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Individual, Team, or Staff Reflection
This tool guides the reflection process. Individuals, teams, or the whole staff can adapt this tool for 
various experiences.

Purpose To analyze actions, decisions, or processes used to achieve individual or collective goals

Product Future-focused action plans past experiences inform

Participants Individuals, teams, or whole staff

Materials Guiding questions for the reflective processes

Time Fifteen to sixty minutes

Preparation Determine if individuals, partners, teams, or the whole staff will conduct the reflection 
process. Prepare questions to guide the reflection process (see the following 
examples). Modify questions to align with the type of experience and timing of the 
reflection process.

Process Reflection Following a Visitation to Peer’s Classroom

Step 1
Review notes taken during the observation.

Step 2
Consider what happened and what influenced the actions.

Step 3
Discuss the following, preferably in collaboration with the peer.

• What were the highlights of the class? What made them highlights?

• What decisions did the teacher make? What impact did those decisions have on 
students’ learning?

• What unexpected occurred? How did the teacher handle that situation?

• What was the most significant learning each partner took away from the visitation?

• How might that learning influence the observer’s future actions?

• What was the most significant learning the teacher can take away from the 
visitation?

• How might that learning influence the teacher’s future actions?

Reflect on Progress
• What accomplishment during this school year makes you most proud?

• What do you wish we had accomplished that we neither addressed nor completed?

• What accomplishments have given this school a solid base for the future? How 
will those accomplishments contribute to future success?

• What is currently happening in our school that needs development and 
expansion? How will addressing these areas benefit students and staff?

• What have we learned from this past year that will help us be stronger in the future?
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Reflection-on-Action
• What can you tell me about a teaching or leadership event you want to think 

about more deeply?

• What aspect of this experience do you want to dig into?

• What happened?

• What explanation can you give for what happened?

• How did the context influence what happened?

• If you could replay the situation, how would it go?

• What contributed to those events or experiences? How did these things 
contribute? If you had known one thing going into those events or experiences, 
what do you wish it had been?

• What did you realize as you explored these events or experiences? What is 
clearer to you now as you look back?

• What can you take away from those events or experiences to apply to future 
ones?

Reflection-in-Action
Answer the following questions during the event or experience, and report the 
responses after.

• What is capturing my attention at this moment? What might be the reason for 
that?

• What am I noticing about myself in this moment? What am I noticing about 
others in this moment?

• Am I doing what I had planned? What’s the same and different?

• What advice would I give myself right now?

• In what ways am I feeling successful, disappointed, challenged, and so on?

Reflection-for-Action
• What can this experience help prepare you for in the future?

• What did this experience teach you about yourself, your practice, the context 
or environment in which you work, and your impact on others and the 
environment?

• What is the big takeaway you can extract from this experience?

• How will you describe to others what you learned during this experience? What 
would be the title or headline if you were to write about what you learned?

• How will this situation help you think about other similar or different situations?

Invite participants to give advance thought to the questions before engaging in the 
personal theory-building process.

Process Theory Building

Step 1
Provide a rationale for reflection.

Step 2
Guide the reflection process using your prepared questions.
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Process
(cont.)

Step 3
Debrief about the value of reflection. Use the following questions to guide the discussion.

• How did the reflection process contribute to your professional growth?

• What do you appreciate about yourself and others as staff or team members?

• What did you learn about your own and others’ experiences with reflection?

• How might you integrate reflection into your practice even when you don’t have 
an opportunity to reflect with a colleague or team?

• What aspect of the reflection process would you like to keep? Change? Stop?

• How might you use reflection in your classroom work with students?

Reference
Killion, J., & Harrison, C. (2017). Taking the lead: New roles for teacher and school-based coaches. Oxford, OH: Learning Forward.

page 3 of 3




