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A Step-by-Step guide for DIY Reflection Activities

About the guide

• This step-by-step guide for DIY reflection activities has been developed in the 
scope of the project SafeSchool, cofounded by the framework programme 
Erasmus+ of the European Commission. 

• SafeSchool project aims to promote students’ engagement in the prevention 
of bullying in schools. The project also intends to strengthen teachers’ skills, 
knowledge and competences in working with bullying, contributing to an 
improved and safe school environment, and a climate of friendship and 
cooperation among peers. Therefore, these healthy features will then conduct 
to a farther social and professional inclusion of all.

• SafeSchool will design and implement improved anti-bullying programs in 
schools in 4 EU countries (Romania, Italy, Spain and Portugal), reaching directly 
64 teachers and school staff. 

• The guide is part of a multimedia kit to be used by school managers, counsellors, 
teachers and trainers to raise the awareness of pupils to the negative impact of 
bullying in individuals and school community. Thee guide can be used freely 
without a specific order. However, it is advisable to follow the steps one by one 
in order to ease the creation process of the reflection activities. 

• If you have any further queries regarding the project or the guide, please 
contact the project coordinator elena.cimpoeru@fundatiaikaros.ro or the 
partner responsible for the development of the guide rita.sousa@mentortec.eu.

mailto:rita.sousa%40mentortec.eu?subject=Step-by-step%20guide%20for%20DIY%20Reflections%20Activities
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STEP NR. 1 

Give it a title

• The first things that comes to our mind, when creating and organizing an 
activity, is the name and to which extent the name recalls the aim of the 
activity. It seems easy but this step is in majority rated as one of the most 
difficult to do so. 
• There are those who prefer to start by naming the activity. In the other 
hand, there are those who prefer to design firstly the activity and only at the 
end provide a title. 

Please, fill below the name of the reflection activity that you will create. 
You can just write down all your ideas and pick one at the end of the 

process. The secret here is to put down all your thoughts and ideas (no 
filters needed here!).
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STEP NR. 2 

Spot your audience

• The designing process of the activity will deeply rely to whom it is targeted. 
Therefore, thinking who your target group is will pretty much help you to 
develop the rest of the steps. 
• Your target audience might be your class of students between 10-12 years old 
or might be teachers of primary schools with at least 10 years of experience, 
and so on. For starters, defining your target audience will influence: 
1. The type of activity;
2.  The steps for implementation;
3. The context for implementation;
4. The type of materials;
5. The type of assessment. 

• Depending on your target group, the above-mentioned factors will change. 
For instance, in case your target group are students, defining their specific 
traits such as age level, skills development stage or other indicator, the same 
goes for the teacher, where you will allow you to design the activity and the 
materials needed according to the audience features you specify in this step. 
For the case of teachers, you can specify the age level, years of experience, 
teaching a specific subject, and many others. As much as you break down 
your audience, as much will be easier the following steps. 

Please, fill below the target audience of your reflection activity. Think 
about the ideal person to whom you want to dedicate the activity. 

Specify the correspondent traits of that person as much as you can.
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STEP NR. 3 

Set your ambition
• This is one of the most important step when developing DIY reflection 
activities. Setting up your aspiration or desired impact in your audience after 
the reflection activity is of ultimate importance. Envision the differences in the 
audience’s behavior and plan the reflection activity to achieve such changes. 
• There are several different approaches that can help you to set realistic 
objectives. However, if you are planning to organize a small activity, there is no 
need of such work. Nevertheless, you will find below 5 different ways to help 
you set the journey for your reflection activity. 

Smart Objectives:
SMART is an acronym that stands for:
• Specific – meaning that your goal should clearly define what you’re aiming 
to achieve.
• Measurable – your goal also needs to include an indicator of progress you’ll 
measure the goal’s success by.
• Attainable –you must have the appropriate knowledge, skill and expertise to 
achieve it.
• Results-focused – it should focus on results not actions.
• Time-bound – and you need to specify the timeframe for reaching the goal.

The OKR Approach
In this approach, you define goals by focusing on two factors:
• Objectives – broad goals you hope to accomplish.
• Key results – specific numbers or other outcomes that will signal reaching 
the objective.
• Goals set using the OKR method are typically easy to understand. All you 
need to stablish a goal is to mention the objective and come up with a key 
metric to measure the success by. 

The BSQ Method
The acronym BSQ stands for:
• Think Big – your ultimate goal,
• Act Small – milestones and objectives you need to accomplish to compete 
the goal,
• Move Quick – timeline for achieving each objective.
• The strength of BSQ method lies in its focus on action. Each objective you 
want to achieve is immediately coupled with actionable tasks, defined by 
what needs to be done but also by when. This will help you to describe the 
implementation action for the next step. 
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STEP NR. 3 | Set your ambition

ABC Goals
• ABC stands for Achievable, Believable and Controllable. In this method, you 
set objectives that not only you can achieve but are also realistic and depend 
on factors you can control within your school – in case you would like to 
develop a reflection activity more complex or systemic. 

FRAME Goals
Finally, the Frame method shares similarities with the SMART framework. 
In this approach you set objectives that are:
• Few
• Realistic
• Agreed
• Measured, and
• Explicit

Please, write below the objectives of your reflection activity. What you 
aim for? What is your ambition? What are the changes you want 

to see afterwards? Your objectives are realistic and simple? Are they 
achievable and mensurable? Are they according to your target group? 

These are just a few questions that can help you answer to this step. 
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STEP NR. 4 

Build the grounds

• At this step, you are asked to reflect and describe the method(s) that you 
will use in your reflection activity. Below you will find a (long!) list of examples 
that you can use to implement your activity. The 5th step highly relies on the 
type of activity you choose to organize. The type of activity also depends on 
the pre-defined objectives that you have set for your reflection activity. You 
can check them once again and pick the method(s) that will help you the 
most to achieve the desired objectives. 

Group Discussion 
Description: Opportunity to pool and test ideas, experience and knowledge. 
When Used: Any time greater group participation is desired. Procedure: 
Requires pre-planned outline. Facilitator encourages and guides 
participation. Limitations: Practical only with no more than 20 participants. 
Becomes disorganized without careful planning of material to be covered 
and skillful direction from the facilitator. 

Buzz Groups
Description: Allows total 
participation by group members 
through small subgroups of 
participants, followed by discussion 
among the entire group. When 
Used: Use in conjunction with other 
group methods when participation 
from every group member is 
desired. Procedure: Prepare one or 
two questions on the topic to give 
to each group. Divide the members 
into small subgroups of four to six 
individuals. A leader is chosen in 
each subgroup to record and report 

pertinent ideas to the whole group. 
Limitations: Thought must be given 
to the purpose and organization of 
the groups.

Panels
Description: A discussion in 
conversational form among a 
selected group of persons with 
a leader, in front of an audience 
that joins in later. When Used: As 
a technique to stimulate interest 
and thinking, to provoke better 
discussion. Procedure: The leader 
plans with the four to eight panel 
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members. The panel discusses 
informally without set speeches. 
The leader opens the discussion to 
the larger group, and summarizes. 
Limitations: The discussion can 
get off-track. The personality of the 
speaker can overshadow the content 
of the discussion. A vocal speaker 
can monopolize the program.

Symposia
Description: A discussion in which a 
topic is broken into various parts. Each 
part is presented by an expert or well-
informed person in a brief, concise 
speech. When Used: When you want 
to transmit specific information. 
Procedure: The facilitator meets with 
three or four group members and 
plans an outline. The participants 
are introduced and give reports. The 
group questions the speakers. At the 
end of the discussion, the facilitator 
summarizes the main issues. 
Limitations: Speakers and groups 
can get off track. The personality of 
the speakers can overshadow the 
content. A very vocal speaker can 
monopolize the conversation. 

Debates
Description: A pro-and-con 
discussion of a controversial issue. 
The objective is to convince the 
audience rather than display 
skill in attacking the opponent. 
When Used: When discussing a 
controversial issue on which there 
are fairly definite opinions on both 
sides to bring these differences out 
in the open in a friendly manner. 

Procedure: The group is divided into 
sides of pro and con. Each speaker 
should be limited to a predetermined 
time followed by rebuttal, if desired. 
Limitations: Members may not be 
objective about the subject. 

Experience Discussions
Description: A small or large group 
discussion following a report on the 
main point of a book, article, or life 
experience. When Used: To present 
a new point of view or an issue, to 
stimulate thought and discussion. 
Procedure: Participants plan how 
the review is to be presented, 
then have an open discussion on 
pertinent issues and points of view 
as experienced. Limitations: Inability 
of some participants to relate to 
others and motivate thinking. 

Concentric Circles
Description: A small circle of group 
members forms within a large circle. 
The inner circle discusses a topic 
while the role of the outer circle 
is to listen. The discussion is then 
reversed. When Used: As a technique 
to stimulate interest and to provoke 
good discussion. It is especially 
good to get more response from a 
group that is slow in participating. 
Procedure: The facilitator and 
planning group develop questions to 
be discussed by the concentric circle, 
then the larger circle. Limitations: 
Much thought and preparation 
needed in preparing questions for 
discussion. A room with sufficient 
space and movable chairs is needed. 
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Reaction Sheet
Description: A method of reacting to 
ideas that are controversial, are new, 
really “hit home.” When Used: As a 
way to get the group to react. It can 
be combined with other discussion 
methods. Procedure: Participants 
prepare a topic and reaction sheets. 
They then explain and distribute the 
reaction sheets with instructions 
to write as they listen, watch, or 
read. A group discussion follows. 
Limitations: Topic needs to be 
somewhat controversial. 

Phillips 66
Description: A spontaneous method 
where six people express their 
opinions for six minutes. When 
Used: To add spice and variety to 
methods of presentation. Procedure: 
Participants first define the topic of 
discussion. The facilitator selects six 
people and allows them six minutes 
for discussion. A group discussion 
follows. Limitations: The group and 
topics of discussion must be used 
somewhat flexibly. 

[edit] Role Playing
Description: The spontaneous 
acting-out of a situation or incident 
by selected individuals. When Used: 
As a basis for developing clearer 
insights into people’s feelings, and 
the forces in a situation that facilitate 
or block good human relations. 
Procedure: The facilitator or group 
chooses an appropriate situation or 
problem. The group defines the roles 
and general characteristics of each 

player, then enacts the scene. The 
facilitator observes and discusses 
specific behaviours, underlying forces 
or emotional reactions. Limitations: 
Requires skilled facilitation, so actors 
play roles seriously, without self-
consciousness. 

Picture Making
Description: A way of bringing out 
ideas or principles on a topic by 
means of simple illustrations made 
by group members on a blackboard 
or large chart paper. When Used: As 
a technique to stimulate interest, 
thinking, and participation. Very 
good for flowcharts and models. 
Procedure: The facilitator and 
planning-group members select 
general principles or questions 
which would be suitable to illustrate. 
Facilitator divides the group into four 
or five subgroups. Each subgroup 
is given a statement or problem 
to illustrate. After completing the 
picture making, each group shows 
and explains its picture. This is 
followed by a discussion. Limitations: 
The facilitator must clearly state the 
value of picture-making and supply 
adequate materials. 

Brainstorming
Description: Technique of creative 
thinking in which group members 
think about a problem or topic and 
express their ideas. When Used: To 
get new ideas and release individual 
potential in thinking about ideas. 
Procedure: The facilitator and 
members of the planning group 

http://kumu.brocku.ca/twiki/index.php?title=Teaching_Methods_and_Strategies&action=edit&section=15


A Step-by-Step guide for DIY Reflection Activities

select suitable problems or questions 
on the topic selected by the entire 
group. The leader explains to the 
group the meaning of brainstorming 
and the following rules: critical 
judgments are ruled out; criticism 
is to be applied late; a large quantity 
of ideas is wanted; the more ideas 
generated, the better the chance of 
obtaining good ones; freewheeling 
is welcomed; the wilder the idea 
the better, since it is easier to tame 
them down than to pump them up; 
and hitchhiking is legitimate, if you 
can improve someone else’s idea. A 
recorder lists the ideas. As a follow-up, 
a copy of the list of ideas is distributed 
to group members before the next 
meeting in order to generate more 
structured discussions. Limitations: 
Practical with no more than 20 
persons. Becomes disorganized 
without careful planning of material 
to be covered and skillful direction 
from discussion leader. 

Media and Audio-visual Material
Description: Media and audio-
visual material is employed as a 
means of presenting information. 
When Used: When information 
from various sources is available 
for group presentation. Students 
can also be asked to bring relevant 
newspaper clippings to class over 
a period of time which discuss 
or study a topic. Procedure: The 
facilitator views the material in 
advance for appropriateness and to 
devise questions for participants. 
Specific methods include: television 

programs, song lyrics, videotapes, 
audiotapes, pictures, slides, films, 
film strips, three-dimensional 
models, posters, demonstration 
objects, overhead transparencies, 
multi-media presentations using 
computers, photos, board displays 
and diagrams, flip chart papers. The 
class views the presentation and 
follows with discussion, role-play, 
etc. Limitations: The facilitator must 
spend time reviewing the material 
prior to class presentation. Special 
equipment is often needed and 
must be arranged prior to class time. 

Guest Speakers
Description: A way of bringing new 
ideas and people into the classroom. 
When Used: When someone other 
than the facilitator is an expert in 
a field and is available for guest 
appearances. Procedure: The class 
leader and guest speaker discuss 
the topic to be covered and details 
of the class time, how the topic 
fits into the course, etc. The guest 
speaker may appear virtually, 
through videoconferencing or on 
Sakai discussions. Limitations: Guest 
speakers are often difficult to fit into 
the class schedule and often require 
travel expenses be paid. 

Team Teaching
Description: A way of bringing new 
ideas and people into the classroom. 
Similar to guest speakers, but the 
speaker is involved in the class for 
more than one session. When Used: 
When two or more facilitators can 
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effectively combine their interests 
and areas of expertise, and share 
the class time and work. Procedure: 
The facilitators decide who covers 
each topic and when sessions will 
be conducted. Each is responsible 
for a section; sections are taught 
independently except for discussion 
on how sections flow together. 
Limitations: Requires a coordinated 
effort by the team members or it 
may be very disjointed. 

Socratic Method
Description: A dialogue in which 
the leader asks leading questions 
of the group. When Used: To vary 
the routine of a regular class and 
when class participation is desired. 
Procedure: The facilitator prepares 
a topic for discussion, then leads the 
class through it by asking leading 
questions. Limitations: The facilitator 
carries the responsibility for the 
progress of the discussion, and must 
be well-prepared with questions. 

Demonstrations
Description: A visual way of 
presenting information to a group; 
often supplements a written 
presentation or lecture. When Used: 
When a topic or idea will have more 
direct impact if presented visually. 
Procedure: The facilitator either 
prepares the demonstration or asks 
a guest to do so. Limitations: All 
group members must be able to see 
the demonstration clearly. It must be 
rehearsed to work smoothly on the 
presentation day. 

Case Studies
Description: An actual account 
of a particular incident and/or 
problem is presented to the class. 
How the matter was resolved is 
included. When Used: When a 
specific example is the best means 
of illustrating a topic. This method is 
often used to supplement traditional 
lecture approaches to a topic. Can 
be used to synthesize ideas and 
apply theory to practical problems. 
Procedure: The facilitator documents 
a case study, altering actual names 
and places if required. The case 
study is presented to the class and 
is generally followed by a discussion. 
Limitations: Case studies require 
additional work by the facilitator to 
ensure that they are straightforward 
and appropriate examples of what is 
being presented. 

Social Media
• Twitter 

 Pedagogical Framework for 
using Twitter in the Classroom, 
Mark Sample 

 28 Creative Ideas for Teaching 
with Twitter, Tina Barseghian 

• Flickr 
• Improvisation with Flickr Images,   

 Alan Levine’s Pecha Flickr 
• Wikipedia: 

 Using Wikipedia in Teaching 
Konieczny, Piotr. “Wikis and 
Wikipedia as a teaching tool: Five 
years later” First Monday [Online], 
Volume 0 Number 0 (25 August 
2012) retrieved 

http://chronicle.com/blogs/profhacker/tracking-moves-on-the-classroom-backchannel-with-storify/37458
http://chronicle.com/blogs/profhacker/tracking-moves-on-the-classroom-backchannel-with-storify/37458
http://chronicle.com/blogs/profhacker/tracking-moves-on-the-classroom-backchannel-with-storify/37458
http://blogs.kqed.org/mindshift/2011/07/28-creative-ideas-for-teaching-with-twitter/
http://blogs.kqed.org/mindshift/2011/07/28-creative-ideas-for-teaching-with-twitter/
http://pechaflickr.cogdogblog.com/index.php
http://firstmonday.org/htbin/cgiwrap/bin/ojs/index.php/fm/article/view/3583/3313
http://firstmonday.org/htbin/cgiwrap/bin/ojs/index.php/fm/article/view/3583/3313
http://firstmonday.org/htbin/cgiwrap/bin/ojs/index.php/fm/article/view/3583/3313
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• Blogs 
 Pedagogy and the Class Blog, 

Mark Sample
 Hub-and-spoke blogging with lots 

of students, Boone Gorges

Online Discussion
• Description: Opportunity to pool 
and test ideas, experience and 
knowledge. 
• When Used: As a supplement or 
instead of a face-to-face discussion. 
• Procedure: Requires access to 
online discussion area, see Section 
on Educational Technologies and 
requesting a course in Sakai 
• Limitations: Guidelines should 
be established early as to what the 
requirements for participation are. 
If expectations are for a certain 
level of response, then modeling 
and examples should be provided. 
If it is not tied to assessment, some 
students won’t bother to participate. 

Instruction Games and Simulations
Simulations or instruction games 
involve students in some kind 
of competition or achievement 
behaviour in relation to a specific 
objective. By placing the student 
in a learning situation, this strategy 
enables the student to contextualize 
the problem or situation in order 
to identify different solutions or 
alternatives. The advantage of such a 
strategy is that students are actively 
involved in the learning process 
and must react to the information 
instead of passively receiving the 
content of the course.

Tutoring
A tutor guides a student, usually 
individually, in a particular subject 
or for a certain purpose. This allows 
interaction with students who in 
large settings are uncomfortable 
about asking questions and seeking 
clarifications. Independent 

http://www.samplereality.com/2009/08/14/pedagogy-and-the-class-blog
http://www.samplereality.com/2009/08/14/pedagogy-and-the-class-blog
http://teleogistic.net/2009/08/hub-and-spoke-blogging-with-lots-of-students/
http://teleogistic.net/2009/08/hub-and-spoke-blogging-with-lots-of-students/
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Please, describe below the method(s) you are planning to use in 
your reflection activity. You can adopt or adapt a specific method or 

combine various methods in a single activity. Consider your pre-defined 
objectives and target audience when choosing the type of activity. 
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STEP NR. 5 

Run the activity

• You are asked here to detail the implementation steps necessary to run 
the activity. They will be based on the type of activity that you have chosen. 
Consider that for some reflection activities you might need to prepare things 
in advance. Therefore, you can break down the implementation actions 2 
categories: preparatory and implementation steps. However, you can still 
add a third one in case you would like to evaluate the effect of the reflection 
activity in the audience after a period of time of its implementation. 

• The outline of the implementation should also envisage the time needed 
for each step. In this way, you will know the efforts that will be needed to 
execute that action. Be aware that the implementation steps can implicit 
mean the steps needed during the activity. If that is the case, please consider 
the time you have available to organize a reflection activity. If your schedule 
is flexible, great! You can plan a reflection activity without time limits. 

• It is also advisable to number your steps. This simple task will guide you 
into the reflection activity and ensure a coherent implementation process, 
whether by guaranteeing that you have everything prepared for the day of 
the activity and, secondly, to not lose track of the flow of the activity in the 
execution day. You can easily follow up and be back on track if something (at 
the very last minute!) happens. 

• In the end, you can sum up the time needed for all the implementation and 
steps and obtain the duration of the activity. If you want only the duration of 
the reflection activity to be executed with the target group, you only need to 
subtract the time that concerns the preparatory actions. 
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Please, outline below the implementation steps needed to execute the 
reflection activity. They should be as much specific as possible and should 
encompass the time needed to execute each one of them. You can break 
down the actions into preparatory and implementation steps which can 

help you guarantee that you have everything planned on time. 

Preparatory steps: 
 …action (try to use infinitive, call-to-action, verbs) + time to execute the action

Implementation steps: 
 … action (try to use infinitive, call-to-action, verbs) + time to execute the 

action
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STEP NR. 6 

Develop the extras

• By adapting or adopting a method you can search for related materials 
to be used in your reflection activity or simply develop your own trappings. 
The list of materials will vary according to the steps defined in the previous 
section, however, you will find below commonly used material used in 
reflection activities: 

• Pens and pencils
• White paper
• Flipcharts
• White Boards 
• Markers
• Steaky notes
• Glue
• Scissors 
• Thematic posters / cards
• Question cards
• Guidelines for the audience to perform the activity
• PowerPoint presentation
• Computer
• Video projector
• Sound record
• Others. 

Grab all the material before the activity and develop the extra things you 
might need



A Step-by-Step guide for DIY Reflection Activities

Please, list below all the material you will need to implement the 
reflection activity. Check them carefully in order to ensure that the 

activity runs smoothly. 
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STEP NR. 7 

Assess the reactions

• The assessment procedures that often are applied in reflection activities 
are mainly informal. This happens due to the fact that a simple reflection 
activity is supposed to be as it is – simple and efficient. You, as the organizer 
or moderator of the reflection activity may track during the activity if all 
participants are engaged in the reflection exercise and may help to overcome 
potential barriers to those in need. At the end, a summary conversation 
ca be used as an informal assessment to close the activity or collect from 
the participants the lessons learnt. The assessment also depends in the 
objectives set for the reflection activity and thus, the assessment should also 
help you to evaluate if the reflection activity accomplished the desired goals 
or not. 
• Assessing the different reactions of the participants cannot go further 
than informal procedures, unless you develop a more complex or systemic 
reflection approach. You should also consider the type of activity and the 
outcomes from the participants. Putting the participants evaluation each 
other or sharing their thoughts and reactions to the reflection activity 
(whether by written or spoken) will help you in this step and will provide the 
final word to the audience. 
• This step is to help you define the assessment method. Please, do not 
forget to include the assessment, in case you apply it, in the previous 
implementation step. You can also perform another assessment moment 
after a certain period of time of the implementation of the reflection activity. 
If that is the case, prepare the qualitative or quantitative effects that you 
plan to assess in the audience. Explain to the audience this step and provide 
a specific date or, depending on your audience, just perform the assessment 
as soon as you wish. 
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Please, describe below the assessment method you will use and this 
method will help you measure if the objectives were reached.
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Final step

• The assessment procedures that often are applied in reflection activities 
are mainly informal. This happens due to the fact that a simple reflection 
activity is supposed to be as it is – simple and efficient. You, as the organizer 
or moderator of the reflection activity may track during the activity if all 
participants are engaged in the reflection exercise and may help to overcome 
potential barriers to those in need. At the end, a summary conversation ca 
be used as an informal assessment to close the activity or collect from the 
participants the lessons learnt. The assessment also depends in the objectives 
set for the reflection activity and thus, the assessment should also help you to 
evaluate if the reflection activity accomplished the desired goals or not. 
• Assessing the different reactions of the participants cannot go further than 
informal procedures, unless you develop a more complex or systemic reflection 
approach. You should also consider the type of activity and the outcomes from 
the participants. Putting the participants evaluation each other or sharing their 
thoughts and reactions to the reflection activity (whether by written or spoken) 
will help you in this step and will provide the final word to the audience. 
• This step is to help you define the assessment method. Please, do not forget 
to include the assessment, in case you apply it, in the previous implementation 
step. You can also perform another assessment moment after a certain period 
of time of the implementation of the reflection activity. If that is the case, 
prepare the qualitative or quantitative effects that you plan to assess in the 
audience. Explain to the audience this step and provide a specific date or, 
depending on your audience, just perform the assessment as soon as you wish. 
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