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	[bookmark: _GoBack]DESCRIPTION:

	What happened?
Describe it precisely and keep it brief!

	

	FEELINGS:

	What was I thinking or feeling? What was I trying to achieve when I did that?
“What thoughts/feelings did I have in the moment? What thoughts/feelings did I have when I reflected on this later?”
“This seems similar to…this is unlike… because…”

	

	EVIDENCE: 

	What actual evidence do I have to back up my thoughts/feelings?  What methods am I using to gather feedback from others?

	

	EVALUATION:

	What was effective or ineffective about the experience? How did the other person feel about it? What is most interesting about the event?
“How does this fit in with my values... the kind of manager/colleague I think I am…?”

	



	ANALYSIS:

	What sense can I make of the situation? Is this a recurring theme or habit? 
“For me the most significant/ relevant/important/useful - aspect/idea/experience – was……..”
“At the time/ initially/ later – I did (or did not) think/ feel/ realise/ notice/ question…etc”
“This is/maybe…because…..” “This shows/demonstrates that…”

	

	CONCLUSION:

	What have I learned from this? What else could I have done? Could I have dealt with this any differently?
“I have learned that…
“I have significantly/ slightly improved/ developed my skills/ understanding/ knowledge/ ability to…” 
“This knowledge/ understanding/skill… could be/ will be/ is… essential/ important/ useful… to me as a manager.”

	

	ACTION PLAN: 

	What will I do differently if this arose again? What does this mean for the future?
“This means that… I will now need to…”
“As a next step I will…”
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