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Introduction

You are about to set out on a vocational or work-based project that is organised around cycle-building and cycle maintenance. 

In a workplace, you need a level of skill to help you do a good job.  

A skill is the talent to complete an activity well or to a high standard.
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With a partner, do the following.

1. Decide on a job that may need a high level of skill. 

2. Discuss what skills you would need to complete the job. 

3. Write down three of the skills you have discussed. 

4. Feed back to the group. (One of you should do this.)
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Skills

Skills are abilities and qualities.

You can improve your skills with training and support. 

You can get training and support from an expert.  

An expert is someone who is very good at that skill. 

Some skills are needed for nearly all jobs. We will refer to these as task management skills.
A task management skill can be:

· following instructions

· staying on task

· completing tasks on time

· breaking tasks down into smaller parts.
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Task

What other task management skills can you think of?

Your teacher/ instructor will be an expert and have very good task management skills.
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Task

Which task management skills do your teachers/instructors 

need for their job?

Your teacher/instructor will help you in identifying and developing the skills you have. 

[image: image9.wmf]

Outcomes

As part of your Self and Work unit, you will have to complete four outcomes. 

Outcome 1
Self-assessment
Outcome 2
Action plan

Outcome 3
Carry out the action plan
Outcome 4
Review and evaluate
By the end of this unit, you will know more about the world of work. You will also have improved at least two of the skills needed to be good at the tasks that you carry out.

This workbook acts as a record of evidence of your progress. It will be used to make sure that you qualify for the Personal Development: Self and Work unit award (Access 3).

To be successful in this unit, you must complete the sheets marked evidence. You should also complete the worksheets in the appendices section of the booklet.

Your instructor/teacher will guide and support you as you go through the unit. 

Remember to ask for help when you need it!

To get you thinking about your strengths and weaknesses, complete the sheet on the next page.

How am I doing just now?

	1 =
Room for improvement (weakness)

5 =
Okay

10
=
Good (strength)

	Following instructions
	[image: image10.emf]1
2
3
4
5
6
7
8
9
10

	Staying on task
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2
3
4
5
6
7
8
9
10

	Completing tasks on time
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2
3
4
5
6
7
8
9
10

	Breaking tasks down into smaller parts
	1
2
3
4
5
6
7
8
9
10

	Punctuality
	1
2
3
4
5
6
7
8
9
10

	Completing tasks to an appropriate standard
	1
2
3
4
5
6
7
8
9
10

	Keeping records of task completion
	1
2
3
4
5
6
7
8
9
10

	Seeking advice to enable progress
	1
2
3
4
5
6
7
8
9
10

	Asking for help to improve understanding of instructions
	1
2
3
4
5
6
7
8
9
10

	Keeping simple records of work
	1
2
3
4
5
6
7
8
9
10


Self-evaluation: ice-breaker exercises (optional)
You are going to complete a couple of short activities. These activities will let you begin to test out your ideas about your task management skills when taking part in an activity. 

After each activity, you will discuss your contribution and role within the activity. 

The aim is to quickly build awareness of your skills as you prepare for the cycle build and maintenance project.

Note: all feedback is to be given in a supportive and helpful manner. You will only make positive change if you feel confident to do so within the group.

Activity 1 – the rubber-tyre-tube task 


(time: 30 minutes)

Split into teams.

Before you begin your task, your group must choose a:

· team leader

· spokesperson who will feed back on the performance of the team.

Quickly work together to get the whole team through the rubber cycle-tyre tube. The winning team is the one that gets the whole team through in the fastest time. Good communication is a key skill in this type of exercise. 

Activity 2 – caring for an egg (or water balloon)


– individual/pairs 

You will be given an egg to look after. You must manage the egg’s ‘wellbeing’ as you go about your activities. In other words, you need to make sure that no harm comes to it and that it does not get cracked or broken. You may need to plan how to protect it as you go about your activities. 

Your instructor will tell you about the health and safety issues of handling an egg. 

At the end of your activities, you will review how well you managed the task.

Discuss (in your group): one task management strength 

and one weakness that you have. 

Research: ask a parent, carer, friend, relative or teacher what

he/she is good at and not so good at when they carry out daily 

tasks such as work tasks, housework, caring, hobbies, and so 

on. You may wish to complete the scaling sheet for this person.

(Your instructor will provide a copy of the scaling sheet.)

Next step: you are now ready to complete evidence sheet 1 (see overleaf).

Evidence sheet 1

Self-evaluation 1

Learner’s name: _____________________________________________

Centre: ____________________________________________________

Identify your strengths and weaknesses

How good you are at each of the task management skills in the table below? For each skill, put a tick under the heading that best describes you.

	Specific task management skills
	Good (strength)
	Okay
	Room for improvement (weakness)
	Peer’s comment

	Following instructions
	
	
	
	

	Staying on task
	
	
	
	

	Completing tasks on time
	
	
	
	

	Breaking tasks into smaller parts
	
	
	
	


	Additional task management skills
	Good (strength)
	Okay
	Room for improvement (weakness)
	Peer’s comment

	Punctuality
	
	
	
	

	Completing tasks to an appropriate standard
	
	
	
	

	Keeping records of task completion
	
	
	
	

	Seeking advice to enable progress
	
	
	
	

	Asking for help to improve 
	
	
	
	

	Understanding instructions
	
	
	
	

	Keeping simple records of work
	
	
	
	


Instructor’s comment: 
Date:

Evidence sheet 2


Your targets

Look at your answers on evidence sheet 1. Use them to help you choose two targets for the development of your task management skills. 

Target 1:

Target 2:

Instructor’s comment:

Signature:
Date:

Learner guidance: part 2 (outcome 2)

Now that you have identified your personal targets, you must make a plan to help you meet those targets. Your plan should include any:

· tasks you will need to carry out

· resources you will need to carry out the tasks.

You must note at least two tasks for each target. These tasks will help you meet your targets. You carry out these tasks as you take part in the cycle build and maintenance project. 

You should talk about your tasks with your instructor so that you can be sure that the tasks you have chosen are suitable. You will be able to select resources that will help you to carry out your tasks. 

Use the table on the next page to develop your plan.

Evidence sheet 3

Learning plan
Learner’s name: _____________________________________________

Centre: ____________________________________________________

My vocational project is: ____________________________________

Record your tasks and your resources in the table below.

	The tasks I will carry out are:
	The resources I will use are:

	Target 1:
	

	1.
	

	2.
	


	Target 2:
	

	1.
	

	2.
	


Instructor’s assessment (comment):

Signature:
Date:
Guidance: part 3 

Outcome 3: carrying out your plan

You are now ready to carry out your plan and complete the tasks that will help you meet your personal targets. 

You must keep a record of your progress at finishing your tasks. Use the table on the next page to do this.

You should also check that others agree that you are making progress with your personal targets. A member of your group and the instructor will help you stay on track and will confirm your progress by completing the learner’s record as you achieve each target.

Monitoring

You should check your progress as you work through your plan. Check you progress half way through and then again when you have almost completed your plan.

When you review your progress, record any changes you need to make. If you do not need to make any changes, record that you checked your progress but no changes were needed.  

Evidence sheet 4

Learner’s record
Learner’s name: _____________________________________________

Centre: ____________________________________________________

Record your task completion and monitoring in the table below. (Use ticks and crosses.)

	Task completion

	My Tasks
	Tasks completed? 
	Resources used appropriately?

	
	Candidate
	Peer
	Instructor √ or comment as required

	Target 1
	
	
	

	1.
	
	
	

	2.
	
	
	

	Target 2
	
	
	

	1.
	
	
	

	2.
	
	
	

	Monitoring (checking my progress)

	Changes I had to make:

Half-way through:

Towards the end:


	Date:

Date:

	Instructor’s assessment (comment):

Signature:
Date:


Evidence sheet 5

Guidance: part 4 (outcome 4)

Learner review

Now that you have completed your vocational project and carried out your plan, you are ready to carry out a review of your progress. This means thinking about the progress you have made towards achieving your personal targets. You will use this review to highlight any areas of your task management skills that need further improvement.

Learner’s name: _____________________________________________

Centre: ____________________________________________________

	Progress

	Did I achieve target 1?

Yes/no

Did I achieve target 2?

Yes/no



	Areas for further development

	Things I could improve on are:



	Instructor’s assessment (comment):

Signature:
Date:


Cycle-build Worksheets
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Because a key part of this programme is based around cycle build, maintenance and trail repair, you have to complete worksheets along with the activities. The worksheets are listed below:

1. Multiple-choice questionnaire: working safely in the cycle workshop

2. Internal requisition form

3. Workshop repair: naming parts of the bike

4. Activity cost sheet

5. Learning log

6. Photo log sheet

7. Multiple-choice questionnaire: customer service in the cycle workshop

8. Multiple-choice answer sheet

All of these sheets can be found in the Appendices section of this workbook (overleaf). Your teacher or instructor will tell you which worksheet to use in each activity. 

On the other hand, you may want to record your activities and learning discussions on video to use as both a group discussion tool and as evidence of task completion. 

Appendix 1

Multiple-choice questions: working safely in the cycle workshop

1.
Why should you keep your workbench tidy?


(a)
So that you have a place to eat your lunch.


(b)
You don’t need to keep it tidy if you’re working hard.


(c)
So that you find your tools easily.


(d)
Because you might need a seat.

2.
Why do you keep your back straight and knees bent when lifting?


(a)
So you don’t hurt your back.


(b)
To impress anyone who might be in the workshop.


(c)
You don’t lift anything. You get someone else to do it.


(d)
So that your shirt-tail doesn’t stick out.

3.
What is PPE?


(a)
Professional practices and equality.


(b)
A misprint.


(c)
Post-preparation equipment.


(d)
Personal protective equipment.

4.
Where do you find cycle workshop health and safety information?


(a)
On the HSE website.


(b)
At the post office.


(c)
You don’t need information: it’s all common sense.


(d)
By asking the customer: the customer is always right!

5.
Why do you wear gloves?


(a)
To stop oil getting on your face when you rub your nose.


(b)
So that you don’t get oil on your hands from the chain.


(c)
To keep your hands warm.


(d)
Because all the really good bike mechanics wear gloves.

6.
Why should you take care of the tools that you’re using?


(a)
So they stay shiny.


(b)
You shouldn’t take care of them: the tools are to be used and abused.


(c)
The tools are easier to find when they are clean.


(d)
So that the tools work as they should every time.

7.
What do you do if there is a fire in the workshop?


(a)
Let everyone know and leave quickly.


(b)
Open all the doors to let the smoke out.


(c)
Spray any liquid you can find on the fire.


(d)
Keep the fire going so that you can feel the heat.

8.
What is the best thing to do for someone who has cut their hand?


(a)
Help them rub it better.


(b)
Make sure that it is clean then put on a dressing.


(c)
Cover the cut quickly with whatever you can find.


(d)
Elevate their hand and keep them calm.

9.
Is it OK to test-ride the bike in the workshop?


(a)
If it’s raining, it’s best to ride inside to keep the bike dry.


(b)
Yes, if everyone else is doing it.


(c)
You should only test-ride the bike outside and with a helmet on.


(d)
You can ride inside if there is enough space.

10.
Should you tell anyone if you hurt yourself in the workshop?


(a)
No, keep it quiet so you don’t look silly.


(b)
Yes: tell your friends so they can look and take photographs.


(c)
Wait until you go home and check whether it’s serious before you tell anyone.


(d)
Yes: tell the workshop manager straight away.

Appendix 2


EDUCATION DEPARTMENT

INTERNAL REQUISITION FORM

Invoice/Delivery Address



Supplier
Ledger Line



Cost Centre


	Units
	Unit Size
	Item/Description
	Unit Cost
	Item Cost

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	Total
	
	


Signed
Date

Designation

Complete one in respect of a single supplier and ledger line

Appendix 3
Workshop repair

Naming parts of a bike

Write the correct bike part numbers next to the bike parts listed below. (Example: saddle, 1.)
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Cycle parts list 

Pedal
Front forks
Chain-ring

Handlebars
Front wheel
Front brakes

Headset
Top tube

Appendix 4

Activity cost sheet

Date:


Mechanic’s name:


Bike make/model:


Bike number:


Inspection comments:
Estimated time 


for completion: 




	Work done
	Parts and cost (£)

	
	

	
	

	
	

	
	


Further work needed:
Total costs


£
labour


£
parts


£
net total


£
VAT



Total


Appendix 5

Learning log

What did I do today?

What did I learn today?

Is there something that I would like to have done better?

What activity am I looking forward to next time?

Technician’s signature


Instructor’s signature


Appendix 6

Photo log sheet

Photograph
Description of activity

	
	

	
	

	
	


Appendix 7

Multiple-choice questionnaire

Customer service in the cycle workshop
1.
Should the customers be able to see you repairing their bikes?


(a)
Yes, it’s good for them to be able to watch their bikes being fixed.


(b)
No, because most bike mechanics are scruffy.


(c)
It doesn’t matter.


(d)
No, because you might need to hammer the bike to fix it.

2.
Why is it important to be friendly to the customer?


(a)
It doesn’t matter as long as you get the work done well.


(b)
It’s not your job to chat to customers; it’s the manager’s job.


(c)
You’re only friendly if they’re nice to you.


(d)
So that they feel welcome and come back to the shop.

3.
Why should you tell the customer what you have done?


(a)
It is good service and maintains a good relationship with the customer.


(b)
To keep them off your back if the bike were to break.


(c)
You don’t need to: the customer is just looking for the work to be done.


(d)
You don’t need to: the customers can see for themselves.

4.
How should you tell the customer about the repair?


(a)
It’s good to tell the customer over the counter.


(b)
On a piece of paper that you find in the workshop.


(c)
In a text message when they leave.


(d)
On a job (or activity cost) sheet.

5.
Should you write the job sheet as you work?


(a)
No, because you will get the sheet all dirty.


(b)
You should write the job sheet up at the end of each job.


(c)
Yes, it’s important to write the job sheet up at each stage of the job.


(d)
It is more time efficient to write up all the jobs at the end of the day.

6.
What is good customer service when the customer collects the bike?


(a)
Make sure the customer is happy with the bike and knows what’s been done.


(b)
Offer to help the customer out to the car (you might get a tip).


(c)
If the customer seems nice, offer tea or coffee.


(d)
Chat to the customer about the bike and future problems they might have.

7.
Should you keep your workmates informed of the repair you’ve done?


(a)
There would be lots of confusion if every mechanic talked about every job.


(b)
It’s only your and the customer’s issue.


(c)
If you keep your job card up to date, your workmates can look at it if they need to.


(d)
It should be clear to your workmates if they look in your direction.

Appendix 8 

Multiple-choice questionnaire answer sheet

Answers to Appendix 1: Working safely in the cycle workshop

1 c; 2 a; 3 d; 4 a; 5 b; 6 d; 7 a; 8 b; 9 c; 10 d

Answers to Appendix 7: Customer service in the cycle workshop

1 a; 2 d; 3 a; 4 d; 5 b; 6 a; 7 c
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