SWOT analysis on 2 sides of A4
When you are struggling to determine the pros and cons of several possibilities, use a SWOT analysis to help you make the best decision.   It basically helps you to summarise the Strengths, Weaknesses, Opportunities and Threats of each possibility.   In doing so, you can then compare them side by side and decide which one has the most pull factor and the least push factor.

In fact, I bought my house using this method.  I had three possible houses – I liked all of them.  I went for the Headingley house in Leeds.  And guess what – no regrets.  I’ve been here 16 years to date!  And I still don’t want to move.  

· On a personal individual level, a SWOT analysis is one of the most useful exercises you can take to increase self-knowledge. 

· On an organisation level, a SWOT analysis is one of the most useful exercises an organisation can undertake to increase self-knowledge.

Carrying out a SWOT analysis puts the information about each option into the context of the environment in which it works, so that no outside change (opportunity or threat) is totally unanticipated. This helps with the final decision-making.
How to do a SWOT

· Divide a sheet of A4 into 4 quadrants

· Label each quadrant with one of the following…

Strengths
What are the strengths offered by the option you are considering?

Weaknesses

What are the weaknesses of the option you are considering?
Opportunities

Are there any opportunities that might arise if you take up that option?

Threats 

Are there any possible threats if you take up that option?

· Repeat the process for the other options

· Now take a break

· Come back and pick one and read it swiftly.
· Pick another and read it swiftly.

· Which one is the better option?

· Throw the rejected option. 

· Re read the one you have chosen and then select another option from the rest.  Compare and reject.

· Do this until you only have one option left.

Some extra notes

· If you are part of an organisation, or perhaps the decision affects several members or your family – then be sure to involve all the members when trying to populate each quadrant of the SWOT.

· Do not think in numbers when making your decision which to go for.  For instance, option A might have 6 strengths and 2 weaknesses, but option B might have 4 strength and 2 weaknesses.   You might still go for option B because the strengths are more powerful than that of option A.   Also, the weaknesses might also be milder. 

· It is important to look at strengths and weaknesses critically, as if from an outside perspective, e.g. from the point of view of someone outside the organisation, your family, other group or so on. An attribute is only a strength if it would be perceived as such by an external party.

· This perspective is very important in the use of SWOT analysis: there is a critical distinction between what the organisation think is important and what others consider important. 

· Sometimes it is difficult to decide in which category (or categories) an attribute should be placed. For example, a change may provide opportunities for growth and development, while at the same time posing a threat.  Write both down in there respective boxes.
· Remember, you are ultimately comparing (strengths and opportunities) to (weaknesses and threats).

· Opportunities and threats need to be assessed in terms of both the likelihood of their actually happening (probability) and their significance to the organisation if they do happen (impact). Each item recorded as an opportunity or threat can be scored on a scale of 0-10 for both probability and impact.
· Is there a response strategy you can formulate to deal with these threats/opportunities?
Using a SWOT to reflect and be become better

Another way of using a SWOT analysis is to help you work out the weaknesses and threats of a system or something and improve it by working on them.     For example, for a GP training scheme, the Programme Directors may wish to reflect on their scheme using the following template.   And remember, use all the possible sources who can help you – Programme Directors, Trainers, Trainees, Admin staff.
	PRIVATE
Strengths
What does the Scheme do well? 
What do we excel at?
	Weaknesses
Be honest! 
What could be better?



	Opportunities
What opportunities are there to help develop the scheme (e.g. new funding)
	Threats
What outside changes do you see as potentially disadvantageous, 
e.g. Government, NHS changes, etc?  

What is blocking you or your organisation from moving forwards?


SWOT Analysis Form…

	Strengths
	Weaknesses

	Opportunities
	Threats
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