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Introduction
This Self and Work Personal Development resource requires the learner to develop and improve their own skills for work through the completion of a project. The project selected by the learner will depend on personal skills and qualities, local factors, availability of placements and the specific areas that are of interest to the learner.

This resource requires the learner to develop and improve their own skills for work. These should be transferable skills that will enhance the prospect of the learner gaining meaningful and lasting employment.

This resource takes place within the context of enterprise, contributing to a citizenship event for Peace One Day (see Project sample section). However, many of the activities can be successfully used within a different context.

The delivery of this unit encompasses the teaching and learning strategies featured in the development of Determined to Succeed, Assessment is for Learning and Curriculum for Excellence.

The teacher/trainer should support and guide the learner as indicated in the lesson plans to allow successful progress through this resource.

Websites that will be useful to pupils as they progress through the activities include:

Careers Scotland

http://www.careers-scotland.org.uk
Virtual Work Experience

http://www.virtualworkexperience.com 

Contexts

Examples of suitable contexts:

1. workplace

2. rights and responsibilities

3. enterprise

4. health

Examples of vocational projects relating to above contexts:

1. a work placement, a visit to a workplace, work shadowing, voluntary work

2. researching the rights and responsibilities of an employer, employee, consumer

3. organising a school event, promoting a school show, starting a business

4. researching health and safety at work, shadowing a worker in the healthcare sector. 

Course materials

The Teachers/Trainers’ notes include:
· lesson plans

· assessment checklists

· project samples.
The students’ notes include:
· Record of Progress

· An appendix containing suggestions and examples.
Learning Intentions

The Learning Intentions for Personal Development: Self and Work (Intermediate 1) are:

1. Evaluate own task management skills in preparation for a vocational project.

2. Produce a plan for the development of own task management skills in preparation for a vocational project.

3. Carry out a plan for the development of own task management skills while undertaking a vocational project.

4. Review progress on completion of a vocational project.

Lesson plans
(These are based on the assumption that the classes/groups are meeting for approximately 50 minutes.)

Introduction (2 lessons)

Aims
To introduce the learner to the concept of employability skills; to encourage team work and individual contributions by taking the group through a number of ice breakers. The times given in brackets are notional and will vary according to the individual group dynamic.

Lesson 1

1.
Introduction: Employability Skills (5 minutes)

Resources: Flipchart, coloured pens or board.

Activity: Explain that these sessions will focus on transferable skills for work and future employability. Ask the learners what they think ‘Employability Skills’ mean and allow discussion. 

This can be explained as ‘the skills and qualities that enable someone to gain, keep and progress in employment’. 

2.
Who am I? (15 minutes)

Resources: Who am I? (page 8)

Activity: Issue the ‘Who am I?’ sheet to each learner and ask them to complete it without showing their answers to any of the others. Collect in the completed sheets and read the answers out from one of the sheets while maintaining anonymity of the owner of the worksheet. Ask the class to identify whose answer sheet you are 
reading out. It should surprise the class when they fail to identify all the owners of the answer sheets correctly – proving that they did not know the other members of the group as thoroughly as they thought and that we all have hidden depths. 

3.
9 dot challenge. (15 minutes)

Resources: 9 dot challenge (page 9)

Activity: Issue a worksheet to each learner and explain that employability skills involve ‘thinking outside the box’ and approaching ideas from different angles. Give the pupils 10 minutes to connect the dots then provide the solution if no one has solved the problem. If someone has solved the problem within the time allowed, ask them to explain to the rest of the group what the solution is. 

Area of focus: These three exercises should allow time for the members of the group to begin to feel comfortable in each other’s company and work as a team while beginning to focus on their own personal qualities.

Who am I?
Complete the sentences below without discussion with your peers.
My favourite music is:
My favourite TV programme is:
My favourite film is:
My favourite food is:
My favourite school subject is:
The last book I read was:

My name is:

9 dot challenge
Join all nine dots using only four straight lines and without letting your pen leave the paper!

	
	· 
	· 
	· 
	

	
	· 
	· 
	· 
	

	
	· 
	· 
	· 
	


Lesson 2 
1.
Observation skills: ‘The moon is round’. (15–20 minutes)

Resources: Ruler or pointer. Altered seating arrangement.

Activity: Arrange the group so that pupils are seated in a circle. 

Introduce the exercise by saying that you are focusing on the different skills that individuals possess but for this exercise you are looking at the skills of observation.

Using a ruler as a pointer, do the following: 

· instruct the class to ‘do exactly as I do!’

· clear your throat by making a small cough while bending forward; then…

· draw a large circle on the floor while saying ‘the moon is round’; then...

· draw two dots for eyes while saying ‘with two eyes’; then… 

· draw a vertical line below the dots while saying ‘a nose’; then…

· draw a curved line as a smile below the nose while saying ‘and a mouth’. 

The imaginary shape should have been a smiley face. 

You now sit up and pass the ruler to the first volunteer saying ‘do exactly as I have done’. You should find that they have been so intent watching the ruler and listening to the words, that they’ve failed to notice your small cough! Eventually someone will realise what’s been missed out but you may have to demonstrate again and exaggerate the cough.

Area of focus: When a member of the group has successfully copied the actions, explain to the group that we all adopt different methods to learn new skills. We have evolved different learning styles throughout our lives.

2.
Jigsaw. (15–20 minutes)

Resources: Jigsaws, two jigsaw solutions (one for a team and one for the teacher/trainer), and polythene bags for each puzzle. 

For each puzzle, photocopy a coloured picture A4 size onto card allowing one per group plus two extra. Cut all but the two paper copies into a number of pieces making sure that there are the same number of pieces for each jigsaw puzzle. 

A flipchart and coloured pens or board may be helpful for the passive, reactive and reasoned exercise.

Activity: Divide the class into small groups of three or four. 

Issue each jigsaw in a polythene bag to each group making sure that one group only has a copy of the completed picture (one of the extra paper copies) that they’re aiming for in the bag with the jigsaw pieces. The group that has the picture of the solution should finish first. Time the groups. Discuss the strategies that were adopted to complete the task, for example finding the corner and edge pieces first. Discuss division of labour.

Area of focus: They should realise that when all the tools are available, a task can be completed quickly. Teams who share ideas and adopt them will reach a solution more quickly. 

They should be able to identify their approach to this task as follows:

PASSIVE: did nothing, just observed others doing the task.

REACTIVE: dived into the task with little consideration for others in the group, did their own thing.

REASONED: looked at the task, thought about it and then helped with it – even giving instructions to others.

Lesson 3
Learners are focusing on their own skills with reference to the world of work as a lead into this personal development unit.

1. What are employability skills? (20 minutes)

Resources: Employability Skills (sheets 1 and 2, pages 13 and 14)

In addition, class can be provided with the opportunity to access the Careers Scotland website (http://www.careers-scotland.org.uk) to assist with the identification of skills and qualities.

The Virtual Work Experience website (http://www.virtualworkexperience.com) is an interactive website for pupils, which provides information on job profiles, information videos, fact sheets and useful links on a range of careers. These will help pupils to identify their employability skills.

Activity: Go over the first sheet with the class and allow time for them to identify their own skills from the list. 

Then the class matches the employability skill to the correct definition by selecting from the word bank and writing them into the appropriate section.

Area of focus: The learners are beginning to look at their own skills and qualities with reference to their employability.

What are EMPLOYABILITY SKILLS? (1)

Over the years you have been developing a number of skills and qualities that you take for granted but that are recognised in the working world as useful tools for work or employability skills. 

Do you have these employability skills? Go down the list and tick or circle the ones that you possess.

· able to multi-task

· adaptable (can get used to different situations)

· can handle difficult situations

· communicates effectively

· determined

· focused 

· follows instructions

· good attendance record

· good time keeping

· hard working

· honest/trustworthy

· likes learning new skills

· mature attitude

· motivated

· reliable

· resourceful

· solves problems

· takes responsibility

· works in a team

· works well unsupervised

What are EMPLOYABILITY SKILLS? (2)

Match the employability skill to the correct definition from the word bank.

	Career planning
	

	Communication skills
	

	Computer skills
	

	Flexibility
	

	Numeracy
	

	Practical skills
	

	Problem solving
	

	Physical fitness
	

	Reliability
	

	Self presentation
	

	Team work
	

	Willingness to learn
	


Word bank
	Desire to develop new skills & keen to train
	Keeps god health & good fitness levels
	Can do simple calculations using numbers

	Always neat & tidy – wears correct clothes for the job
	Is able to work well with others
	Has basic reading, writing, talking & listening skills

	Can work out solutions to problems as they happen
	Can use a keyboard to put data into a computer
	Has some ideas about jobs & knows how to find out more

	Is good at making things &/or mending things as needed
	Prepared to do what’s required in a job, work unsociable hours
	Turns up on time, completes tasks as set, dependable


2.
Record of Progress (25 minutes)

Resources: Record of Progress booklet for everyone.

Activity: Issue a Record of Progress booklet to each learner and complete page 5 with the group.

Area of focus: Introducing the learning intentions of this unit and what will have to be completed.

Lesson 4 
Learners continue to focus on their own skills through completing evaluations and building towards choosing a suitable Vocational Project. 

1.
Self Evaluation of personal skills and qualities (15 minutes)

Resources: Record of Progress booklet.

Activity: The learners identify their own personal strengths and weaknesses by completing pages 6 and 7 and then ask someone in their group to consider whether their self evaluation is accurate or not by placing A for agree or D for disagree in the right-hand column.

Area of focus: The learners are being encouraged to consider skills and qualities that have a role in the workplace; some of which they may not have regarded as having any worth but should now be realising that these are transferable skills.

2.
Evaluating their own task management skills (15 minutes)

Resources: Record of Progress booklet.

Activity: The learners identify their own personal strengths and weaknesses in relation to task management skills by completing pages 8 and 9 (with reference to the agreed findings on pages 6 and 7) and then ask someone in their group to consider whether they have evaluated their task management skills fairly by A, agreeing, or D, disagreeing, with their evaluation. Some members of the group could lack vocabulary skills and will require some further explanation by the teacher/trainer.

On completion, this page has to be signed and dated by a peer, teacher or trainer.

Area of focus: The learners are now looking at their task management skills, which can be linked to their vocational project. The learners should be reminded of this area of focus and encouraged to keep this in mind when choosing the skills.

3.
Target setting (15 minutes)

Resources: Record of Progress booklet. Refer to the word bank on pages 18–19 in the appendix to the students’ resource.

Learners select two targets with reference to their evaluation results on pages 8 and 9, and the Word Bank as directed. Some will require assistance and support to ensure suitable targets are chosen.

On completion of the targets, the teacher or lecturer must sign and date this sheet.

Area of focus: Learners must link their choice of target to the outcomes of their previous evaluations on pages 6–9.

Lesson 5 onwards

Learners continue to focus on their targets to select a suitable vocational project. 

When they have selected their project they carry it out, monitor progress, record any changes or adaptations along the way and complete a review of their progress when the project is completed. It is very difficult to give suggested timescales for the following sections of this unit due to the variety and flexibility of choice available to learners. As a result you are provided with an order of lessons with details of all that could be achieved in each. The additional lessons are provided to be ‘slotted in’ as appropriate.

1.
Choosing a vocational project 

Resources: Record of Progress booklet. Refer to vocational project examples on page 16 in the appendix of the students’ resource.

Activity: Learners have been progressing towards this choice over the previous lessons and should be able to select one that is suited to them with reference to page 16 in the Appendix when completing page 10 in their Record of Progress. The learner should make use of the word list in the appendix to extend their vocabulary.

Areas of focus: Learners must be aware that the targets they have selected should be achievable through their choice of project.

2.
Planning the vocational project 

Resources: Record of Progress booklet. Refer to vocational project examples on page 16 in the appendix of the students’ resource.


Activity: Learners will complete the planning of their vocational project on pages 11 and 12 of their Record of Progress with reference to page 17 in the Appendix. The learner should make use of the word list in the appendix to extend their vocabulary.

On completion of their plan, the teacher/trainer must sign and date this sheet.

Areas of focus: Learners are looking back to their evaluation on pages 8–9 in order to make sure their choice of tasks matches their set targets and are relevant to their project.

3.
Monitoring the plan for the vocational project

Resources: Record of Progress booklet. Refer to vocational project examples on page 16 in the appendix of the students’ resource.

Activity: Learners should be encouraged to look carefully at their progress throughout the project and record any changes at a midway point and towards the end on page 13 of their Record of Progress. They should be reassured that it is quite usual for changes/alterations to be made and directed to page 17 in the appendix for some examples. The learner should make use of the word list in the appendix to extend their vocabulary.

When monitoring of progress is completed, the teacher/trainer must sign and date page 13.

Area of focus: Learners should be reminded that in the working world, plans often have to be changed or adapted to suit new circumstances outwith the control of the personnel in the workplace. ‘Change is good’ and should not be regarded as a failing. If their plan has to be altered it is important that they recognise the fact and act on it.

4.
Reviewing progress of vocational project

Resources: Record of Progress booklet. Refer to example explanations on page 17–18 in the appendix of the students’ resource.

Activity: Learners should work their way through the questions and explanations on pages 14 and 15 of the record of progress and complete them in detail with reference to the examples on page 17–18 of the appendix and with the aid of the word list at the end of the appendix, to extend their vocabulary.

When the review has been completed it has to be signed/dated by the learner and counter-signed/dated by the teacher/trainer. 


Area of focus: Their review will demonstrate whether they have achieved their target or not. It is also a useful tool for determining what they aim for next.

Additional lessons

The lessons given here are to be used as appropriate by the teacher / lecturer depending on their learner group, method of delivery and professional judgement. Guidance is given for each lesson suggesting suitable times for it to be used. 

· Preparing a CV

· Dealing with interviews

· Another ice-breaker

Preparing a CV

Aims: Each learner will prepare a basic CV which can be updated as required.
Resources: CV template; CV questionnaire and answers; Producing your own CV.

Activity: 

1. Learners complete the CV questionnaire individually. Invite general discussion about the answers.

2. Learners use the CV template and ‘Producing your own CV’ as a step-by-step guide to produce their own CV

3. Learners can access the Careers Scotland website (http://www.careers-scotland.org.uk) for support in building a CV.

CV Questionnaire

Select the most suitable answer by ticking a), b) or c).
1.
What does CV stand for?


(a)
Complicated Vocation


(b)
Career Valuation


(c)
Curriculum Vitae

2.
What is a CV for?


(a)
introducing your strengths and yourself in a formal way


(b)
pretending that you’re better than you really are


(c)
giving to employers when applying for a job

3.
Who should have a CV?


(a)
the unemployed


(b)
everybody


(c)
all school and college/university leavers

4.
Which statement explains what a CV is?


(a)
your life story – those parts that employers want to know


(b)
some facts about your background


(c)
your employment details

5.
How long should a CV be?


(a)
a one-page summary


(b)
as long as it takes to give an adequate description


(c)
preferably two pages but three if necessary

6.
What should a CV include?


(a)
whatever is selected from your background


(b)
all schools, courses and jobs that you’ve had


(c)
anything – it’ll not be checked by employers

7.
What should your CV look like?


(a)
the appearance is not as vital as the content


(b)
a mistake or two will not hurt


(c)
the overall appearance is the most important area

8.
The interests and activities section should include…?


(a)
nothing – they’re not relevant to work and none of the employer’s business


(b)
just two or three such as – watching TV, communicating on Bebo, socialising…

(c)
four or five interests, hobbies, activities

9.
Referees?


(a)
two people who’ll give you a good reference, including your present employer


(b)
at least three to show how good you are, testimonials and certificates


(c)
not worth including, just put ‘references available on request’
10.
Writing a CV is….


(a)
difficult, complicated but necessary


(b)
time-consuming but worth while


(c)
easy – just copy someone else’s

Answers to CV Questionnaire

1.
c – ‘curriculum vitae from the Latin meaning ‘the course of life’

2.
a – ‘for introducing your strengths and yourself in a formal way’


Weaknesses should not be an area of focus when you’re trying to make the employer take note of your skills and qualities. Don’t exaggerate your strengths because, if your employer finds out, you could be dismissed.

3.
b – ‘everybody’

4.
a – ‘your life story – those parts that employers want to know’


You want to interest the employer with all that you’ve written so that s/he wants to call you to an interview.

5.
c – ‘preferably two pages but three if necessary’


Don’t make it too long because that will bore the reader. Only include that which is valuable.

6.
a – ‘whatever is selected from your background’

7.
c – ‘the overall appearance is the most important area’


If your CV does not look good it will not be read – make sure the spelling has been checked.

8.
c – ‘four or five interests, hobbies, activities’


They help to give an overall picture of you showing that you have a lot to offer the business and are worth calling to interview.

9.
a – ‘two people who’ll give you a good reference, including your present employer’


Give full details including telephone numbers of two referees but check with them first that they’re willing to do this for you.

10.
b – ‘ time-consuming but worth while’


It can seem a bit daunting if you’ve never done one before but once you’ve got it saved on disc or in an electronic form, it is easy to update it as required. Remember it could be what stands between you and your dream job.

CV Template

Curriculum Vitae

Name:

Address:

Telephone/Mobile number:

Email address:

Personal profile:

Education:

Employment history:

Interests and hobbies:

Other information:

Referees:

The headings shown here are a suggested format for your CV, which should be spaced out over two pages or three if absolutely necessary.

Producing your own CV (a step-by-step guide)

The following should be included but layout and presentation can vary.

Name, address, personal details

Employers need to know who you are and how you can be contacted. You may wish to include that you are a driver; have your own car; have a clean licence; are a non-smoker – depending on the job and your personal qualifications.

Personal profile

This covers your main points for promoting yourself as the best candidate for the job and should be at the beginning of your CV on the first page for prominence. It is difficult to write and you should spend some time over it. REMEMBER that this sometimes has to be changed depending on the job that you are applying for!

An example: ‘I am a very determined, practical person who enjoys learning new skills. I enjoy working as part of a team but am at ease working on my own and using my own initiative.’

Education and training

Formal education includes secondary school and any college courses such as apprenticeships or day release.

Other training covers any other courses taken since leaving school – either at work or outside that may or may not have led to qualifications.

You should include details of where you studied. This section tells the employer a great deal about your enthusiasm to better yourself and improve your skills, knowledge, ability and general motivation levels.

Employment history

Begin with your most recent job, including dates – month and year.

Roles and responsibilities includes all that you can think of at present making sure that you include all the skills and qualities that you have 
used in each job. You can edit and reduce all you have written later if necessary.

Achievements show how successfully you carried out your roles and responsibilities in your previous employment. Try and quantify your achievements if at all possible, for example, ‘I introduced a system that saved the business 5% in overall costs’. Your achievements could have been as part of a team, but that shows another ability – to be a ‘team player’.

Focus on your most recent experiences in the workplace since they are more relevant.

Hobbies and interests

This is the section that the employer uses to discover the type of person you are and what makes you ‘stand out from the crowd’. 

Many employers are looking for a balance between mental/physical activity and individual/team activity but do not over-emphasise these in case the employer is given the impression that your work comes second place to these activities.

Do not exaggerate your hobbies and interests in case you are asked about them at interview because the interviewer will quickly be aware of any ‘untruths’ on your part.

Other information

This is for all your information that does not fit under any of the other headings such as foreign travel, manning the phones at IBM when the public are placing pledges for Comic Relief.

Referees

It is usually expected that one referee will be your current or most recent employer and the other could be school- or college-based to give an ‘academic’ perspective. Another popular choice for referee is a friend of the family who has known you for most of your life but is not a member of your family.

Make sure that you have got permission from the people first before naming them as your referees.
Checklist for writing a successful CV

· Keep it brief – one or two pages, three if absolutely necessary.

· Avoid jargon by using plain English (you may be knowledgeable in what you’re writing about but the reader may not).

· Be truthful because the employer may check the information.

· Use positive phrases and give examples of skills/qualities that are relevant to the job that you’re applying for.

· Make sure that it is word processed.

· Use a quality paper and print on one side only.

· Make sure that all the information is accurate, spelling and grammar are correct, the information is clearly laid out with short sentences for the sections that you want to emphasise and that someone has checked it with ‘fresh eyes’. 

Dealing with interviews

Types of interview

One-to-one: Used by small businesses with one person conducting the interview. Usually a ‘formal’ format is adopted and questions on previous skills are included.

Panel: Like a one-to-one format but with two or more people conducting the interview. Make sure you establish eye contact with each member of the panel.

Group interview: several applicants are observed tackling a problem solving task.

Telephone: Used in retail, sales and call centre industries. Used as an initial selection process to determine your ability to deal with unexpected questions and situations. Also used to judge your telephone manner.

Automated telephone: Used as above but is fully automated –a pre-recorded series of questions – with your answers being registered by pressing an appropriate number on the telephone keypad.

Preparing for the interview

You need to find out about the business/company before you go for the interview. You can find information in a variety of ways – by searching the internet, looking at newspaper articles, trade journals, or asking someone who works there.

What you need to know about the company:

· What is the business?

· How big is it?

· Who are its customers?

· Does the company have any competitors?

· Are there any plans for expanding the company in the near future?

What you need to know about the job:

· What experience is required?

· What prospects are there for promotion?

· What are the working hours?

· What training/qualifications are required?

· What is the length of the contract?

The interviewer may ask you questions about the business/company to test your enthusiasm for the job.

First impressions are important, so make sure that you’re dressed appropriately to make a good impression.

Don’t be late for your interview – make a ‘dummy run’ of the journey beforehand.

Allow yourself thinking time before answering questions. Speak clearly and don’t ‘waffle’.

During the interview: 

· sit upright and do not fidget

· maintain eye contact with the interviewer

· keep your voice steady and take care with your volume

· do not fiddle with hair or jewellery

· do not criticise previous employers.

Interview questions

Throughout your interview you will be asked a number of questions relating to your skills/qualities, experiences and interest in the job. Do not be afraid to ask the interviewer to repeat a question because they will take into account that you’re nervous. You must be clear about what you’re being asked so you don’t waste time giving details that are not relevant. 

Some examples of questions you could be asked:

· Why are you applying for this job?

· What experience can you bring to this job?

· How would your friends and colleagues describe you?

· What are your greatest strengths and weaknesses?

· Tell me a little about yourself.

· Do you have any questions?

You will be expected to ask questions since it shows that you’ve prepared for the interview but it’s not a good idea to ask about money or holidays (no matter how much you want to!).

Questions you may want to ask:

· Is there a chance for promotion within the business?

· Is there an opportunity for further training?

· When will I know if I’ve been successful – or not? 

Another ice-breaker

Moon survival – Team building exercise (in groups of 3 or 4)

You are a member of a space exploration team scheduled to rendezvous with the moon base in stationary orbit above the moon’s surface. Mechanical failures have forced your space ship to do an emergency landing 200 miles from the arranged rendezvous area. Much of the onboard equipment was damaged in the emergency landing. If you and the rest of the crew are to survive, you need to reach the moon base using the items available to help you achieve the 200 miles.

The 14 items that survived the landing are listed below. You must rank them in order of importance to your group by placing 1 beside the most important item and 13 beside the least important.

	Item
	Importance to your group

	Book of matches
	

	First aid kit with injection needle
	

	Food concentrate
	

	Magnetic compass
	

	Parachute silk
	

	Self-inflating life rafts
	

	Signal flares
	

	Solar powered FM receiver-transmitter
	

	Stellar map
	

	Two 45kg tanks of oxygen
	

	Two .45 calibre pistols
	

	15 metres of nylon rope
	

	25 litres of water
	


Solution for Moon Survival

Work in their groups to discuss possible solutions and then reach a group decision for the order and report back to the rest of the learners.

1. Two oxygen tanks: necessary for survival (weight not a problem since lack of gravity on moon’s surface makes them much lighter.

2. Water: needed to counter-act dehydration.

3. Stellar map: needed for navigation by the stars.

4. Food concentrate: excellent source of energy.

5. FM receiver-transmitter: for communicating with moon base – but FM requires ‘line of sight’ transmission over short distances.

6. Rope: handy for climbing the moon mountains and tying injured together.

7. First aid kit: the syringe in the kit can be used to administer vitamins, medicines through the special tube in the space suit.

8. Parachute silk: protection from the sun’s rays.

9. Life raft: carbon dioxide gas bottle in military raft could be used for propulsion.

10. Flares: use to attract attention when near moon base.

11. Two pistols: possible to use for propulsion.

12. Magnetic compass: does not operate on the moon.

13. Box of matches: no oxygen on the moon to keep the matches lit. 

Assessment checklists

Learner’s name:
Date:

	Learning Intentions
	Learner evidence
	Y/N

	1. Evaluate own task management skills in preparation for a vocational project.
	Task management skills self-evaluated – signed and dated by peer/teacher/trainer on pp.6–7 of Record of Progress
	

	
	Two personal targets agreed for development of task management skills – comments made, signed and dated by teacher/trainer on pp.8–9 of Record of Progress
	

	
	Vocational project identified on p.10 of Record of Progress and date of decision recorded.
	

	2. Produce a plan for the development of own task management skills in preparation for a vocational project.
	Two tasks identified for each of the learner’s chosen targets on pp.11–12 of Record of Progress
	

	
	Required resources identified for each of the learner’s chosen targets on pp.11–12 of Record of Progress
	

	
	Deadline dates identified for each of the learner’s chosen targets on pp.11–12 of Record of Progress
	

	
	Comments made, signed and dated by teacher/trainer on pp.11–12 of Record of Progress
	

	3. Carry out a plan for the development of own task management skills while undertaking a vocational project.
	Progress monitored midway through and towards the end of vocational project
	

	
	Changes made to plan recorded and explained – comments made, signed and dated by teacher/lecturer on p.13 of Record of Progress
	

	4. Review progress on completion of a vocational project.
	Learner has reviewed progress towards own personal targets on completion of their vocational project on pp.14–15 of Record of Progress
	

	
	Learner has identified areas of further development of task management skills – signed and dated by learner, teacher/trainer on page 15 of Record of Progress
	


Teacher/Trainer’s signature: 

Assessment checklist – whole group

	Learning Intentions
	1
	2
	3
	4
	Y/N

	Learner’s name
	Self-evaluation
	Targets set
	Project identified
	Learner’s tasks set
	Resources identified
	Deadline dates set
	Progress monitored
	Changes recorded
	Progress reviewed
	What next? identified
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Teacher/Trainer’s signature:

Date:

Sample projects
The examples featured below are projects that have been successfully used in a classroom setting.

A citizenship project

Making use of Peace One Day 'Citizenship Resource Pack' sponsored by Ecover. Copies were issued to Scottish Secondary Schools in 2007. Further copies can be downloaded from http://www.peaceoneday.org
Objectives of Peace One Day: To raise global awareness of the annual Peace Day, which is 21 September.

‘To engage all sectors of society including governments, organisations of the UN system and non-governmental organisations and individuals in the peaceful observance of 21 September through the practical manifestation of non-violence and ceasefire in accordance with the UN GA Resolution 55/282.’
Peace One Day began life as a film project, the vision of British filmmaker Jeremy Gilley in September 1999. In September 2001 his primary objective was achieved when the UN formally established that 21 September would be Peace Day (UN International Day of Peace) – the annual day of global ceasefire and non-violence – fixed on the global calendar.
By 2006 commitments had been established to Peace Day in 192 countries: every UN member state.

In that year schools across the UK lead the way with the single largest commitment to date, the Song of Peace initiative: a collaboration between the National Association of Schoolmasters/Union of Women Teachers, Peace One Day and Youth Music. Every school was 
approached to sign up to sing the specially commissioned song ‘No Wars Will Stop Us Singing’ on Peace Day. Over 5,000 schools across the UK registered their commitment, involving an estimated 1.75 million school children (mainly in the primary sector).
Peace One Day and 21 September can be used as a focus for cross-curricular activities. In 2005 the theme was peace; in 2006 the theme was ‘say no to bullies’ and in 2007 the theme was non-aggression. Staff and pupils in schools can be reminded of the themes by email and newsletters. All curricular areas can be encouraged to participate with at least one class during the annual Peace Day.

These are the many and varied ways that the staff and pupils can focus on the theme each year:

· A message to all classes can be read out at morning assemblies or via the school tannoy system.

· All staff (teaching and non-teaching) and pupils can be allowed 20 minutes at the beginning of the day to decorate a brick-shaped piece of coloured card with a message, slogan or drawing related to the year’s theme.

· Classes can be supplied with the pre-cut coloured card (1/3 of A4 sheet), pencils, coloured pens and erasers. At the end of the time the bricks can be collected in. They can then be constructed into walls using frieze paper and later displayed around the school (as shown in the photograph).

[image: image2.jpg]



Other ways in which departments could take part in delivering the theme of each annual Peace Day:

· Modern studies departments can show the Peace One Day DVD as a basis for discussion.

· Music departments can play the Peace One Day song and encourage pupils to write their own song.

· Art and design departments can focus on Picasso’s Spanish Civil War paintings with S5 and S6 and create a collage of white doves flying off, made from the outline of hands with S1 pupils.

· Science departments can research Nobel Peace Prize winners with pupils.

· English departments can focus on the poems of Wilfred Owen and Siegfried Sassoon (World War I poets) with pupils; they can also focus on peace poems and encourage group recitations.

· Modern Languages departments can produce posters displaying the annual theme in a number of languages.

· The library can have a peaceful, contemplative corner with flower power and CND symbols.

· Craft, design and technology departments can focus on safe working practices and safe work places while allowing S1 pupils to produce posters to promote a safe working environment.

· Business management/ICT departments can create electronic messages promoting the theme of the annual Peace Day to world and political leaders.

· Home economics departments can organise a community breakfast for senior pupils where they made sausage or bacon rolls and sat down together to enjoy them.

· Drama departments can encourage their pupils to carry out some role play exercises on the theme of the day.

· Social and vocational skills pupils can construct a Wall of Peace by gluing all the ‘bricks’ onto frieze paper for display in the corridors.
· Pupils and staff can perform songs on the theme of peace in a lunchtime concert to a paying audience to raise funds for the Peace One Day charity.

· The local press can be contacted and an article detailing all that had been achieved during the day, the total money raised and photos can be sent to the local paper by email.

In addition to securing outcomes from the Self and Work unit of the Personal Development qualification, this is an excellent Citizenship project that can be carried forward by a group of pupils as a vocational project.

Peace One Day and Determined to Succeed

‘Determined to Succeed isn’t about teaching enterprise as a subject – it’s not just a one-off activity. It’s about taking an enterprising approach to teaching, encouraging all young people to learn and develop in a way that meets their needs.’

Determined to Succeed, http://www.determinedtosucceed.co.uk
This project allows the young people to: 

· develop a ‘can do, will do’, attitude

· reflect on their personal skills and qualities

· link their skills and qualities to the world of work

· accept setbacks or alterations to their plans as valuable, learning experiences

· take imaginative and informed approaches to problem solving

· take calculated risks

· take responsibility for and accept the consequences of their actions.

Peace One Day and Assessment is for Learning

‘An AifL school is a place where everyone is learning together. It is a place where assessment is part of learning and teaching without dominating them.’

Assessment is for Learning, http://www.LTScotland.org.uk/assess
This project allows the young people to:

· set their own targets and task management skills to be achieved

· practice self- and peer-assessment

· identify and reflect on their own evidence of learning

· be clear about what is to be learned and what success would be like

· be given feedback about the quality of their work and how to improve it

· be involved in deciding ‘what next?’

Peace One Day and Curriculum for Excellence
A key feature of the Personal Development course is the emphasis on experiential learning. This means learning through practical experience and learning by reflecting on experience. Working through the activities in this resource will provide opportunities for learners to learn and reflect on their own: 

· skills and attitudes for employability 

· positive attitudes to learning 

· understanding of the workplace 

· skills and knowledge in a broad vocational area 

· Core Skills.

This project allows the young people to learn through practical experience, with opportunities for developing Core Skills and enhancing skills and attitudes for employability.

Learners have opportunities, while completing this resource, to develop as:

	Effective Contributors

are able to:

· improve task management skills

· develop an enterprising attitude

· solve problems

· work independently and as part of a team

· communicate in different ways

· communicate in different settings.
	Confident Individuals

are able to:

· improve self-esteem and self-respect

· show that they are ambitious

· understand their own skills and qualities

· communicate their own beliefs

· assess risks

· achieve success in different areas of activities.

	Successful Learners

are able to:

· be enthusiastic about their learning

· aim for high standards

· use literacy, numeracy and communicative skills

· make use of ICT

· learn independently or as part of a group

· listen to and follow instructions.
	Responsible Citizens

are able to:

· respect others

· make informed choices and decisions

· understand different beliefs and cultures

· understand Scotland’s place in the world

· develop a caring attitude to others

· involve their peers in assessment.


Practical craft skills for Christmas

A variety of practical craft skills are demonstrated by the teacher/trainer to the learners. The learners then practice the skills until they feel confident about them. They then demonstrate the skills (to produce Christmas craft items) to Primary 7 pupils, to assist them with their enterprise topic – running a Christmas Bazaar. 

The young people will be involved in a variety of activities during this unit. They will:

· evaluate their own strengths, weaknesses and those of their peers, then set realistic personal targets to improve their task management skills

· discuss suitable activities, taking into account the abilities of the P7 pupils, the cost of materials, the availability of materials, the event and the timescale

· practice and perfect the activities

· decide the most suitable venue to deliver the skills

· complete lesson plans and decide on the method of delivery for the activities

· carry out market research to decide on pricing

· record their progress throughout this project with reference to their personal targets

· review the progress made throughout this project with reference to their personal targets.

Origami and geometric shapes

Basic origami shapes (such as a paper banger, a two-piece nodding animal and a glider/aeroplane) are researched by the class. Use an internet search engine to find out more about ‘basic origami’ or ‘easy origami’, and to find some easy instructions. There are a number of sites, some that have animation, making it easy for the learner to sit and ‘try out’ the shapes. The learners, as individuals, practice and perfect their paper-folding skills. The items that are selected for demonstration are then simplified into geometric shapes: ie, begin with a rectangle, fold in half into a square, fold again into a trapezoid, etc. Through careful selection of the original items this can be a good ‘vehicle’ to reinforce/revise geometric shapes and can be taken a step further if these learners go on and demonstrate the items to younger classes in 
their own establishment or to classes in their associated primary schools.

Posters of the geometric shapes can be produced as ‘teaching aids’ to be left in the primary class room. Posters showing step-by-step photographs of each item being made are also produced in advance and displayed while demonstrating the items to the P7 pupils. 

This type of project raises the self-confidence and self-esteem of the learners because they are automatically accepted as ‘teachers’ by the primary pupils who are at least three years younger than them. It also requires them to focus on their communication and interpersonal skills. They may also have to deal with some primary children who have challenging behaviour.

A community breakfast

The group takes responsibility for organising a community breakfast – making hot, filled rolls to order for teaching and non-teaching staff in the building. A choice of bacon, sausage and vegetarian fillings with a selection of spreads and sauces is offered. These are then cooked to order and ready for the beginning of morning break. The items are paid for when ordered so that there are funds available to buy the food. Accounts are prepared and any profits are donated to a charity as chosen by the group. The event is advertised in advance and sample items are cooked to calculate costs and food preparation times. The pupils have to promote the event, decide on fillings (including a vegetarian option) and spreads, produce order forms, practise producing the filled rolls, order the food/buy the food, cook to order, wrap and label each item ordered ready for the client given the limited time frame for the breakfast, produce accounts, calculate profit, contact charity to arrange the handover of the cheque, contact the press for ‘photo shoot’ and complete a record of all personal achievements while carrying out this project. This project offers a wide variety of tasks for the learners to tackle.


































































2
MORALITY IN THE MODERN WORLD – HINDUISM (INT 2/H, RMPS)

© Learning and Teaching Scotland 2005


