	
	
	



WIL course REFLECTION MATRIX | Instructor Guide
Introduction:
The WIL course reflection matrix is a versatile tool designed for instructors to facilitate meaningful reflection among students in Work-Integrated Learning (WIL) contexts. This matrix allows instructors to customize reflection assignments to align with the specific needs and objectives of their courses, ensuring that students can engage deeply with their learning experiences without feeling overwhelmed. Please note, the full matrix is a comprehensive tool designed to support ongoing reflection, not a one-time summative task. Instead, use the matrix selectively and strategically throughout the WIL experience.
This guide provides strategies for assigning the prompts from the reflection matrix at various stages of the WIL experience - before, during, and after - to capture critical reflective moments throughout the student’s journey. It also offers suggestions for flexible submission formats, accommodating diverse learning styles and preferences. Whether students are working in teams, interacting with employers, or focusing on individual tasks, this guide helps instructors adapt the tool to best suit the unique circumstances of their students.
By incorporating reflective practice, instructors can support students in developing valuable life skills, including decision-making, goal-setting, problem-solving, and the ability to integrate multiple concepts. The ultimate goal is to foster lifelong learning practices that will contribute to students' personal and professional growth.
Purpose: 
The main objective of using this reflective tool is to help students:
· Capture their learning journey through the course and WIL experience.
· Link their experiences to broader career aspirations.
· Examine how their perspectives, skills, and confidence have evolved.
· Identify actionable steps for their career and continued skill building.
Flexible Assignment Structure:
Depending on the structure of the course and WIL experience, as well as time available, there are different ways to adapt the WIL course reflection matrix to ensure students engage in meaningful reflection without feeling overwhelmed by the assignment. To support this process using the CLEAR reflection process, which underpins this resource, we recommend presenting prompts in the C-L-E-A-R sequence, whether in a single assignment or broken up over the duration of the course. Here are two strategies to make the assignment more manageable and engaging:
1. Assigning Prompts at Various Stages of the WIL Experience:
· Before the WIL Experience: Encourage students to reflect on their expectations, goals, and previous experiences that might inform their upcoming work. Prompts can be tailored to help students set intentions and prepare mentally for the challenges ahead. For example:
· Self: "How do you typically respond to challenges, and how might you want to grow in this area?" 
· Client/Industry: "What do you hope to learn about the industry or organization? How will you position yourself to maximize learning?" 
· Academics: "Which skills or knowledge from your academic program do you expect to apply? How will you leverage your academic background?" 
· Team: "What role do you anticipate taking within your team? How will you contribute to team dynamics?" 
· During the WIL Experience: Prompts should focus on real-time reflections, encouraging students to capture their immediate reactions and insights as they navigate their work. For example:
· Self: "What tasks or moments are challenging you the most right now? How are you handling these challenges?"
· Client/Industry: "Describe a significant interaction or event you were part of. What did you observe about communication or decision-making?"
· Academics: "How are your academic skills helping you in your daily work? Are there any gaps you're noticing?"
· Team: "How are team dynamics influencing your work? How are you contributing to the team's success? Have you received any feedback so far, and how has it shaped your approach?" 
· After the WIL Experience: The prompts in the reflection matrix are already designed to support post-experience reflection. They encourage students to synthesize their learning by considering how their WIL experience has influenced their personal development, academic growth, and future professional goals. Instructors do not need to reword these prompts – simply select the ones that best align with your learning objectives and guide students in drawing meaningful conclusions from their experience. 

2. Flexible Submission Formats:
· Allow students to choose different formats for their reflections to accommodate diverse learning styles and preferences. Options include:
· Written Reflections: Traditional written responses.
· Video Reflections: Students can record video reflections, which might be quicker and more engaging.
· Audio Reflections: Similar to video, but audio-only, allowing students to speak their thoughts.
· Creative Formats: Encourage creative formats like infographics, mind maps, or presentations.
By implementing these options, you can make the assignment more manageable and engaging for students, while still achieving the desired learning outcomes. Adapt the tool to fit your course and WIL context, recognizing that some students may not engage with all dimensions listed in the reflective tool. Feel free to use this reflective matrix as a starting point and to tailor the prompts and submission formats to best suit the unique circumstances of your students.

Use the Matrix as a Modular Toolkit
Recommendation: Treat the matrix as a menu of prompts, not a checklist. Assign only what aligns with your course goals and students’ capacity.
Prompt Grouping by Category with Estimated Completion Time:
	Category
	Description
	Average Time per Prompt

	Capture
	Describe key moments, tasks, or observations. Focus on what happened.
	5-7 minutes

	Link
	Connect experiences to prior knowledge, goals, or environments. Focus on how things relate.
	6-8 minutes

	Examine
	Analyze patterns, gaps, and influences. Focus on why things happened.
	7-10 minutes

	Assemble
	Synthesize learning and identify growth. Focus on what was learned.
	8-12 minutes

	Respond
	Plan future actions and set goals. Focus on what comes next.
	7-10 minutes
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	In relation to Self
	· What tasks, situations, or moments challenged you the most during your experience? 
· What patterns did you notice in your reactions, behaviours, or ways of working throughout your experience? 
	· Reflect on your moment of challenge - how does your response compare to how you’ve handled similar situations in the past?  
	· Describe how your skills and knowledge have evolved throughout the project. What specific moments or challenges were pivotal for your growth? 
· What role did your mindset play in how you navigated challenges, feedback, or uncertainty? 
	· What did you learn about yourself through this experience? 

	· What personal goals will you set for yourself based on what you learned about your strengths, values, or growth areas during this experience? 

	In relation to Client/ Industry
	· Describe any significant interactions or meetings, or events you were part of. What did you observe about the way people in the organization communicate or make decisions? 
· What did you learn about the company or industry through your daily work, professional interactions, or exposure to organizational culture? 
	· How did this work environment or organizational culture compare to other workplaces you’ve experienced or observed? 
· What types of relationships did you notice between the people in your workplace? How did these relationships seem to influence communication, collaboration, or decision-making? 
	· How did you strive to position yourself within the organization? For example, did you take initiative, ask questions, build relationships? How did that affect your learning or visibility? 
· Were there opportunities to learn more about the industry or workplace culture that you did, or didn’t take? What might have influenced those choices and what was the result? 
	· How did your role give you a limited or specific view of the company or industry? What might you still be missing? 


	· How has this experience influenced your career goals or clarified what you’re looking for in a future employer or role? 
· What kinds of professional environments, roles, or industries are you now more (or less) interested in exploring, and why? 

	In relation to Academics
	· What tasks or projects did you complete that related directly to what you’ve learned in your program? 
· What knowledge, skills, or abilities from your coursework showed up in your daily work – whether you expected them or not?

	· How did the knowledge or skills from your academic program help you navigate a challenge or complete a task during your work experience? How did this compare to past academic work experiences? 
· Were there moments where you noticed gaps between what you learned through your academic program and what was expected in the workplace?

	· How did your choices shape your effectiveness or confidence in your role? 
· Were there times you could have drawn more on your academic knowledge or skills? What might have changed if you had? 

	· Were there moments when what you learned in class didn’t seem to fit your work context – but with time or reflection you saw the connection differently?
	· What areas of knowledge or skills would you like to strengthen moving forward? How might you do that through your academic program? 

	In relation to Team
	· What roles or responsibilities did you take on within your team, formally or informally? 
· What kinds of team dynamics did you observe or experience? Consider collaboration, communication, conflict, or decision-making? 
· How did your teammates respond to your suggestions, ideas, or work you completed? 
	· How did your role on this team compare to roles you’ve taken in past group projects or teams (academic, work, extracurricular)? What stayed the same, or what shifted? 
· What patterns do you notice in how you contribute to teamwork? 
· How did feedback influence your actions and perspective in your role?   

	· How did the diverse backgrounds and expertise of team members contribute to project, or work outcomes? 
·  What were some challenges that arose from these differences and how were these overcome? 
· How has this experience changed your understanding of your role in a team? 
	· Was there a time when you misunderstood a teammate’s behaviour or intention? What helped shift your understanding, if it did? 

	· What strategies will you carry forward to be a more effective contributor or leader on future teams?  
· What actions can you take to improve your teamwork skills for future projects? Consider aspects such as communication, leadership, conflict resolution and collaboration.  






Optional Rubric
	Criterion 
	Undeveloped (1) 
	Developing (2) 
	Skilled (3) 
	Exemplary (4) 

	Capture (Observations and Awareness) 
	Captures a vague or minimalistic description of the experience, lacking detail and clarity about what occurred. 
	Captures the experience with some clarity, but key aspects may be oversimplified or omitted. 
	Captures a clear and detailed description, identifying relevant details and emotions effectively. 
	Captures a comprehensive account of the experience, incorporating multiple dimensions (emotions, actions, verbal communication, etc.) 

	Link 
 (Connections to Context and Prior Knowledge) 
	Fails to connect the experience to prior knowledge, concepts, or related experiences. 
	Makes superficial connections to prior knowledge or experiences but lacks depth or integration. 
	Demonstrates clear and meaningful connections between the experience, academic concepts, and prior experiences. 
	Articulates insightful and sophisticated connections, showing how the experience relates to broader concepts and contexts. 

	Examine  
(Critical Analysis) 
	Limited or superficial considerations, focusing on description rather than deeper reasoning. 
	Considers actions or decisions but overlooks motivations, alternate perspectives, or broader implications. 
	Thoughtfully examines the experience, considering multiple factors such as motivations, feelings, and alternate outcomes. 
	Critically analyzes multiple layers, exploring underlying values, professional expectations, and alternative approaches in detail. 

	Assemble (Integration and Reconstruction) 
	Does not integrate new insights or perspectives into the reflection. A new and/or fuller understanding of the experience is not presented. 
	Incorporates some new insights but lacks depth or clarity in reconstructing the experience. 
	Effectively integrates new perspectives, offering a balanced reevaluation of the experience, but articulation of learning is incomplete. 
	Reconstructs the experience comprehensively, incorporating insights to form a complex understanding and articulate transformative learning. 

	Respond 
 (Action and Future Application) 
	Reflection lacks a forward-looking perspective or any plans for future application or growth. 
	Provides general plans for future action but lacks specificity or actionable detail. 
	Outlines specific and actionable steps for applying insights to future situations or challenges. 
	Develops detailed, actionable plans for future growth, demonstrates a commitment to professional and personal development and recognizes how their actions and plans impact others. 
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