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Introduction

This document can be used for three key stages of meta-skills development:

1. Your meta-skills baseline self-assessment
2. Planned meta-skills development - setting goals and outlining actions
3. Monitoring goals and referencing your reflections

It should be saved onto your computer, college VLE, or e-portfolios, and stored as evidence.

Undertaking a baseline self-assessment

You can find out more in our meta-skills SQA Academy modules for learners:

e The Understanding Meta-skills module explains the meta-skils categories, skills and sub-skills

e The Developing Meta-skills module covers the work involved in a baseline self-assessment

Once you have a clear understanding of the twelve meta-skills, you can use this part of the form to
record your baseline ratings. This will allow you to reflect on your scores and monitor your progress
later in the course.

Rate yourself for each meta-skill: 1: Not at all confident 8: Extremely confident

Self-management

Focusing |4
Integrity |7
Adapting 4
Initiative |5
Social Intelligence
Leading |5
Collaborating |7
Feeling |6
Communicating |6
Innovation
Curiosity
Creativity
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https://www.sqaacademy.org.uk/mod/scorm/view.php?id=32708
https://www.sqaacademy.org.uk/mod/scorm/view.php?id=33268

Reflecting on scores

Give reasons for the ratings you have given above. You don't need to write in-depth about each
one. You can focus more on those skills that are most relevant to you.

Focusing

Integrity

| am good at staying focused on tasks.
Sometimes | lose focus if | have been doing
something for a long time.

I am honest and | have good morals.

Adapting

Initiative

| can usually adapt well to changes.
Sometimes | struggle if | have have to adapt to
a big change.

| am able to take responsibility for things and
get things done.

Leading

Collaborating

| can lead a group but | am better at taking
directions than giving them.

| work very well with people and | enjoy
working in a team.

Feeling

Communicating

| am empathetic and can listen to others and
understand their problems.

| am good at communicating and sharing ideas
and listening to other people.

Curiosity

Creativity

| like to find out about things that | am
interested in but I'm not curious about things
that | find boring.

| enjoy coming up with new ideas and
designing and creating things.

Sense-making

Critical Thinking

| can understand and make sense of
information.

| am usually good at solving problems by
thinking logically.

Take a moment to reflect on these initial scores.

In your baseline self-assessment, what categories or individual skills stand out?
Do you have specific strengths you would like to build upon or skills you think you need to develop?

| am good at collaborating because | work well with others. | also have strong sense making and
critical thinking skills because | am good at problem solving. | could work on focusing and

adapting.




Creating a personal plan for your own meta-skills development

You can find out more about planning personal goals in the Developing Meta-skills course on SQA Academy.

Leading from your baseline self-assessment, you should set out meta-skills development goals
covering all three meta-skills categories: self-management, social intelligence, and innovation. You
can use the planning sections below to outline each of your development goals. We have included
space for five goals here, but three goals are enough to cover all three categories and a range of
meta-skills.

Meta-skills development goal 1 Specific meta-skill

Outline your specific goal |Improve my focus for long periods of time

Select the meta-skills which apply to this goal:

Focusing @ Integrity D Adapting D Initiative
Communicating |:| Feeling |:| Collaborating |:| Leading

Curiosity D Creativity D Sense-making D Critical Thinking

Why am | setting this goal?
How might you use this skill in your day-to-day work or study?
Is it a strength or area for development?
What actions or strategies will you plan to help you achieve this goal?
Link to course content: experiences, workshop activities, research, discussion, assessments, projects etc.

Hinn

This will improve my productivity when studying because | will be able to spend more time on tasks
without getting distracted. When studying | could build up from spending a short time on a task to
spending longer until | am able to focus for a long time without getting distracted. Removing
distractions from my work area would also help.

Meta-skills development goal 2 Specific meta-skill

Outline your specific goal: |Be able to adapt to big changes

Select the meta-skills which apply to this goal:

Focusing Integrity Adapting @ Initiative D
Communicating |:| Feeling |:| Collaborating |:| Leading |:|
Curiosity D Creativity D Sense-making D Critical Thinking D

Why am | setting this goal?
How might you use this skill in your day-to-day work or study?
Is it a strength or area for development?
What actions or strategies will you plan to help you achieve this goal?
Link to course content: experiences, workshop activities, research, discussion, assessments, projects etc.

This would allow me to learn new tasks more quickly and spend less time finding a solution if
something changed. | will practice adapting to changes when building the website because the
client might ask for something different.



https://www.sqaacademy.org.uk/mod/scorm/view.php?id=33268

Meta-skills development goal 3 Particular category of meta-skills

Outline your specific goal: |Improve my self-management skills

Select the meta-skills which apply to this goal:

Focusing @ Integrity @ Adapting @ Initiative
Communicating |:| Feeling |:| Collaborating |:| Leading
Curiosity D Creativity D Sense-making D Critical Thinking

Why am | setting this goal?
How might you use this skill in your day-to-day work or study?
Is it a strength or area for development?

What actions or strategies will you plan to help you achieve this goal?
Link to course content: experiences, workshop activities, research, discussion, assessments, projects etc.

HiNE

This is important when working on my own because | will have to be organised and manage my
own time. Staying up to date on my work, managing my time well, and focusing when studying will
improve my self-management skills.

Meta-skills development goal 4 Specific meta-skill

Outline your specific goal: |g o ¢onfigent leading a team of people
Select the meta-skills which apply to this goal:

Focusing |:| Integrity |:| Adapting |:| Initiative |:|
Communicating |:| Feeling |:| Collaborating |:| Leading @
Curiosity D Creativity D Sense-making D Critical Thinking D

Why am | setting this goal?
How might you use this skill in your day-to-day work or study?
Is it a strength or area for development?

What actions or strategies will you plan to help you achieve this goal?
Link to course content: experiences, workshop activities, research, discussion, assessments, projects etc.

This will help if | have to lead a team because | will be able to present confidently and make good
decisions. | could encourage and support people around me and practice speaking infront of a

large group of people.




Meta-skills development goal 5 Specific meta-skill

Outline your specific goal |Ask more questions out of curiosity

Select the meta-skills which apply to this goal:

Focusing D Integrity D Adapting D Initiative D
Communicating D Feeling D Collaborating D Leading D
Curiosity [[] Creativity | |  Sense-making [ | critical Thinking | |

Why am | setting this goal?
How might you use this skill in your day-to-day work or study?
Is it a strength or area for development?
What actions or strategies will you plan to help you achieve this goal?
Link to course content: experiences, workshop activities, research, discussion, assessments, projects etc.

This will allow me to find out important information and get support. | could ask questions when |
have an issue with my code to learn more about why it isn't working and to solve the problem.

Monitoring goals and recording reflection

You can find out more about reflective practice in the Developing Meta-skills course on SQA Academy.

Once you have defined your goals and planned your actions/strategies for developing meta-
skills, it is important to monitor and reflect on your progress.

There are lots of wavs to anbroach reflective oractice. This miaht include:
% o &
(@)
Discussion Diary, log, presentation, Annotations, voice notes, Revisiting your baseline
(group or one-to-one) scrapbook post-it notes self-assessment and goals

For each development goal you need to keep a record of all the actions and activities that you
think have helped you to achieve that goal and reflect on their impact.

You can use the sections over the page to help you do this. This will include planned actions and
activities, but also unplanned or unanticipated activities, which often offer valuable opportunities
for self-development and reflection. In addition to recording actions and activities, you can also
use the section over the page to keep track of how and where you have reflected - i.e. a voice
note, annotations attached to a particular assessment, a reassessment of your meta-skills.

Save or record your reflections in your files as assessment evidence.



Record of actions and reflections

Development Goal 1: Improve my focus for long periods of time
What actions, activities,
strategies or experier?ces have Have you reflected on these actions/activities yet? If so, where have you
you taken to reach this goal? recorded this reflection?

Build up from a short time

Remove distractions

Development Goal 2:

Be able to adapt to big changes

What actions, activities,
strategies or experiences have Have you reflected on these actions/activities yet? If so, where have you
you taken to reach this goal? recorded this reflection?

Practice adapting

Adapt quickly to change

Development Goal 3: Improve my self-management skills
What actions, activities,
strategies or experiences have Have you reflected on these actions/activities yet? If so, where have you
you taken to reach this goal? recorded this reflection?

Stay up to date

Manage time well

Focus when studying




Remember, you only need to complete this page if you have set more than three development goals.

Development Goal 4: Be confident leading a team of people
What actions, activities,
strategies or experiences have Have you reflected on these actions/activities yet? If so, where have you
you taken to reach this goal? recorded this reflection?
Practice presenting
Support people
Development Goal 5: Ask more questions out of curiosity
What actions, activities,
strategies or experiences have Have you reflected on these actions/activities yet? If so, where have you
you taken to reach this goal? recorded this reflection?

Find out information

Get support when needed




Reflective self-assessment

As part of your reflective practice, it can be useful to reflect upon your baseline self-assessment
and how you rated your meta-skills. This can be done at the mid-point of the course and
towards the end. What progress do you see?

Mid-point review

Self-management

End-point review

Self-management

Focusing |5 Focusing |6
Integrity |7 Integrity |7
Adapting |5 Adapting (6
Initiative |5 Initiative 6

Social Intelligence Social Intelligence
Leading |5 Leading |6
Collaborating |7 Collaborating |7
Feeling |6 Feeling |7
Communicating 6 Communicating 7

Innovation Innovation

Curiosity |6 Curiosity |7
Creativity |6 Creativity |7
Sense-making |6 Sense-making |7
Critical Thinking |6 Critical Thinking |7

Before the end of the course, consider reflecting on your overall engagement with meta-skills
and how that engagement might affect your future learning. You can use the prompts below to
help.

e How have | progressed with my target meta-skills? Have | developed other meta-skills along the way?

e Have my action plan or strategies helped me towards my goals? Have | faced barriers?

e How might these meta-skills benefit my future? Can | continue to progress any particular meta-skills?

My focusing and adapting has improved. | am able to focus for longer and adapt to changes. My
initiative has also improved by targeting my self-management skills. | have also improved my
leading skills by improving my confidence and | have improved my curiosity skills by asking more
guestions. These meta-skills will benefit me in future when | have to work and study by myself
because | will be able to manage my time, be organised, and stay focused for longer.
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