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Introduction

These sample staff materials on self evaluation have been prepared to support the delivery of the Self Awareness (H), Self and Work (H) and Self in Society (H) units that make up the Personal Development course at Higher.

These materials consist of:

· tutors’ notes that describe different self evaluation techniques with exemplars of how these might be implemented with students

· an appendix containing photocopiable student response sheets
· a bank of sample student information sheets relating to the units.

These staff materials should be used in conjunction with the Arrangements document for Personal Development (Higher). Particular reference should be made to the relevant contents tables of the Higher course specification and the requirements of the units.

Self evaluation techniques are not only fundamental in supporting the assessment for the Personal Development (Higher) Course, they are also key to developing knowledge and understanding across the four purposes within Curriculum for Excellence, which aims to enable all young people to become:

· Successful learners

· Confident individuals

· Responsible citizens

· Effective learners.
Assessment of qualities, feelings, task management and interpersonal skills can help young people to realise individual talents and make appropriate choices to meet their individual interest and needs. 

The importance of self evaluation is also reflected within the ten principles that underpin Assessment is for Learning, specifically in relation to developing independent learners who are self-reflective and are able to identify next steps in learning.

Learners learn best when they:

· understand clearly what they are trying to learn, and what is expected of them

· are given feedback about the quality of their work, and what they can do to make it better

· are given advice about how to go about making improvements

· are fully involved in deciding what needs to be done next and who can give them help if they need it.

The role of the teacher is to facilitate learning and in using the techniques described later this role moves from directive to non-directive supervision.

Self evaluation
Self evaluation, within the context of the Personal Development (Higher) Course, can be described as the process of critically reviewing the quality of one’s self. This should be based on evidence and one’s own criteria in order to further develop understanding of one’s skills, qualities and feelings. Positive self evaluation encourages young people to commit more fully to the learning process and self-reflection on outcomes has positive effects on self confidence. However, it should be noted that a low self evaluation may lead to a number of factors, including unrealistic personal targets, which can negatively affect intended outcomes. 

Before embarking on self evaluation techniques students should have the opportunity to develop and practise their communication skills. Activities to support this technique could include:

· trust games

· questionnaires

· scaling techniques

· mind maps

· think, pair and share.

Underpinning all of this should be the development of the following skills:

· active listening

· paraphrasing

· summarising

· non-verbal communication

· being respectful

· being genuine

· being empathic.
Materials to support the development of these skills and which offer a range of appropriate teaching activities have been included in the Appendices.

The role of the teacher/lecturer is crucial in offering support so that all students are able to be realistic about their self perceptions. Subsequent feedback should allow students to reframe their understanding of both themselves and the criteria they have used as a benchmark. 

Self evaluation technique – Johari Window

Explanation of technique 

Developed by Joseph Luft and Harry Ingram, Johari Window is a self evaluation tool that specifically requires feedback from another person. Successful completion encourages the self-disclosure and sharing of knowledge and understanding.

The technique is based on the premise that there are:

· facets of us in the public domain (Open)

· other aspects we keep to ourselves (Hidden)

· aspects others see in us of which we are not aware (Blind)

· things we don’t know about ourselves and hidden from others (Unknown).

This model of self evaluation aims to increase awareness by widening what is currently in the public domain through:

· seeking feedback on the perceptions of others

· disclosing information that has not before been revealed to anyone

· exploring aspects of ourselves that we have yet to uncover.

Luft and Ingram represent this model as a window with four panes.

Diagram 1
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The technique aims to develop further individual self awareness in a given situation by changing the overall area of the panes so that the Open pane increases in size
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Description of the four panes

Open pane

All of the information in the Open pane is known by the student and is known by others. Information that might be included here by the student can cover a range of aspects:

· interests 

· hobbies 

· attitudes 

· behaviour

· feelings

· needs

· values.

Hidden pane

Similar content might be included in the Hidden pane with the difference being that until now the student has kept this information to themselves. Facets of self relevant to the chosen context can be articulated here and this process of self-disclosure increases the size of the Open pane. The amount of self-disclosure is dependent on trust and promotes greater understanding and personal effectiveness. Requirements for this self-disclosure include a sensitive and non-judgemental atmosphere.

Blind pane

Feedback from others increases the size of the Open pane and leads directly to increased self awareness. As with self-disclosure, this has to be conducted in a non-judgemental and tactful way and should encourage the student to re-evaluate how they see themselves.

Unknown pane

There are a range of facets that might be included here again relevant to the chosen context under consideration. These might include:

· aptitudes

· abilities

· concerns

· experience

· feelings.

Some of these issues might relate to lack of opportunity and a misjudgement of ability as well as a lack of confidence. Self discovery again enlarges the Open pane. It is important that when discussing feelings that this is sensitively supported in an atmosphere of trust and respect.

Trialling the technique 

The teacher/lecturer has an important role in assisting the student in the completion of Johari Window. Students may require support in breaking down aspects and issues pertinent to the context on which they have chosen to focus. Teachers/Lecturers should provide students with the opportunity to try out the technique before embarking on their own project by choosing a context with which they are comfortable and which can be easily processed. This might be a structured analysis of an activity such as attending a university/college open day as a forerunner to developing an action plan on post-school/college decision making. It should be noted that it would be beneficial to trial the activity as a paired or group exercise, which has the additional benefit of developing the students’ skills in giving and receiving feedback. 

Ask students to produce their own Johari Window and:

· in the Open pane add personal information such as interests that they and others know about

· in the Blind pane include feedback they would like to receive such as their attitude to study or their motivation

· in the Hidden pane a facet of themselves they feel comfortable about telling for the first time, eg the last time I was frightened or apprehensive

· complete the Unknown pane with an aspect they would like to explore in a small group situation or one-to-one, eg what they might do when they leave school/college.

The student talks through their completed Johari Window and as a result of this discussion, which is based on disclosure and feedback, the finished analysis should leave the student more confident and self aware. Students use this self awareness to identify areas of potential that can be addressed through completion of the different units.

Johari Window is the one self evaluation technique that requires input from another to facilitate completion. It is important that the person in this situation knows the student well and is able to provide feedback in a sensitive and non-judgmental fashion. Teachers/lecturers when working with students 
through this preparatory phase should highlight those aspects that students should practise which underpin the provision of effective feedback:

· be clear about what you say

· highlight the positive

· be specific, give examples

· focus on behaviour not the person

· give information not opinion

· use ‘I’ statements

· try not to give advice – help the person to help themselves

· feedback is intended to be of value.
Receiving feedback can be difficult for some students and as with giving feedback there are also ground rules that students should be aware of:

· dismissing the information by denying accuracy

· becoming defensive

· justifying themselves

· being open and engaged

· accepting feedback without denial

· being sincere

· respecting the speaker and listen to the message

· accepting praise when it is given.

Students at this preparatory stage should be given the opportunity to be both givers and receivers of feedback until they feel comfortable with the process. The teacher/lecturer has again a role in supporting students in their state of readiness.

Completion of Johari Window for assessment purposes

The teacher/lecturer role is now one of non-directive supervision.

Once students have been through and are comfortable with the process of disclosing/receiving feedback ask them to think through their chosen context for the Unit. They might then, on their own, identify those facets of self particular to the requirements laid out in the specific Unit(s) of the Personal Development (Higher) Course. Students can then use their list to decide what information goes into which pane of their Johari Window. Completion of the Analysis will help candidates identify relevant skills, qualities and feelings appropriate to the chosen context that might be addressed through Outcomes 2 and 3 of the Units that make up the Personal Development (Higher) Course. Once this is completed they are ready to work through their model with another person of their choice. The resultant discussion between the student and their helper will not only increase self awareness but also assist in 
identifying areas of potential development that can be taken forward through a chosen context.

The need for Johari Window to incorporate feedback makes it better suited for the Outcomes of the Self Awareness unit. The outcomes for Self in Society and Self and Work do not require the candidate to seek feedback from another person in order to inform their self evaluation.

The skills, qualities and feelings specific to each unit are provided in the Appendices. Examples of a range of these skills, qualities and feelings have also been included.

Pros and cons of Johari Window

Pros

· encourages sharing and disclosure

· requires feedback from another that increases self awareness

· increases openness and honesty

· allows for better understanding

· increases trust and self esteem

· clears up potential confusion and misunderstanding

Cons

· requires effective communication

· interpretation of words/thoughts has to be accurate

· provider of feedback requires a level of skill

Self evaluation technique – SWOT analysis

Explanation of technique 

The SWOT analysis is a particularly useful method of self evaluation for problem solving and decision making. The technique also supports the preliminary stages of the planning process and can be used at later stages to amend plans. The initials SWOT stand for:

· Strengths

· Weaknesses

· Opportunities

· Threats

and the technique is normally presented as a four sectioned grid, one section for each of the SWOT headings.

Diagram 3
SWOT Analysis

	STRENGTHS
	WEAKNESSES

	OPPORTUNITIES
	THREATS


The SWOT analysis was originally designed to assist business in the process of managing change and identifying subsequent goals to support that change. The process of working through the different sections of the analysis allows students to rationally organise the self evaluation of their skills, qualities and feelings relevant to a chosen context. This rationalisation of personal resources, their strengths and weaknesses, combined with consideration of external influences via opportunities and threats, paves the way for personal development. Students are better placed to identify potential opportunities through completion of a SWOT analysis and to take advantage of these through a greater understanding of their strengths. Being objective about personal weaknesses permits planning for remediation and management of 
potential threats related to their chosen context. A successfully completed SWOT analysis should enable students to:

· analyse situations

· use this analysis to identify areas of potential change

· utilise their identified skill and abilities to manage that change.

Description of the four sections

Strengths and weaknesses are often described as internal factors whereas opportunities and threats are external.

Strengths

The list of strengths can concern:

· personal skills, capabilities and knowledge

· experience

· motivation.

Weaknesses

This list is a genuine evaluation without being negative. This list might include aspects such as:

· lack of motivation

· gaps in skills, capabilities and knowledge

· lack of experience

· lack of trust.

Opportunities

A list of external conditions and possibilities for growth such as:

· time availability

· new experiences

· knowledge

· skills

· confidence.

Threats

Factors that may prevent achievement, including:

· lack of time

· workload

· reliance on others

· knowledge

· some aspects that are deficit listed under Opportunities.

Trialling the technique

The teacher/lecturer has an important role in assisting the student in trialling the SWOT analysis. Students may require support in breaking down aspects and issues pertinent to the context on which they have chosen to focus. Teachers/Lecturers should provide students with the opportunity to try out the technique before embarking on their own project by choosing a context with which they are comfortable and which can be easily processed. This might be a structured analysis of an activity such as attending a study class as a forerunner to developing an action plan on study. It should be noted that it would be beneficial to trial the activity as a paired or group exercise, which has the additional benefit of developing the students’ skills in giving and receiving feedback. 

Ask students to produce their own SWOT analysis of a specific aim by considering a number of questions that might assist in defining issues relevant to the different sections 

Strengths – what:

· experience and knowledge do I have?

· do I do well?

· are my skills and capabilities?

· do I know about the subject?

· do others think?

· is my attitude to this?

Weaknesses – what:

· are the potential barriers?

· could I improve?

· should I avoid?

· resources do I lack?

· do others think?

Opportunities – what:

· interests me in this?

· might be possible?

· would I like to do if nothing holds me back?

· what is available?

· what can I learn?

· what can I develop?
Threats – what:

· happens if I struggle?

· if I lose interest?

· are my personal limitations?

· if I lack knowledge?

· is holding me back?

· might prevent me meeting goals?

Once the analysis is complete, students should discuss their SWOT analysis in pairs. This sharing of information is beneficial in developing an understanding of the different sections and students should be encouraged help each other to:

· appreciate their own strengths and how these might be built on to achieve their aim

· identify their own weaknesses which might get in the way but could be a focus for development 

· identify and make the most of the opportunities that would help 

· recognise possible threats and how with planning some might be turned to their advantage.

The design of the SWOT analysis allows students to break down the chosen activity and to then consider component parts in more detail. Discussion around these components encourages decision making and helps the participant see the whole more clearly. At this preparatory stage it is important that the feedback involved in pair work is provided in a sensitive and non-judgmental fashion. 

Teachers/lecturers when working with students through this phase should highlight those aspects that students should practise which underpin the provision of effective feedback:

· be clear about what you say

· highlight the positive

· be specific, give examples

· focus on behaviour not the person

· give information not opinion

· use ‘I’ statements

· try not to give advice – help the person to help themselves

· feedback is intended to be of value.
Receiving feedback can be difficult for some students and as with giving feedback there are also ground rules that students should be aware of:

· dismissing the information by denying accuracy

· becoming defensive

· justifying themselves

· being open and engaged

· accepting feedback without denial

· being sincere

· respecting the speaker and listen to the message

· accepting praise when it is given.

Students at this preparatory stage should be given the opportunity to be both givers and receivers of feedback until they feel comfortable with the process. This is important as students may wish to seek or be asked to provide feedback as a part the requirements for Personal Development (Higher). The teacher/lecturer has again a role in supporting students in their state of readiness.

Completion of SWOT analysis for assessment purposes

The teacher/lecturer role is now one of non-directive supervision.

Once students have been through and are comfortable with the process of disclosing/receiving feedback ask them to think through their chosen context for the Unit. The students then, on their own, identify those facets of self, particular to the requirements laid out in the specific Unit(s) of the Personal Development (Higher) Course. Students can then use their list to decide what information goes into which section of their SWOT analysis. Completion of the Analysis will help candidates identify relevant skills, qualities and feelings appropriate to the chosen context that might be addressed through Outcomes 2 and 3 of the Units that make up the Personal Development (Higher) Course.

Students studying for the Self Awareness unit will be required to work through their analysis with another person of their choice. The resultant discussion between the student and their helper will not only increase self awareness but also assist in identifying areas of potential development that can be taken forward through a chosen context.

The outcomes for Self in Society and Self and Work do not require the candidate to seek feedback from another person in order to inform their self evaluation. The skills, qualities and feelings specific to each unit are provided in the Appendices. Examples of a range of these skills, qualities and feelings have also been included.

Pros and cons of SWOT analysis

Pros

· increases understanding of strengths

· increases understanding of weaknesses

· helps identify opportunities for potential growth

· helps identify threats to potential growth

· encourages the management of all of the above

· helps with the identification of goals

· simple to use

Cons

· does not require input from others

· need to be objective about weaknesses

· can end up with a long list

· prioritising from this list can be problematic

· descriptions can tend to be general

Self evaluation technique – Force Field Analysis

Explanation of technique 

Developed by Kurt Lewin, the Force Field Analysis tool is designed to assist in the decision making process related to planning and implementing change. The method aims to help identify the strengths of potentially positive and negative forces impacting on a specific objective. Once these forces have been identified, strategies can be drawn up to strengthen the positive and lessen the impact of the negative. A desired objective is achieved when the strength of the positive forces is greater than that of the negative.

The method is normally presented as a diagram with all of the positive or driving forces on the left-hand side and the negative or restraining forces on the right-hand side. These forces are represented as arrows opposing one another with the length of each arrow being indicative of its power. The vertical central line drawn where these opposing forces meet generally indicates the balance between the two and can be described as the current situation or status quo. In order to bring about a desired change this centre line has to be shifted from the left to the right. 

Diagram 4
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The Force Field Analysis is flexible enough to be used as a self evaluation tool across a range of contexts. The technique encourages students to think through the current situation as it stands and to then describe the situation as they would like it to be. Issues are then identified and quantified that either support or prevent the shift from where they are now to where they want to be in relation to their overall objective. These issues might be personal and/or environmental and might include aspects such as:

· skills, qualities and knowledge

· motivation

· experience

· time

· other people

· power

· confidence

· resources, both personal and material.

Consideration of the relevant strength of these issues in helping or preventing, allows students to more readily identify:

· what they might change

· how they go about it.

Trialling the technique

The teacher/lecturer has an important role in assisting the student in trialling the Force Field Analysis. Students may require support in breaking down aspects and issues pertinent to the context on which they have chosen to focus. Teachers/Lecturers should provide students with the opportunity to try out the technique before embarking on their own project by choosing a context with which they are comfortable and which can be easily processed. This might be a structured analysis of an activity such as attending a study class as a forerunner to developing an action plan on study. It should be noted that it would be beneficial to trial the activity as a paired or group exercise, which has the additional benefit of developing the students’ skills in giving and receiving feedback. 

Ask students to:

· write down the objective they would like to achieve

· describe where they are now in relation to skills, capabilities and knowledge

· describe where they would like to be in relation to skills, capabilities and knowledge if they achieve the objective

· list all the forces that could help

· list all the forces that could hinder

· discuss the validity of both lists making changes where appropriate as a result of discussion and identifying forces critical to achieving the objective

· allocate a score according to the strength of each force (1=very weak to 5=very strong)

· complete the Force Field Analysis diagram by adding in arrows of a length indicating strength and labelling each arrow

· identify through discussion which negative forces might be minimised and which positive forces strengthened 

· describe what might be required in order to achieve the objective.
The diagram on the next page is a simplified example of a completed Force Field Analysis. The student would identify from the analysis which forces might be strengthened and which weakened. The final stage would require the student to set out how they are going to do this.

Diagram 5
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The design of the Force Field Analysis allows students to break down the chosen activity and to then consider component parts in more detail. Discussion around these components encourages decision making and helps the participant see the whole more clearly. At this preparatory stage it is important that the feedback involved in pair work is provided in a sensitive and non-judgmental fashion. 

Teachers/lecturers when working with students through this phase should highlight those aspects that students should practise which underpin the provision of effective feedback:

· be clear about what you say

· highlight the positive

· be specific, give examples

· focus on behaviour not the person

· give information not opinion

· use ‘I’ statements

· try not to give advice – help the person to help themselves

· feedback is intended to be of value

Receiving feedback can be difficult for some students and as with giving feedback there are also ground rules that students should be aware of:

· dismissing the information by denying accuracy

· becoming defensive

· justifying themselves

· being open and engaged

· accepting feedback without denial

· being sincere

· respecting the speaker and listen to the message

· accepting praise when it is given.

Students at this preparatory stage should be given the opportunity to be both givers and receivers of feedback until they feel comfortable with the process. This is important as students may wish to seek, or be asked to provide, feedback as a part of the requirements for Personal Development (Higher). The teacher/lecturer has again a role in supporting students in their state of readiness.

Completion of the Force Field Analysis for assessment purposes

The teacher/lecturer role is now one of non-directive supervision.

Once students have been through and are comfortable with the process of disclosing/receiving feedback, ask them to think through their chosen context 
for the Unit. The students then, on their own, identify those facets of self, particular to the requirements laid out in the specific Unit(s) of the Personal Development (Higher) Course. Students can then use their list to decide what information goes into which column of their Force Field Analysis. Completion of the Analysis will help candidates identify relevant skills, qualities and feelings appropriate to the chosen context that might be addressed through Outcomes 2 and 3 of the Units that make up the Personal Development (Higher) Course.

Students studying for the Self Awareness unit will be required to work through their analysis with another person of their choice. The resultant discussion between the student and their helper will not only increase self awareness but also assist in identifying areas of potential development that can be taken forward through a chosen context.

The outcomes for Self in Society and Self and Work do not require the candidate to seek feedback from another person in order to inform their self evaluation. The skills, qualities and feelings specific to each unit are provided in the Appendices. Examples of a range of these skills, qualities and feelings have also been included.

Pros and cons of the Force Field Analysis

Pros

· encourages consideration of the present state

· focuses the student on where they want to get to 

· helps identify aspects that will help and hinder

· encourages in-depth consideration of these aspects by quantifying their strength 

· encourages the management of both sets of forces

Cons

· does not necessarily require input from others

· has to be able to identify specifically what helps or hinders

· allocating a strength requires some personal insight

Appendices

These appendices contain:

· suggested materials to support delivery of communication skills

· masters for photocopying

· Johari Window

· SWOT Analysis

· Force Field Analysis

· examples of qualities and feelings for Self Awareness (Higher)

· examples of task management skills for Self and Work (Higher)

· examples of interpersonal skills for Self in Society (Higher)

Appendix 1: Suggested materials to support delivery of communication skills

BBC, The Baby Borrowers – Teacher’s Pack http://www.bbc.co.uk/schools/teachers/babyborrowers
Bond, Tim (1986) Games for Social and Life Skills, Nelson Thornes Ltd: London. (ISBN: 978-0-7487-03339-5)

Longaretti, L. and English, R. (2008) Helping your pupils to communicate effectively and manage conflict, Routledge: London. (ISBN: 978-0-415-44729-4)

Wilson, J. and Murdoch, K (2008) Helping your pupils to think for themselves, Routledge: London. (ISBN: 978-0-415-44730-0)
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Appendix 2: Examples of qualities and feelings – Self Awareness (Higher)

The Self Awareness unit specifies that the following qualities and feelings must be covered:

Qualities – strengths and weaknesses, for example in relation to skills and knowledge

Examples of qualities:

· Perseverance

· Flexibility

· Independence

· Self-reliance

· Motivation

· Problem solver

· Adaptable

· Negotiator

· Tolerant

Feelings – likes, dislikes, interests, fears, and aspirations

Examples of feeling words:

· Indifferent

· Reserved

· Anxious

· Nervous

· Worried

· Wary

· Pessimistic

· Confident

· Reliable

· Energetic

· Calm

· Intrigued

· Dynamic

Appendix 3: Examples of qualities and feelings – Self and Work (Higher)

The Self and Work unit specifies that the following task management skills must be covered:

· developing success criteria

· making effective decisions

· preparing instructions for others

· multi-tasking.
Success criteria

For example:

· Are all criteria measurable?

· Is each criterion individually realistic?

· Is there a complete list of criteria to achieve the goal?

Suggested content, for example:

· target dates

· personnel required 

· personal commitment

· accuracy

· availability

· reliability

· achievability

· timings

· resources.

Decision making

For example:

· What is the problem? Why am I trying to solve it?

· What does the problem involve? What information do I need?

· Will a solution meet the criteria I have set?

· What are the possible options?

· What are the consequences of the options? Pros and Cons?

· Choose the best option.
· Plan specific steps. Carry out planned decision.
· Reflect critically on the outcome of the decision and the steps to get there. 

· What have I learned?

Preparing instructions for others

For example:

· Is the information correct?

· Have I allowed enough time?

· Have I been clear about the intention?

· Have I used precise language?

· Does it sound like an order? – try to take others with you.
· Have I assumed understanding? – check it out.
· Have I been explicit?

· Have I given too much information? – can it be broken down?

Multi-tasking

Being able to complete more than one task at the same time.

For example:

· Am I an effective time manager?

· Am I able to prioritise?

· Am I able to work under pressure?

· Am I well-organised?

· Can I keep an accurate record of what I have done?

Appendix 4: Examples of interpersonal skills – Self in Society (Higher)

The Self in Society unit specifies that the following interpersonal skills must be covered:

· giving instructions to others

· giving criticism sensitively

· taking account of others’ feelings

· being sensitive to impact on others.

Giving instructions to others

For example:

· Have I been clear about the intention?

· Have I used precise language?

· Does it sound like an order? 

· Have I assumed understanding? 

· Have I been explicit?

· Have I given too much information? 

Skills related to the above and other aspects of this Unit include, for example:

· focusing on behaviour not the person

· listening skills

· able to establish rapport quickly

· paraphrasing

· summarising

· empathy

· questioning skills

· patience

· sensitivity

· eye contact

· body language

· respect for difference and diversity.
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