills
* identifly appropriate evidence for claims about your performance.

Review progress and achievements
< when required, produce a summary of the results of your reilection,
with appropriate evidence
e review your reflection process, and identify any factors influencing
performance
< identify ways of improving in the future.
{Based on QCA Key Skill specifications, QCA 2006)

T What is reflection?

‘Reflection’, here, means looking back on an experience and making sense of it to
identify what to do in the future. It helps you repeat what worked and learn from
mistakes. Most of us think about experiences afterwards. We may re-live something
enjoyable or be concerned about something ( Our team played well today because... 1 wish
[ hadn't said...}. We may reflect soon afterwards or later, when something triggers a
memory.

Reflection is a skill needed at work. Professionals need to know they are doing a good
job. It is encouraged via appraisal schemes, and by professional bodies’ Continuing
Professional Development schemes. '

Taking action as a result of reflection assumes you are responsible for your learning,
and that you can do things differently, that ‘old dogs’ can learn ‘new tricks’,

2 Why do courses ask you to reflect,
evaluate, review, self-assess? i

Reflection helps you:

¢ reinforce your learning
e learn concepts and principles
e jdentify, while in a sifuation, the best action to take.

2 Reproduced from Student SkillPack, Sue Drew and Rosie Binghanm, Gower, Aldershot, 2001



3 OLYMPIA COLLEGE

RAFFLES EDUCATION GROUP
The Empleyers’ Ghoics

REFLECTING ON YOUR EXPERIERGE -~ Starter Level

/ Do something . NOTES
Plan to try again, )
bearing in mind ink about

what you did

your conciusions

\ Come to / o
conclusions £

about what you did
{derived from Kolb 1984)

Some learning theory (Gagne 1985, Kelly as described in Bannister and Fransella 1971,
Kolb 1984) suggests that we sort information, feelings and sensations into categories.
When we meet new situations which seem to fit the same categories we recall our
original thoughts and feelings, eg one recall method is to assoctate one thought with another,
such as remembering somebody's name by remembering where you met.

Reflecting helps to make sense of an experience and ‘categorise’ it so that learning
from it can be used again. Without it we may do things the same old way, not thinking
what works, what doesn’t and what to do differently ( Why do [ keep doing that!?).. .

Reflecting helps you understand concepts and principles (‘deep learning’) as well as
knowing facts (‘surface learning’ — Gibbs 1892) (eg reflecting on the practical experience of
profect work or a placement can help In understanding theory).

Being effective is not just repeating what you did in another situation - each situation
must be weighed up to see what is appropriate. Schon (1987) suggests that if you make
sense of something afterwards ('reflection on action’), you are more likely to be able to
work out what to do whilst in a situation, to think on your feet {reflection in action’).

3 VWhat is required?
3.1 What sort of reflective work wiil you meet on your course?
You may be asked to reflect on, review, evaluate or assess what you have done. The

following are strategies used by courses to help you reflect. If they are assessed, check
what will get a good grade — but also use them to help you learn and improve.

3 Reproduced from Stedent SkilfPack, Sue Drew and Rosie Bingham, Gower, Aldershot, 2001
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REFLECTING ORN YOUR EMPERIENGCE -~ Starter Level

NOTES

Reflective log or | Records what happens. A reflective log/diary also makes sense
diary of it. It might include what: you did well; you did less well; you
learned or realised; you might do differently in future. Some
professional bodies require one to show your professional

competence,
Evaluation of This may be evaluation of your own work or that of a group
work carried you were in. This means not just recording what happened or
out who did what, but what; was good or went well; could have
been improved; could be done differently in future; was
iearnt/realised.
Reflective In a portfolio you place evidence of what you learnt and how
portfolio (eg, written work, audio/video tapes, visualst. You make clear what

each item demonsirates, and include a commentary, saying .
what you want your evidence to show and how or why. - ’

Critical incident | Here you identify an incident which helped you realise
something. You briefly describe the incident but are much
more concerned with what it showed, what you learned or
realised, and why.

Stories/fictional You may be asked to write about an experience in a way which
writing turns it into a story.

Report eg, a A reflective report does not just cover your experience, but
Placement report evaluates the experience and your role in it.

NB See the SkillPacks ‘Report Writing'.

3.2 Evidence

In assessed work you usually need to produce evidence for your reflections - so the
assessor knows you can prove/support what you claim (eg evidence of your ability to work
well in a group might be: minutes of meetings, work produced by yourself for the group — a
Jog/diary can show what you did; feedback from cther members about your performance).

3.3 What is the lecturer fooking for?

The lecturer or tutor will want to know:

s what you did or what happened and what your part in it was

s what you thought was good/went well, why, what you achieved

s what could have been better, why, how, what was not achieved, what you could have
done differently

e what links you see between theory and what happened (eg does what happened
agree/disagree with theory?)

¢ honest opinions. They are interested in how well you interpret the situation, rather
than how well the situation went. Identifying what went wrong and what you could
do differently indicates that you have learned, not that you made a mistake

. » what you learnt and will do in future (an ‘action plan’) - this may involve how you

will go about it and how you will judge if you have improved or performed well.

4 Reproduced from Student SkiliPack, Sue Drew and Rosie Bingham, Gower, Aldershot, 2001
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REFLECTING ON YOUR EXPERIENGE - $tarter Level

Your lecturer or tutor will not want: o . NOTES

e just a straight description of what you did with no analysis _

¢ alack of honesty, making everything sound fine or terrible (there are few situations
when everything goes perfectly or where something positive doesn't happen)

¢ excuses (explanations are OK) or blaming others. They will want you to
acknowledge what you are responsible for.

4 What do you currently de?
4.7 How do you usually respond to experience?
" What do you normally do when you have dealt with others, carried out an activity, or

readfseen/heard something? You may tend to reflect in the same way regardless of the
experlence, or to think about different sorts of experiences differently. J

Tend not to reflect much

Think about it on my own

Talk about it fo somebody else

Write it down (eg in a diary}

Repeat it as it happened {(eg replay
conversations)

Focus on things I feel good about

Focus on things I feel bad about

Imagine what I wish had happened

Blame somebody (myself or somebody else)

Consider how other people involved felt or
were affected

Identify the essentials of what I
read/saw/heard or of what happened

Identify what aspects are similar to those in
other situations

Identify how to use new realisations

It might help to consider:

o which of the above might encourage learning (eg "blaming’ can lead fo resentmerit or
guilt, not to learning)? _ " o
 which might build confidence or reduce it?

.5 Reproduced from Student SkillPack, Sue Drew and Rosie Bingham, Gower, Aldershot, 2001
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REFLECTING ON YOUR EXPERIENMGECE - Starter Level

NOTES 4.2 When do you reflect?

Your initial reaction may change as you think about something, talk to people, see or
read things, and your views may change. Do you tend to:

have an initial reaction and then forget about it?

have a reaction some time later?

find it difficult to let the matter drop?

think so much about it that it stops you taking action?

vary what you do depending on the experience?

none of these (when do you reflect)?

Possibilities for doing things differently include:

¢ set regular time aside to think things over

¢ if you can't let a matter drop, distract yourself by an enjoyable activity, or by talking
- aloud to yourself about something else (you can't think of one thing/talk of another)
e agk friends what they do.

4.3 Could you do anything differently?

You could keep a note of how effective your reflection strategies are. If needed, you
could try other ideas. @

& Reproduced from Student SkiliPack, Sue Drew and Rosie Bingham, Gower, Aldershot, 2001
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REFLECTING ON VYOUR EXPERIEMGE -~ Starter Loevel

B Getting started. Identify what to NOTES
refieet on

For Sections 8, 7 and 8 below it will help to have in mind an experience to reflect on,
and to complete the boxes in relation to it.

It may help to use a simple experience to reflect on {eg a small project, a group meeting,
an essay/report/lab session, a work activity). You can then work though the sections again
reflecting on something more complex {eg a large project, a term/semeste. ).

To identify an experience to reflect on for the rest of this section, consider:

= are you pleased interested, curious, excited about something which has happened?

s do you feel uncomfortable or bad about something?

s do others seem to do things differently in a situation?

¢ what does your lecturer/tutor think is important for you to reflect on? If in doubt,
ask.

e if your reflection is assessed, what will they be looking for? If in doubt ask.

s who will see your reflection, what is appropriate for them/what is private to you?

¢ does a 'critical incident’ stand out (eg something that changed things‘had a big impact on
you)?

A

6 Strategies to help reflestion: thinking
things through -

The following suggest ways to think about the issue you want to reflect on. This chapter
is for all students in all subject areas — keep an opent mind on the ideas, even if they
seem strange {or obvious) to you on your course. Which could you try?

Talk to somebody...

e explaining it gets it clearer in your own mind

¢ hearing yourself speak puts things into perspective

¢ the persen might have useful questions, similar experiences, new ways of looking at
it, be reassuring '

o ask others involved in the same situation what they felt/thought.

7 Reproduced from Studeit SkillPack, Sue Drew and Rosie Bingham, Gower, Aldershot, 2001
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REFLECTING ON YOUR EXPERIERNCE - Starter Level

Write, draw... NOTES

e write about if; re-reading it Iater helps you see it as somebody else might

¢ write a letter {you don’t have to send it}, a play, a newspaper report, a poem

¢ make a drawing, picture, diagram

e make lists of pros/cons, likes/dislikes

e if you can't sleep, get up and write it down to get it off your mind

© writing/drawing makes you feel you’ve done something and can reduce anxiety or

anger.
Think about it on your own...

s give yourself time and space... on the bus, walking, in the bath....
Look at it in new ways

e replay it as it happened (or repeat it as you read, heard or saw it)

e to give new insights — read books/poems/newspapers, look at pictures/films/TV

= think about what might have been....what you wish had happened

¢ think of what else you could have done, however unusual or uncharacteristic of you

= think about it in the opposite way from how you normally would (eg 7 liked...  instead
of I didn't fike...}

s describe it as somebody else might

= identify your feelings about it (what was your gut reaction?)

e ask yourself questions {eg why do [ feel angry/upset?}

= identify the main or crucial aspects of the situation.

*, 8 Reproduced from Student SkiliPeck, Sue Drews and Rosie Bingham, Gower, Aldershot, 2001 -
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REFLECTING O/ YOUR EXPERIEMOGE - Starter Lovsl

7 Strategies to help reflection: feedback NOTES

7.1 Seeking feedback from others

Verbal or written feedback from others is very helpful and gives useful evidence of your
skills,

Who could you get feedback from? You could jot in the right-hand column names and
notes on what they could give you feedback about.

For course activities

° tutors
= other students
e technicians

e other specialists (eg lbrarylearning
centre, computing support stafl)

= others {who?)

If you are in employment

e your bossfsupervisor

° colleagues at your level

e colleagues above/below your level
e clients/customers

e others (who?)

Other areas of your life

® family members

* friends

e people in eg sporting or social clubs

¢ others (who?)

8 Reproduced from Student SkifiPack, Sue Drew and Rosie Bingham, Gower, Aldershat, 2001
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REFLECTING OMN YOUR EXPERIERNCE - Starter Level

How can you get helpful feedback and encourage people to give it to you again? NOTES

¢ Explain why feedback is important and what wiil help you

¢ Ask for feedback as soon after the event as possible

»  Ask specific questions (eg not ‘whart did you think of it ' but ‘could you understand what I
wrote?) — this gives more specific information to act on

¢ Listen without interrupting or defending

¢ Check you have understood

s Make it easy for them — don't take up too much time

® Thank them and accept it without arguing or disputing.

7.2 Recording feedback

Are you aware of and do you take notice of feedback:

s from tutors? Do you understand it (if not, ask ihem to explain it)?
s from other students {eg about how they do things differently from you)?
s others such as library/learning centre or computing support staff or technicians?

Do you make a note of feedback to help you in the future? You could:

¢ keep a diary

¢ keep tutor feedback sheets together in a folder - to help you note any changes
e use an action plan to help you improve (see Section 9)

¢ use the foHowing format — practise using it for some feedback you recently had.

A

10 Reproduced from Student SkiliPack, Sue Drew and Rosie Bingham, Gower, Aldershot, 2001
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REFILECTING OM YOUR EXPERIENGE -~ Starter Level

7.3 Using feedback NOTES

You need to weigh up feedback to see if you agree with it. There are dangers in:

s believing what everybody says (eg they may be wiong. in a bad temper; not kniow the facts,
have a distorted view). You may do so if you lack confidence.

e not believing what anybody says {eg they may know more than you, have a different view,
be more experienced). You may do so if you are over-confident or defensive.

Feedback may be particularly worth noting if:

s more than one person gives you similar feedback

s the person giving feedback is knowledgeable/an expert
¢ the other person is important to you (eg an assessor)

s the feedback confirms something you thought

e the feedback makes sense fo you

s there is evidence {proof) to support the feedback.

If you disagree with the feedback, why?:

s did you misunderstand what was wanted in the first place (eg in assessed work)?
o could the other person have misunderstood what you did?

e is the other person biased, do they have a vested interest?

e is their view less accurate than yours?

» are you being defensive or avoiding facing up to things?

s have you got any evidence (proof) that the feedback is inaccurate?

Try to discount personal comments and identify the key pomts beneath them (eg lﬁu
are a real pain, you never do the work for the group}. ’

- Key point - if you don’t do the work you cause problems for the group.

Discount — ‘You are a real pain.’ It doesry't mean you are a pain in every situation, or that
all group members think so.

Seeing it like this means you can do something about it. Seeing it as a personal insult
may harm your confidence or cause problems between you and others.

You could complete the following in relation to feedback you have recently received.

... 11 Reproduced from Studant SkiliPack, Sue Drewr and Rosic Bingham, Gewer, Aldershot, 200 "0 oL
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REFLECTING ON YOUR EXPERIENGCE ~ Starter Level

7.4 Giving feedback

If you are asked for feedback from somebody else:

s give it as soon after the event as possible

¢ be specific (not You are OK in meetings ' but When you chaired you kept to the agenda but
you overran a bit on time). This tells them what to do about it.

e give feedback on things they can do something about (eg ihey may not be able to alter
how they speak)

s avoid judgement words (eg Tubbish)

¢ if you point out sormething negative make sure you also Include positives

e avoid generalised personal comments (eg You are a pain.’ What can they do with
this? They don't know why and it will just upset them)

e calmly keep to the point if the other person is defensive (see the ‘broken record
technique’ in the Starter Level SkillPack ‘Negotiating and Assertiveness’ )

e check they have understood and that you have been specific enough for them.

8 Strategies to Eﬂs@@ ?@%E@@%@ﬁ, a
@?@@%@ =

'In thls section it wxll help to have in mmd somethmg you want- to reﬂect on (see 5

above) and to complete the boxes in relation to it.

This section questions: what happened; how you felt; how others reacted; what was
good/did you achieve; what needed improvement/did you not achieve; what choices
you made and what effect they had; what will you do in the future.

If any of the questions don't apply to your issue change them, pass over them, or add
others which do apply (eg for a technical issue you may need technical questions).

Complete the boxes in an order that makes sense to you {not necessarily in the order
given). If the process seems too structured, what would work better for you? Each box
gives an example of a student on a group project. This is not intended to limit your
thinking, the situation you are thinking of could be completely different.

12 Reproduced from Student SkillPack. Sue Prew and Rosie Bingham, Gower, Aldersiiot, 2007
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REFLECTIMG O VOUR EXPERIENGCE - Starter Level

8.1 What happened NOTES

Who did/said what, what did you do/read/see/hear? In what order did things happen?
What was the scale of it (eg: how much work, time takery cosis)? What were the
circumstances (eg: at home, In class; at work; lots of people around)? What were you
responsible for? What evidence (proof) do you have for what happened?

8.2 How did you feel?

What was your initial gut reaction, what does this tell you? Did your feelings change,
how, why, what does this tell you? What evidence (proof} do you have for how you felt?

12 Reproduced from Student SkifiPack, Sue Drew znd Rosie Bingham, Gower, Aldershot, 2001
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REFLECTING OMN YOUR EXPERIENCE - Starter Level

- ?
NOTES 8.3 How did others react?

Is what other people thought or how they reacted important/relevant? Did they react
like you or differently; how? Who had which reactions, and what does this tell you? How
did their reactions affect you? What evidence (proof) do you have for how others
reacted? A

8.4 identifying the positives

What pleased, interested or was impertant to you? What went well, how, why? What/who
was helpful? What skills/qualities/ abilities did you use? What evidence {proof} de you
‘have for the positives?

14 Reprodused from Student SkillPzck, Sue Drew and Resie Bingham, Gower, Aldershiot, 2001
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REFLECTING ON YOUR EXPERIENCE - Starter Level

8.5 identifying negatives, or things which could have gone better NOTES

What made you unhappy? What didn’t go well, didn't you achieve/do? What difficulties
were there, who/what was unhelpful? Why? What needs improvement? What evidence

{proof} do you have for the negatives?

8.6 What choices did you make and what effect did they have?

What choices did you make in this situation? What effect did they have? What evidence
{(proof} do you have for your choices and their effects?

15 Reproduced froin Student SkillPack, Sue Drew and Rosie Bingham, Gower, Aldershot, 2001
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REFLECTING ON YOUR EXPERIENCE - Starter Level

¥
NOTES 8.7 What have you learnt for the future?
What vou have learnt from the experience, what are the main points? What similarities
or differences are there between this and other experiences?" What in the future rmght
be the same/dﬁ'ferent'? What you would do next time? ' : - :

Note. The other SkillPacks in this series in this book can help put your actions into

practice.
A

9 Action planning to improve your
reflection

This section is about your skills in reflecting.

What do you need to do to improve your reflection, both to get good grades for
reflective work and to improve your learning? It will help to look back over the

SkiliPack. @
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10.1 Student skills produet list
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Organising Yourself and Your Time
Note Taking

Gathering and Using Information
Critical Analysis

Essay Writing

Report Writing

Oral Presentation

Visual Communication

Solving Problems

Group Work
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Negotiating and Assertiveness

Coping with Pressure

Revising and Examination Techniques
Emproving Your Learning

Action Planning

a L L @ o -] @ [:] a

The Student Skills Guide Second Edition

workbook (0 566 08430 9).

Published by Gower Publishing Limited,

-....:-18 Reproduced from Student SkiliPack, Sue Drew.and Rosie Bingham, Gower, Aldershot, 2001

° Identifying Strengths and Improving Skills

Seminars, Group Tutorials and Mestings
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Having worked through this SkillPack you might like to know that similar structured,
straightforward guidance is also available on the following topics:

All of the SkillPacks listed above are gathered together and are available as a paperback






