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This workbook guides you through each stage of your Continuous Professional Development (CPD) assignment. It includes structured spaces for your notes, reflections, and evidence, helping you move logically from understanding to action.
Use this workbook to collect evidence, organise ideas and practise applying CPD tools. Develop your notes into a coherent report that explains your findings and justifies your decisions. Completed tables alone do not demonstrate all the assessment requirements. Use the assessment brief and marking criteria to check your final submission.
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[bookmark: _Toc242876165]Introduction – What is CPD and Why It Matters (1hr)

Continuous Professional Development (CPD) is the process of continually improving your knowledge, skills, and experience throughout your career. It helps you remain effective, adaptable, and confident in an ever-changing workplace. CPD also shows employers your commitment to growth and improvement.
In this module, CPD is assessed through your ability to reflect on your learning, analyse development needs, and create a plan for growth both for yourself and another person.
This understanding supports your understanding of CPD for the assessment.

Reflection 

Why is CPD important to me?









Why is self-awareness important to my continued personal development?














[bookmark: _Toc242876166]Section 1: Identifying Development Needs (3hr)
This section helps you explore how you and another person learn best, using recognised learning style tools. Understanding your learning preferences is key to identifying effective development methods.
[bookmark: _Toc150810988][bookmark: _Toc242876167]1.1 Identify learning styles for self and another 
Complete three learning style assessments for yourself (VARK, Honey & Mumford, DANTEC) and two for another person.
Treat questionnaire results as indications of your reported preferences, rather than fixed abilities or rules about how you must learn. Compare the results with examples from your experience. Explain where they agree or differ, and identify a learning strategy you will test.
Remember to reference each model.
(e.g., Fleming, 1987; Honey & Mumford, 1986; Dantec, 2006)
Record your findings below:
	Assessment Tool
	Your Results
	Another’s Results

	VARK
(Fleming, 1987)
	
	

	Honey & Mumford
(Honey & Mumford, 1986)
	

	

	DANTEC
(Based on Kolb's (1984) theory of experiential learning
(Kolb, 1984)
	

	


[image: ]
Reflection
What preferences do the questionnaires suggest for each person? How well do these findings match actual learning experiences? Where do the results differ, and what might explain this? What strategies could each person try?







[bookmark: _Toc150810989][bookmark: _Toc242876168] 
1.2 Use a simple technique for identifying development needs for self & another (2hr)
Now you will use analytical tools to explore your strengths, weaknesses, opportunities, and threats (SWOT), and complete a Gap Analysis for both yourself and another.
The SWOT framework was developed to analyse an organisation's strategic position and is attributed to the work of Albert Humphrey in the 1960s (Panagiotou, 2003).
Refer back to your learning style results
How do they explain or reinforce what your SWOT shows? 
Support your SWOT entries with specific evidence, such as feedback, a workplace example, an observed outcome or a role requirement. Distinguish internal strengths and weaknesses from external opportunities and threats. After each SWOT, identify the most important development needs and explain why you have prioritised them.

SWOT Analysis (Self)INTERNAL
FACTORS
EXTERNAL
FACTORS

	STRENGTHS
	WEAKNESSES

	
	





	OPPORTUNITIES
	THREATS

	




	





	Summary of Key Insights: Which needs are most important? What evidence supports them? How would addressing them improve employability or performance?







SWOT Analysis (Another) INTERNAL
FACTORS
EXTERNAL
FACTORS

	STRENGTHS
	WEAKNESSES

	





	

	OPPORTUNITIES
	THREATS

	





	





	Summary of Key Insights: Which needs are most important? What evidence supports them? How would addressing them improve employability or performance?








[bookmark: _Toc242876169]Using SWOT: Conversion Strategies (1hr)

Once you have identified your Strengths, Weaknesses, Opportunities, and Threats, the next step is to decide what to do with this information.
A conversion strategy is about turning weaknesses into strengths and threats into opportunities; it’s the bridge between analysis and action.
	SWOT Element
	Conversion Strategy
	Example

	Weakness to Strength
	Develop the skills or resources needed to overcome a weakness.
	If your IT skills are weak, set a goal to complete an online Excel course.

	Threat to Opportunity
	Reframe external risks as chances to improve or adapt.
	If new regulations are coming in, use this as an opportunity to gain compliance training and increase your value to your employer.

	Strength to Opportunity
	Use what you do well to take advantage of emerging opportunities.
	If you’re a confident communicator, volunteer to lead meetings or presentations to develop leadership visibility.

	Weakness to Opportunity
	Seek collaboration or support from others who are strong in areas where you’re not.
	If you struggle with time management, work with a colleague who is highly organised to learn their methods.



Remember:

A SWOT on its own only identifies where you stand.
A conversion strategy transforms your findings into a development plan an essential step in CPD.
By thinking about how to convert challenges into learning opportunities, you move from awareness to action.







[bookmark: _Toc242876170]Conversion Exercise: Turning Weaknesses and Threats into Strengths and Opportunities

Now that you’ve completed your SWOT analysis, it’s time to put your findings into action.
Instructions:
1. Look at your SWOT table.
2. Choose one weakness and one threat that feel most relevant to your personal or professional development.
3. Use the table below to plan how you can convert them into strengths and opportunities.
	Area
	Example from your SWOT
	What can you do to convert it?
	Who or what could support you?
	What would success look like?

	Weakness to Strength
	e.g. Poor time management
	Attend a time management workshop and use a weekly planner
	My line manager or mentor
	I consistently meet deadlines and feel more organised

	Threat to Opportunity
	e.g. New technology at work
	Volunteer to test or learn the new system
	A colleague who’s confident with IT
	I become the go-to person for helping others with the new software



	Area
	Example from your SWOT
	What can you do to convert it?
	Who or what could support you?
	What would success look like?

	Weakness to Strength
	

	
	
	

	Threat to Opportunity
	

	
	
	


[image: ]
  Reflection 

How does converting weaknesses and threats into actionable goals help you take ownership of your CPD and demonstrate leadership potential?




[bookmark: _Toc242876171]


GAP Analysis (2hr) 

USING YOUR FINDINGS TO DATE (Learning Assessments and SWOT)
Identify 4 areas you would like to work on to improve.
Consider: 
· Current state 		(where you are now with your weaknesses)
· Desired (Future) state 	(where you want to be)
· Analysis 			(actions you will take to get to the desired state, and why they will work).

Gap Analysis (Self)
	[bookmark: _Hlk151910789]Current performance and evidence
	
Identified gap
	Analysis
(Briefly outline what I need to do to fill this gap and why it will work)
	Desired (Future) state (Required performance)

	
	
	
	



	
	
	
	



	
	
	
	








Gap Analysis Person 2 
	Current performance and evidence
	
Identified gap
	Analysis
(Briefly outline what I need to do to fill this gap and why it will work)
	Desired (Future) state (Required performance)

	
	
	
	



	
	
	
	



	
	
	
	











[bookmark: _Toc242876172]1.2.1. Self-Awareness and the Johari Window (2hr)

After you identify your strengths and weaknesses (SWOT), you can deepen your self-awareness using the Johari’s Window model (Luft & Ingham, 1955).
The Johari Window is a powerful model for understanding and improving self-awareness and relationships, making it highly important for Continuing Professional Development (CPD). It helps you identify blind spots in your skills, understand how others perceive you, and improve communication, all of which are crucial for professional growth. 
The model features four quadrants that represent different aspects of your professional identity:
· Open: Characteristics both you and others recognise.
· Blind: Characteristics others recognise that you had not previously recognised.
· Hidden: Characteristics you recognise but others do not know about.
· Unknown: Characteristics not yet recognised by you or others, which may emerge through future experiences.
[image: ]By actively seeking feedback (to shrink your Blind Spot) and choosing to disclose more about yourself (to shrink your Hidden Area), you enlarge your Open Area, leading to better self-awareness, stronger interpersonal skills, and more effective professional practice.

            Figure 1: Johari Window Model (Luft & Ingham, 1955).
Participation and personal disclosure are voluntary. Share only information you are comfortable discussing.
Task

This short activity helps you explore what you know about yourself and what others know about you.
By completing it, you will increase your self-awareness, identify blind spots, and build stronger working relationships.

Step 1: Self-Perception
Write down five traits or characteristics you believe describe you.
(E,g: friendly, organised, impatient, calm, supportive.)
	My Traits

	1.


	2.


	3.


	4.


	5.




Step 2: Feedback from Others
Ask two classmates, colleagues, or friends to describe you using three words each.
Write what they say below.
	Person
	Their 3 Words

	1
	


	2
	












Step 3: Compare and Reflect
Now compare your list with theirs.
	Johari Area
	What did you notice?
	Example

	Open Area
Traits that appear on both lists
	
	

	Blind Area 
Traits others listed but you didn’t
	
	

	Hidden Area 
Traits you listed but others didn’t
	
	

	Unknown Area
Anything new you discovered or might explore
	
	



Step 4: Reflection Questions
Answer briefly in the space below:
1. What did you learn about yourself from this activity?

2. Did any feedback surprise you?

3. How could increasing your open area help your relationships at work or in class?

4. What will you do differently as a result?

Step 5: Action
Write one small action you could take this week to reduce your blind spot or expand your open area
(e.g., ask for feedback after meetings, share more about your learning style, or practise active listening).





[bookmark: _Toc150810990][bookmark: _Toc242876173]

1.3 Identify potential barriers to learning for self and another. (3hr)

Barriers can stop us from achieving our learning goals. They may be internal (e.g. confidence, motivation) or external (e.g. time, cost). Identifying these helps you plan strategies to overcome them.
Based on what you have found out about yourself and another person detail the barriers and why they are a problem (E.g. poor time management so always rushed). Remember, think external and internal.
External examples could include tight schedules, too much work, lack of available materials or technologies for external skills. For internal they could include poor previous learning experiences, emotional factors, learning support requirements. 
Briefly outline how these barriers can be overcome by detailing the actions you will take 

	Person
	Internal Barriers
	External Barriers

	Self
	











	



	Another
	











	








1.4 Explain how these barriers to learning can be overcome.

	Person
	Internal Barriers
	External Barriers
	How Can These Barriers Be Overcome?
Who will help? What action is needed? Why should it work? How will you check whether the barrier has reduced?

	Self
	




	


	

	Another
	





	
	



Examples of barriers include inaccessible learning materials, insufficient learning support, limited time, cost or lack of confidence. Explain the effect of each barrier and how the proposed support or adjustment would help. 
[image: A blue and black logo
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Reflection

Is there anything that you could do, as a leader or manager, to remove the barriers of another person?






[bookmark: _Toc150810992][bookmark: _Toc242876175]

[image: ]Section 2: Know how to develop self & others to achieve organisational objectives 

      Reflection

Why is it important to know how to develop self and others to achieve organisational objectives?
































[bookmark: _Toc242876176]2.1 Analyse learning/development options to meet needs of self & another. (1hr)

So we now understand why it is important to know how to develop (improve) ourselves and others, but we must be clear what learning and development opportunities are available to us (options) to make these improvements
Remember, learning happens formally (e.g. courses, qualifications) and informally (e.g. mentoring, observation, own time online learning e.g. YouTube). Identify the range and scope of learning options available to you and another person. 
	Type of Learning
	Examples
	Benefits

	Formal Learning
	Courses, qualifications, workshops, training sessions.
	Structured, assessed, recognised by employers.

	Informal Learning
	Mentoring, on-the-job learning, podcasts, YouTube tutorials.
	Flexible, self-directed, immediately applicable.



Formal learning (e.g., qualifications) often provides recognised credentials, while informal learning (e.g., mentoring) builds practical knowledge and confidence.
Compare suitable options for each person. Explain why your selected option is appropriate to the identified need, circumstances and available support. Consider both formal and informal learning.
	Person
	Formal
Learning Opportunities and benefits
	Informal
Learning Opportunities and benefits

	
Self
	




	

	
Another
	





	


[image: ]This is part of being critical

        Reflection

Which type (formal or informal) suits you and the other person’s development better, AND WHY?



[bookmark: _Toc150810994][bookmark: _Toc242876177]2.2 Identify support mechanisms for the development of self & another (1hr)

Relying on a support system isn't a sign of weakness; it's acknowledging the fundamental way we are all connected. This is the philosophical bedrock of why practical support, mentorship, and collaboration are so essential for success.
Many of you will have to balance study, work, and family life. Often, you are unable to get on with a project and are afraid to ask for help. Maybe you lack confidence in your ability to succeed. 
Understanding what support systems are available to you and others and how each support system (or person) can support you is vital in continuing to develop yourself and others. It allows you to focus on becoming better and helping others become better in the workplace.
In short, support systems (family, mentors, tutors, peers) are key to achieving goals.
Identify who can support your development and the development of another… 
Remember to include how they can help!
(E.g., honest feedback, guidance, time, mentorship, different perspectives, emotional support etc).

	Person
	Support Mechanisms Available
	          How They Help

	Self
	








	

	Another
	










	






[bookmark: _Toc242876178]2.2.1. Using the Go MAD® Framework to Motivate Action (1hr)

Go MAD® (Go Make A Difference) Framework Activity
The Go MAD® model (Gilbert & Chakravorty, 2002) helps you turn ideas into action by focusing on why something matters and how you will achieve it.
Use this exercise to plan how you’ll make a meaningful difference for yourself or your team.

Step 1: Define Your Goal
What difference do you want to make?
(Think about your work, study, or personal development — something realistic but important to you.)
Write your goal here:




Step 2: Explore Your Motivation (Reasons Why)
Why is this goal important to you?
List as many personal reasons as you can; the stronger your “why,” the more motivated you’ll feel. Rate each importance 1 to 10 (10 strongest)

	
	

	
	

	
	







Step 3: Check Your Self-Belief
How confident are you that you can achieve this goal?
Circle one:
1 2 3 4 5 6 7 8 9 10 (If your score is below 7, what could increase your confidence?)







Step 4: Plan and Prioritise
List the key steps or actions you need to take to reach your goal.
	Action Step (Things you will do)
	Priority (High / Medium / Low)
	Support Needed

	
	
	



	
	
	



	
	
	





Step 5: Involve Others
(Remember this for your assignment when asked to identify support mechanisms for the development of self & another)
Who could support, advise, or encourage you?
List their names or roles and how they can help.
	Person
	Role
	How They Can Help

	

	
	

	

	
	

	

	
	

	

	
	




Step 6: Take Responsibility
What part of this plan are you personally accountable for?
Write a short statement:
“I will take responsibility for…”








Step 7: Measure and Celebrate
How will you know when you’ve achieved your goal?
What will you do to celebrate your success?
Measure of success:




How I’ll celebrate: 




[image: ]

Reflection

1. What motivated you most when writing this plan?


2. What might stop you from achieving it?



3. How will you keep yourself on track?






[bookmark: _Toc242876179]2.3 Development Planning (SMART & PDP) (2hr)
Produce a PDP containing at least three SMART objectives. Each objective should address a need identified earlier and explain the development activity, required support, measure of success and target date.

‘If you don’t know where you are going, you will end up somewhere else instead’
So we now have a good idea about the areas we need to work on and what support we need to develop ourselves and help develop others. We have identified opportunities for learning and we understand the barriers that we need to be overcome, 
We now need to put all this together and produce a plan!
A personal development plan (PDP) details what you are going to work on, how you're going to do it, what you need to have in place to do it, how you will know if you are on track to do it… and finally, when you want it to be done by (or know you have achieved it).
It is vital that your plan is as clear as possible It has to be SMART.
SMART goals are Specific, Measurable, Achievable, Relevant, and Time-bound.
Make sure you use this SMART approach to create a Personal Development Plan (PDP) for yourself and another.
[bookmark: _Toc242876180]What Does SMART Mean?
	
	Meaning
	Explanation
	Example (Weak)
	Example (SMART)

	S
	Specific
	The goal must clearly state what you want to achieve. Avoid vague phrases like “get better” or “improve.”
	“Be better at communication.”
	“Improve how I give feedback to my team by using clear, positive language during meetings.”

	M
	Measurable
	You must be able to measure progress, how will you know it’s working? Use numbers, feedback, or milestones.
	“Be more confident in meetings.”
	“Contribute at least once in every team meeting for the next four weeks and ask for feedback from my manager.”

	A
	
Achievable


	The goal should be realistic given your time, workload, and resources.
	“Become head of department within six months.”
	“Complete a leadership workshop and lead one small project this term.”

	R
	
Relevant


	The goal should link to your role, development plan, or career path.
	“Learn to play guitar.” (the action will not help improve the area you want to work on)
	“Develop presentation skills to improve confidence in team briefings.”

	T
	
Time-bound


	Always include a clear deadline or review point.
	“Finish when I have time.”
	“Complete by 30 June 2025 and review progress with my manager.”




[bookmark: _Toc242876181]

SMART Exercise
Task:
Choose one weakness from your SWOT or conversion activity and write it as a SMART objective below.
	SMART Element
	Your Response

	Specific

	

	Measurable

	

	Achievable
(Feasibility)

	

	Relevant

	

	Time Bound

	



[bookmark: _Toc242876182]SMART Exercise — Worked Example
Weakness identified in my SWOT:
I sometimes miss deadlines because I leave tasks until the last minute.
Development aim:
Improve my time management so I complete work reliably.
	SMART Element
	Your Response

	Specific
	I will use a weekly planner to organise my work tasks, record deadlines and break larger tasks into smaller steps.

	Measurable
	I will complete at least 90% of tasks by their agreed deadlines over six weeks. I will record planned and actual completion dates and review them weekly.

	Achievable
(Feasibility)
	I can spend 15 minutes every Monday planning my week and five minutes at the end of each working day checking progress.

	Relevant
	This fits around my working hours and requires no additional cost. Meeting deadlines will improve my reliability

	Time Bound
	
I will start next Monday, review progress after three weeks and assess my results at the end of six weeks.




My complete SMART objective:
Over the next six weeks, I will improve my time management by using a weekly planner and breaking larger tasks into smaller steps. I will plan for 15 minutes each Monday and check progress for five minutes each working day, aiming to complete at least 90% of tasks by their agreed deadlines. I will record completion dates and review progress after three and six weeks.


[image: A blue star shaped object on a black background

AI-generated content may be incorrect.]   Reflection

How can setting SMART objectives help you take control of your CPD and demonstrate accountability as a future leader or manager?









Before you do a PDP have a look at these examples
Poor PDP Example (Not SMART)
	[bookmark: _Hlk210666381]What do I want to learn?
	What do I have to do?
	Support/Resources
	Measure of Success
	Target Date

	Get better at communication
	Talk to people more
	Friends at work
	When I feel more confident
	Sometime next year



Better
	[bookmark: _Hlk210666667]What do I want to learn?
	What do I have to do?
	Support/Resources
	Measure of Success
	Target Date

	Improve workplace communication
	Complete a 1-day communication workshop and practice active listening in meetings
	HR training portal, line manager feedback
	Receive positive feedback in two meetings
	30 June 2026



Best
	What do I want to learn?
	What do I have to do?
	Support/Resources
	Measure of Success
	Target Date

	Improve workplace communication to enhance team collaboration and reduce misunderstandings
	Attend a one-day workshop on Effective Communication and Active Listening offered by HR.

Practice using open questioning, paraphrasing, and feedback techniques during weekly team meetings.

Request short feedback forms from colleagues after each meeting to track improvement in clarity and tone.
• Record personal reflections after each interaction using a communication log.
	HR Learning Portal (workshop booking).

Supervisor for feedback.

Communication Log template.

Two trusted colleagues for peer feedback.
	Achieve a 4/5 or above average rating on peer feedback forms after four weeks.

Supervisor confirms improved team clarity in mid-term review.

Personal reflection log shows increased confidence and fewer misunderstandings
	Complete by: 30 June 2025
Review on: 15 July 2025 (1:1 meeting with supervisor).




Personal Development Plan (Self)
	What do I want to learn/improve/develop?
	What exactly do I have to do to achieve this?
	What Support/Resources do I need / have in place?
	Measure of Success (e.g check-in dates, monitoring)
	Target Date

	




	
	



	
	

	





	
	


	
	

	




	
	



	
	




Explain how the objectives follow from your findings and how achieving them would improve employability or workplace performance.







Having looked at the specific actions, you will take to improve, detailed in your PDP.
Make sure they are aligned with your own personal overall objectives. 

Personal Objectives - Self
	Short Term Goals (next 12 months) (2 or 3 goals)

	
2 or 3


	Medium Term Goals (2-3 years) (2 or 3)

	
2 or 3


	Long Term Goals (3-5 years) (1 or 2)

	
1 or 2 



















Personal Development Plan (Other)
	What do I want to learn/improve/develop?
	What exactly do I have to do to achieve this?
	What Support/Resources do I need / have in place?
	Measure of Success (e.g check-in dates, monitoring)
	Target Date

	




	
	



	
	

	




	
	


	
	

	




	
	



	
	



Explain how the objectives follow from your findings and how achieving them would improve employability or workplace performance.















Having looked at the specific actions they will take to improve, detailed in their PDP. Make sure they are aligned with their own personal overall objectives. 
Personal Objectives – Other Person 
	Short Term Goals (next 12 months) (2 or 3 goals)

	


	Medium Term Goals (2-3 years) (2 or 3)

	


	Long Term Goals (3-5 years) (1 or 2)

	

















[bookmark: _Toc150810996][bookmark: _Toc242876183]2.4 Method used to monitor the development of self & another. (1hr)

“Reflection and monitoring turn experience into learning”

Monitoring progress ensures your plans stay on track.
Your PDP of course can help you monitor progress, but it need not be the only way. Also think about how you could use your PDP linked to other approaches. For example, a review of your PDP monthly using your CPD log or feedback from your mentor.
List all the ways you can monitor your improvement.
Mention their strengths and weaknesses for each (this is being critical)












Which of these will you choose and why?
Choose one and detail how you will use it. Link to other approaches and actions if possible


















List all the ways you can monitor the developmental improvement of someone else












Which of these will you choose to monitor them and why?
























[bookmark: _Toc242876184]3. REFLECTION 

“Good judgment comes from experience. Experience comes from bad judgment.”
Continued Personal development is not just about doing… it is about taking the time to reflect. Reflecting on what is going well and why, what is going poorly and again why, and what actions you will take to improve a particular situation.
Think of reflection as a skill you can apply to any part of your life, and one that has to be understood, learned and developed in terms of effective CPD. 
Indeed, reflection is at the heart of Continuous Professional Development.
It allows you to stop, think, and learn from your experiences, turning everyday actions into meaningful learning.
Reflection helps you understand yourself, improve performance, and take ownership of your development.
 It Turns Experience into Learning
· Reflection transforms what you do into what you learn.
· By thinking about what went well, what didn’t, and why, you begin to recognise patterns in your behaviour and decision-making.
“We do not learn from experience... we learn from reflecting on experience.”
Reflection Supports Self-Awareness and Personal Growth
· Reflection helps you understand your strengths, weaknesses, values, and habits.
This self-awareness allows you to set more meaningful SMART goals in your PDP and CPD record.
· It links directly to the learning style assessments and SWOT analysis completed earlier in the workbook.
It Encourages Accountability and Professional Integrity
· Reflecting regularly helps you take responsibility for your own learning.
· You begin to recognise the impact of your behaviour on others a key part of leadership and management.
· In the workplace, reflective practice shows commitment to continuous improvement.
“Mistakes are just tuition fees for life’s lessons.
Reflection is how you make sure you get your money’s worth.”



Example of Reflection Tools
[bookmark: _Toc242876185]Driscoll’s Model of Reflection (2007) (1hr) (What? So What? Now What?) 
Overview
Driscoll’s model simplifies reflection into three key questions. It’s clear, easy to remember, and ideal for students who are just learning to reflect critically on experiences.
It encourages learners to describe what happened, make sense of it, and identify what they will do differently next time. The model uses a straightforward, cyclical process built around three key questions derived from Borton's (1970) developmental framework
The Three Stages
	[bookmark: _Hlk210670298]3 Stages
	Question
	What to Consider
	Example
(Workplace Context)

	What?
	What happened?
	Describe the event or situation factually. Avoid judgement at this stage.
	“I gave a presentation to my team, but I noticed people weren’t engaging or asking questions.”

	So What?
	Why is this important? What does it mean?
	Analyse what went well or badly, and why. Consider how you felt and what you learned from it.
	“I realised I didn’t check understanding as I went along. I was nervous, and that made my delivery rushed.”

	Now What?
	What will I do differently next time?
	Plan what actions or changes you will make as a result of your learning.
	“Next time I’ll include short pauses for questions and ask for feedback afterwards to improve engagement.”



You try

	3 Stages
	Question
	What to Consider
	Example
(Workplace Context)

	What?
	What happened?
	


	

	So What?
	Why is this important? What does it mean?
	

	

	Now What?
	What will I do differently next time?
	.

	




[bookmark: _Toc242876186]Kolb’s Experiential Learning Cycle (1984) (1hr)

Kolb’s model explains how people learn through experience.
It shows that learning is a continuous cycle involving four stages: having an experience, reflecting on it, drawing conclusions, and trying something new.
It’s useful for recognising that real learning happens when you reflect on what you’ve done and apply that learning in practice.

The Four Stages
	4 Stages
	Question
	What to Consider
	Example
(Workplace Context)

	1. Concrete Experience
	What did I do?
	Describe the specific event or task you were involved in. Focus on what actually happened.
	“I led my first team meeting to discuss a new project, but several people seemed distracted and didn’t contribute.”

	2. Reflective Observation
	How did it go? How did I feel?
	Think about your reactions and observations. What went well? What didn’t? How did others respond?
	“I realised I talked too much and didn’t invite input. I felt nervous and worried about losing control of the meeting.”

	3. Abstract Conceptualisation
	What have I learned?
	Identify what this experience has taught you. Link it to theory, feedback, or good practice.
	“I learned that effective meetings require participation. Next time, I’ll use open questions and clear agendas to encourage engagement.”

	4. Active Experimentation
	What will I do differently next time?
	Plan how to apply what you’ve learned. Set out your next steps or new approach.
	“At my next meeting, I’ll start by asking each person for input and summarise decisions at the end to keep everyone focused.”
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	4 Stages
	Question
	What to Consider
	Example (Your Workplace Context)

	1. Concrete Experience
	What did I do?
	Describe the event or task factually.
	






	2. Reflective Observation
	How did it go? How did I feel?
	What went well? What didn’t?
	






	3. Abstract Conceptualisation
	What have I learned?
	What did I learn and why does it matter?
	






	4. Active Experimentation
	What will I do differently next time?
	What changes or actions will I take?
	












[bookmark: _Toc242876187]Gibbs’ Reflective Cycle (1988) (1hr)

Overview
Gibbs’ model helps structure reflection through six easy-to-follow stages.
It encourages you to describe an experience, explore your thoughts and feelings, evaluate what worked or didn’t, and plan what you’ll do differently next time.
This model is particularly helpful for developing deeper reflection and linking emotional response to professional learning.

The Six Stages
	6 Stages
	Question
	What to Consider
	Example (Workplace Context)

	1. Description
	What happened?
	Briefly describe the situation. Be factual — who was involved, what happened, and what was the outcome?
	“I delivered feedback to a team member who had missed a deadline. They became defensive, and the discussion didn’t go well.”

	2. Feelings
	What were you thinking and feeling?
	Consider your emotions and initial reactions. Were you calm, confident, anxious, or frustrated?
	“I felt nervous about giving feedback and slightly annoyed that the work was late. I think they sensed my frustration.”

	3. Evaluation
	What was good and bad about the experience?
	Identify what went well, what didn’t, and why.
	“It was positive that I addressed the issue quickly, but I didn’t give them enough chance to explain. The conversation felt one-sided.”

	4. Analysis
	Why did it happen?
	Break down the situation and look for causes, patterns, or theoretical explanations.
	“I realised I didn’t use active listening skills. According to communication theory, people respond better when they feel heard.”

	5. Conclusion
	What else could you have done?
	Summarise what you’ve learned and how you could handle a similar situation differently.
	“I could have prepared key points and used a calmer tone to invite their perspective.”

	6. Action Plan
	What will you do next time?
	Decide what specific actions you will take to improve future practice.
	“Before giving feedback next time, I’ll plan my approach, ask open questions, and summarise the discussion to ensure understanding.”
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	6 Stages
	Question
	What to Consider
	Example
(Your Workplace Context)

	1. Description
	What happened?
	Briefly describe the situation.
	




	2. Feelings
	What were you thinking and feeling?
	How did you feel before, during, and after?
	




	3. Evaluation
	What was good and bad about the experience?
	What worked? What didn’t?
	




	4. Analysis
	Why did it happen?
	What factors influenced the outcome?
	




	5. Conclusion
	What else could you have done?
	What would you do differently next time?
	




	6. Action Plan
	What will you do next time?
	What actions will you take to improve?
	













Your Turn – Produce a reflection using a recognised model  (1hr)
For your reflection choose on an employability experience, presentation or interview for a role. Think of something that didn’t go as well as expected.
For your assignment, choose (and name) one of the models detailed previously and complete a full reflection that clearly shows the event, what happened, what was learned and what you will do in future to improve the outcome.
Remember, choose one model to complete your assignment reflection, not all three
Model_________________________

[image: A blue star shaped object on a black background
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   Reflection

    How did you find (reflect on) the process of reflecting?






















[bookmark: _Toc242876188]

References 
Include at least ten appropriate references. Cite sources in the main text and ensure every citation matches a full reference-list entry. Show evidence of your own reading beyond the workbook and session slides.

· CRAAP Tested
· APA V7
· Minimum of 10
· No Wikipedia, Businessballs, Mindtools

Very simple rule to start: Name, initials, Title, book or journal, where to find it
	Type of Source
	Example (APA 7th Format)

	Book


	
Morgan, P. (2017). The Business Student’s Guide to Study and Employability. Sage Publications.



	Journal Article


	
Kolb, D. A. (1984). Experiential learning: Experience as the source of learning and development. Journal of Organizational Behavior, 5(2), 151–167.



	Website


	
University of Wales Trinity Saint David. (2023). APA 7 Referencing Guide. https://www.uwtsd.ac.uk/library
















[bookmark: _Toc242876189]Appendix A: Curriculum Vitae (Main text in Section 4) (1hr)
In your main text, Identify the industry and role your CV targets and direct to the Appendix. You CV goes in the Appendix. Select relevant skills, experience and achievements, and use a clear professional layout. Explain briefly how your CV meets the requirements of the chosen role.
Your CV is not just a job-hunting tool
It is a reflection of your personal and professional development journey. It shows how your learning, reflection, and growth, much of it detailed throughout this workbook translate into a professional identity.
Why It Matters Professionally
· An effective CV is the professional showcase of all your development 
· It translates learning into evidence of competence, demonstrating your leadership, teamwork, problem-solving, and communication skills.
· Your CV is not a list of jobs it’s a story of growth and achievement.
Use this in the main text of your assignment. (SECTION 4) Only your CV will go in the Appendix


What makes a good CV and how is this reflected in your CV in the Appendix?  





















[bookmark: _Toc242876190]Appendix B: Continuous Professional Development Record (1hr)

A Continuous Professional Development (CPD) Record is more than a list of courses you’ve attended it’s evidence that you are taking ownership of your learning and growth. It shows how you apply new knowledge, reflect on experience, and develop over time.
It is a living document that shows:
· What you’ve learned (formal and informal learning).
· How you applied it in practice.
· How it has changed or improved your performance.
Tips:
Include relevant formal and informal development from your experience.
Record dates accurately and distinguish completed, ongoing and planned activities.
· Remember it is your CPD record.
· You put in anything you think is relevant.
· Remember to include formal (course etc) and informal (things you just did to improve).












Use this CPD record to detail your previous development and track your ongoing formal and informal learning activities.
Remember, the MOST RECENT first, then work backwards. 
Add more lines if necessary
	Formal
	Informal
	Date
	Duration
	Status
	Details
	What I learned

	ILM Level 4 Diploma in Leadership and Management
	 
	2025
	1 Year
	In Progress
	ILM
	

	L4 Certificate of HE Applied Leadership and Management 
	 
	2025
	1 Year
	In Progress
	University of Wales Trinity Saint David
	

	

	YouTube How to create a website (www.webcreate.co.uk)
	2024
	2 days
	Completed
	How to create a business website from scratch
	

	

	
	
	
	
	
	

	
	
	
	
	
	

	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	



Resources and Information
Checklist and Marking Guide
Guidance specific to this assessment: 
Engagement with Literature Skills (10 Marks)
You should include at least ten references. These should be taken from appropriate journals, textbooks, and reliable websites. A reference list should be provided using APA referencing convention. In text citations should correspond to the reference list and be in the correct format.
Knowledge and Understanding Skills (25 Marks)
Demonstrate your knowledge of the relevant models and theories such as SWOT, SMART, Johari etc. for identifying learning needs. Conduct three learning style questionnaires on self (and any two on your team member) and consider formal and informal learning and its benefits.
Cognitive and Intellectual Skills (25 Marks)
Consider barriers to learning and suggest some strategies for overcoming them. Briefly analyse learning and development opportunities and options for both; self and another. Identify support mechanisms for self and another.
Practical Skills (30 Marks)
Practical use of all the tools and techniques in this report. Apply all the learning from the SWOT and linking them to learning styles make a PDP specific to self (and a team member) with minimum three objectives to improve employability skills. Describe a method that could be used to monitor the development of self and another member of the team Create an industry relevant CV and a CPD record for self.
Transferable Skills for Life and Professional Practice (10 Marks)
Demonstrate effective formal report writing skills, with appropriate diagrams, graphs, charts, and tables inserted where necessary additional information in Appendix. Consider your layout, grammar, and report structure. 





[bookmark: _Toc242876192]Assessment Checklist
Three learning-style questionnaires completed and discussed for self.
Any two completed and discussed for another team member.
Development needs identified and results discussed for both people.
Formal and informal learning explained, with examples and benefits.
Barriers and ways of overcoming them discussed for both people.
Development options briefly analysed for both people.
Support mechanisms identified and their contribution explained.
A SMART PDP for each person, with at least three objectives in each plan.
A monitoring method described for each person.
A CV tailored to a chosen industry or role.
A personal CPD record covering formal and informal development.
At least ten appropriate references, with APA 7 citations and a matching reference list.









[bookmark: _Toc242876193]Resources
[bookmark: _Toc242876194]Learning Style Questionnaires

Honey & Mumford Learning Styles Questionnaire
The Honey and Mumford Learning Styles Questionnaire (1986) builds on David Kolb’s Experiential Learning Theory (1984), which suggests that people learn best through a continuous cycle of experience, reflection, theory, and experimentation. Honey and Mumford identified four learning styles; Activist, Reflector, Theorist, and Pragmatist that describe how individuals prefer to approach learning.
Understanding your learning style helps you recognise the kinds of activities and environments that suit you best and where you may need to stretch yourself to learn more effectively. As future leaders and managers, this awareness also helps you to adapt your approach when supporting the learning and development of others, ensuring your communication, training, and coaching methods are inclusive and effective.
Name______________________________________
Instructions: For each statement below, mark:
· 5 if you strongly agree,
· 4 if you agree,
· 3 if you're neutral,
· 2 if you disagree,
· 1 if you strongly disagree.
Statements:
	1
	2
	3
	4
	5


1. I learn best when I can try new things out for myself, experimenting to see what happens.  
	1
	2
	3
	4
	5


2. I like to review what happened and think deeply about it.
	1
	2
	3
	4
	5


3. I find it important to understand the theories behind what I’m learning before I act. 
	1
	2
	3
	4
	5


4. I am happiest when I can implement new ideas quickly and practically.
	1
	2
	3
	4
	5


	1
	2
	3
	4
	5


5. I prefer doing tasks in a group and seeing immediate results.
6. I tend to listen carefully before forming my own conclusions.
	1
	2
	3
	4
	5


	1
	2
	3
	4
	5


7. I feel most comfortable when I can apply well-proven approaches to a situation.
8. I enjoy being thrown in at the deep end with difficult tasks.
	1
	2
	3
	4
	5


	1
	2
	3
	4
	5


9. I take time to consider all available options before making a decision.
	1
	2
	3
	4
	5


10. I like to work in a structured way with clearly defined objectives.
	1
	2
	3
	4
	5


11. I prefer to focus on the bigger picture rather than getting bogged down in details.
12. I prefer to observe and gather as much information as I can before getting involved.
	1
	2
	3
	4
	5


13. I feel uneasy if I have no clear explanation or theoretical understanding of what I am doing.
	1
	2
	3
	4
	5


14. I enjoy finding solutions to problems and putting ideas into action immediately.
	1
	2
	3
	4
	5


15. I prefer a hands-on approach where I can directly experience and learn from the situation.
	1
	2
	3
	4
	5


	1
	2
	3
	4
	5


16. I prefer to reflect on what happened and make sense of it afterward.
17. I value logical, structured processes over spontaneous actions.
	1
	2
	3
	4
	5


18. I thrive when faced with practical challenges that allow me to use my knowledge right away.
	1
	2
	3
	4
	5


19. I enjoy starting an unfamiliar learning activity and discovering what I can do as I go.
	1
	2
	3
	4
	5


20. When I learn a new technique, I look for a specific task at work where I can put it into practice.              

Calculation Sheet
· Activist: Add scores for statements 1, 5, 8, 15 and 19.
· Reflector: Add scores for statements 2, 6, 9, 12 and 16.
· Theorist: Add scores for statements 3, 7, 10, 13 and 17.
· Pragmatist: Add scores for statements 4, 11, 14, 18 and 20.
Each total gives you a score out of 25 
Learning Style Preference:
· The highest total indicates your most preferred learning style.
· Compare your scores for each learning style to see how balanced or dominant your learning preference is.
Example of how to calculate:
Let’s say you answer the statement like this:
· Activist scores (Statements 1, 5, 8, 15, 19): 3, 4, 3, 5, 1 = 16
· Reflector scores (Statements 2, 6, 9, 12, 16): 4, 4, 5, 4, 3 = 20
· Theorist scores (Statements 3, 7, 10, 13, 17): 3, 4, 2, 4, 4 = 17
· Pragmatist scores (Statements 4, 11, 14, 18, 20): 5, 4, 4, 3, 2 = 18
In this example, the student prefers a Reflector learning style (highest score: 20).



[image: A blue star shaped object on a black background

AI-generated content may be incorrect.]Your reflection
Detail your Honey Mumford Learning Style

[bookmark: _Hlk180414804]
What are your preferred learning activities for this style? 
(E.g group discussions, reading, working on your own, after exercise reflection, competitive activities, lectures etc)
1
2
3

What are your least preferred learning activities for this style? 
(E.g. group discussions, reading, working on your own, after exercise reflection, competitive activities, lectures etc)
1
2
3





VARK Learning Styles Questionnaire

The VARK model (Fleming, 1987) is one of the most widely used tools for identifying learning preferences. It helps individuals understand how they most effectively absorb, process, and recall new information. VARK stands for Visual, Aural (Auditory), Read/Write, and Kinesthetic; four different ways people prefer to learn.
Knowing your preferred VARK style can help you make study and workplace learning more effective. For example, visual learners may prefer charts and diagrams, while kinesthetic learners may learn best through hands-on experience.
As future leaders and managers, recognising both your own learning preferences and those of others can improve communication, coaching, and staff development, key components of effective leadership.
This VARK adapted questionnaire will help you identify your VARK learning preference and explore how different methods of communication and learning can improve your personal and professional development. Alternatively, you can take the official VARK test at  https://vark-learn.com/the-vark-questionnaire/
Instructions: For each statement, choose the answer that best describes how you would respond in a learning situation. 
Mark:
· 5 if you strongly agree,
· 4 if you agree,
· 3 if you're neutral,
· 2 if you disagree,
· 1 if you strongly disagree.

1. Visual (V)
1. I learn best when information is presented to me in charts, graphs, or diagrams. (e.g. 4)
2. I prefer to see a demonstration rather than hear someone explain how something works. (e.g. 3)
3. I understand concepts better when I can see them visually represented. (e.g. 4)
4. I find that visualizing things in my mind helps me understand new information. (e.g. 2)
5. When I read, I prefer seeing pictures or diagrams alongside the text. (e.g. 2)





2. Aural (A)
6. I prefer to listen to someone explain a concept rather than read about it.
7. I learn best when I can discuss ideas and information with others.
8. I remember things better when I hear them spoken aloud.
9. Listening to podcasts, lectures, or audiobooks helps me grasp new information.
10. I enjoy group discussions where I can hear different perspectives.

3. Read/Write (R)
11. I learn best when I can take notes and read them later.
12. I prefer written instructions over verbal explanations.
13. I find reading textbooks and manuals helpful for understanding new information.
14. I learn effectively by writing out important concepts or making lists.
15. I understand and remember things better when I read about them in detail.

4. Kinesthetic (K)
16. I learn best when I can physically engage with the material, like doing hands-on activities.
17. I prefer to learn by doing things, rather than just reading or listening about them.
18. I remember things better when I try them out myself.
19. I like to apply what I learn immediately in practical situations.
20. I enjoy learning through activities like experiments, building, or role-playing.

Calculation Sheet

1. Total for Visual (V): Add the scores for statements 1, 2, 3, 4, and 5.
2. Total for Aural (A): Add the scores for statements 6, 7, 8, 9, and 10.
3. Total for Read/Write (R): Add the scores for statements 11, 12, 13, 14, and 15.
4. Total for Kinesthetic (K): Add the scores for statements 16, 17, 18, 19, and 20.


Learning Style Preference:
· The highest total indicates your most preferred learning style.
· If two or more styles have similar scores, you may have a multimodal learning preference, meaning you benefit from more than one type of learning approach.

Example Calculation:
· Visual (V): 2, 5, 4, 3, 4              = 18
· Aural (A): 4, 4, 4, 5, 4               = 21
· Read/Write (R): 5, 5, 4, 4, 5  = 23
· Kinesthetic (K): 3, 4, 5, 5, 4    = 21
In this example, the highest score is for Read/Write (R), indicating that they prefer learning by reading and writing but also have strong kinesthetic and Aural preferences, making them multimodal (prefer more than one)















Your reflection
Detail your VARK________________________
[bookmark: _Hlk180413763]Give 3 examples of activities that work best for your VARK assessment: (E.g. Reading books, watching videos etc)

1

2

3

Give 3 examples of activities that might work least for your VARK assessment: (E.g. Reading books, watching videos etc)

1

2

3





Dantec Learning Styles Questionnaire
The Dantec Learning Styles Questionnaire builds on Kolb’s (1984) experiential learning theory, which suggests people learn best by cycling through experience, reflection, conceptualisation, and experimentation. Understanding your preferred style helps you identify the most effective ways to learn  and recognise where you may need to adapt. As future leaders and managers, this awareness also helps you support others whose learning preferences differ from your own.
Name: ______________________________________

Instructions
For each statement, mark how much you agree using the scale below:
	Score
	Meaning

	5
	Strongly agree

	4
	Agree

	3
	Neutral

	2
	Disagree

	1
	Strongly disagree



Think honestly about what feels most like you when you learn or solve problems.
Statements
	
	Statement
	1
	2
	3
	4
	5

	1
	I learn best by getting involved and trying things out myself.
	
	
	
	
	

	2
	I like to take my time and think things through before I act.
	
	
	
	
	

	3
	I prefer ideas and theories that help me understand why things work.
	
	
	
	
	

	4
	I like learning that has a clear purpose and practical use.
	
	
	
	
	

	5
	I enjoy analysing situations and breaking them into smaller parts.
	
	
	
	
	

	6
	I prefer to observe and reflect before getting involved.
	
	
	
	
	

	7
	I like to experiment with new ways of doing things.
	
	
	
	
	

	8
	I prefer logical and structured activities.
	
	
	
	
	

	9
	I am happiest when I can learn through real experiences.
	
	
	
	
	

	10
	I like learning through discussion and sharing ideas with others.
	
	
	
	
	

	11
	I like to see results quickly when I try something new.
	
	
	
	
	

	12
	I prefer to take risks and see what happens.
	
	
	
	
	

	13
	I like to understand how things work before I use them.
	
	
	
	
	

	14
	I prefer activities that let me use my imagination and creativity.
	
	
	
	
	

	15
	I enjoy learning that connects theory with practice.
	
	
	
	
	

	16
	I like to reflect on what I’ve done and think about what it means.
	
	
	
	
	



Scoring Sheet
Add up your scores according to the letters below. (The max any mode can be is 20)
Each group represents one of the Kolb–Dantec learning preferences.
	Learning Mode
	Description
	Statements
	Total (out of 20)

	CE 
Concrete Experience
	You learn through feelings, people, and real experiences. Learning through experiences and interaction
	1, 9, 10, 14
	

	RO 
Reflective Observation
	You learn by watching, reflecting, and understanding meaning. Reviewing experiences and considering their meaning
	2, 6, 16, 13
	

	AC 
Abstract Conceptualisation
	You learn through ideas, theories, and logical thinking; exploring ideas and explanations.
	3, 5, 8, 15
	

	AE
Active Experimentation
	You learn by doing, trying things, and testing results; trying approaches and applying learning.
	4, 7, 11, 12
	




Your Scores
	Style
	Total
	Rank (1 = highest)

	CE
	
	

	RO
	
	

	AC
	
	

	AE
	
	



Note your two highest scores. These suggest preferences to explore using the table below
My two highest-scoring learning modes.
	

	


















Learning Style Descriptions
Interpreting Your Learning Mode Scores
Use this table to explore your two highest scores. The descriptions suggest activities to try; they do not establish a fixed learning type.
	Score combination
	Description
	Approaches to Try
	Suggested Activities

	CE + RO — Experience and reflection
	Your responses suggest a preference for exploring experiences and reflecting on their meaning.
	Review real situations and discuss different perspectives before deciding what you have learned.
	Case studies, group discussions, reflective journals and observing others.

	AC + RO — Theory and reflection
	Your responses suggest a preference for ideas, structured explanations and careful consideration.
	Read about a topic, compare explanations and reflect on how they relate to experience.
	Reading, analysing models, note-taking and reviewing evidence.

	AC + AE — Theory and application
	Your responses suggest a preference for understanding ideas and testing them in practice.
	Apply a model to a practical problem and review whether it helped.
	Problem-solving tasks, simulations, projects and testing techniques at work.

	CE + AE — Experience and action
	Your responses suggest a preference for involvement, practical experience and trying approaches.
	Take part in an activity, experiment and use feedback to improve.
	Role play, practical challenges, teamwork and workplace practice.

	CE + AC — Experience and theory
	These scores combine an interest in real experiences with an interest in ideas and explanations. This pair is not one of the four types listed in the original table.
	Connect a specific experience to a relevant theory, then reflect and test what you have learned.
	Comparing workplace examples with models, explaining practical demonstrations and analysing case studies.

	RO + AE — Reflection and action
	These scores combine an interest in reviewing experiences with an interest in trying changes. This pair is not one of the four types listed in the original table.
	Reflect on a task, identify a change, try it and review the result.
	Practice followed by feedback, improvement projects and reflective action logs.



If your scores are tied: Record all modes sharing the highest scores. If a tie prevents you from selecting one pair, discuss each relevant combination rather than choosing arbitrarily.
If all four scores are equal: Record a balanced profile within this exercise and try activities involving all four modes.
Remember: These results describe your responses to an adapted reflection exercise. They do not define you. 

Your Reflection
1. My highest-scoring learning modes are_________________________
2. I learn best when I: (Specific examples of activities)
1. 
2. 
3. 
3. I find learning hardest when:(Specific examples of activities)
1. 
2. 
3. 
4. How could I adapt my learning in future to get better results?
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How you organise your assessment is up to you, as long as you meet the requirements of the brief.
Below is an outline of what it might look like. 
Relate each heading to your workbook
3000 Words (Plus or minus 10%)
Section 1: Know how to identify development needs
1.1 [bookmark: _3whwml4]Identify learning styles for self and another 
[bookmark: _qsh70q][bookmark: _1pxezwc]1.2 Use a simple technique for identifying development needs for self & another

1.3 Identify potential barriers to learning for self and another.
[bookmark: _49x2ik5]1.4 Explain how these barriers to learning can be overcome.
[bookmark: _2p2csry]
Section 2: Know how to develop self & others to achieve organisational objectives
[bookmark: _147n2zr]2.1 Analyse learning/development options to meet needs of self & another.
[bookmark: _3o7alnk]2.2 Identify support mechanisms for the development of self & another
[bookmark: _ihv636][bookmark: _Toc150810995]2.3 Prepare development plans for yourself and another person
[bookmark: _32hioqz]2.4 Method used to monitor the development of self & another.
Section 3: Reflection 
Section 4: CV
(Comment on the importance of a CV and what makes a good CV. (Put your actual CV in the Appendix)
[bookmark: _Toc150810997]References
[bookmark: _Toc150810998]Appendix A Curriculum Vitae 
[bookmark: _Toc150810999]Appendix B Continuous Professional Development Record








Top tip
Every time you start a new section, introduce it. Detail its relevance and / or its importance to CPD 
Every time you use a model or diagram always ‘top and tail’ it. 
How to ‘Top and Tail’ a Model or Diagram
When using any model, framework, or diagram in your work (such as SWOT, Johari Window, or SMART), you must always introduce it properly and explain what it shows afterwards. This is called “topping and tailing”.
Top (Before the Model)
Before you show the model or diagram, explain:
· What the model is.
· What the purpose of the model is.
· Why you are using it in your assignment 
This helps the reader understand why the model is relevant and what they should expect to learn from it.
Tail (After the Model)
After presenting the model, explain:
· What the model shows.
· What you want the reader to notice or learn.
· How it relates to your development or analysis.
This shows that you understand the model and can interpret its meaning, not just copy or insert it.
Example:  Using the SWOT Model with “Top and Tail”
Top (before the model)
The SWOT Analysis is a tool used to evaluate personal or professional strengths and weaknesses, and to identify external opportunities and threats. I am using it to assess my current professional skills and development needs as part of my CPD plan.
Model (inserted diagram or table)
Tail (after the model)
This SWOT highlights that while I have strong interpersonal and teamwork skills, I need to improve my time management and confidence when presenting. The key takeaway is that my weaknesses and threats can be turned into development priorities, which I can now address through a conversion strategy and SMART objectives in my PDP.
REMEMBER:
Every time you use a model or diagram, always “top and tail” it.
Tell the reader why you are using it, show it clearly, and then explain what it reveals.
[bookmark: _Toc242876197]References (Workbook)
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