Personal Project Record
Self in Society

Intermediate 1

Student’s name:
_________________________________
Name of school:
_________________________________
Teacher/Trainer’s signature:
_________________________________
Completion date:
_________________________________
Introduction

In this resource you will be finding out more about yourself and how you interact with others.

To help you with some of the terms used in these pages, there is a Word Bank which you can refer to for explanations.

You are about to take part in a project, which will allow you to achieve an award for one of the units in Personal Development at Intermediate 1 level. 
The unit is called ‘Self in Society’ and looks at how you relate to others, how you carry out tasks and how you contribute within a team to achieve a goal. This could be, for example, how confident you are, how well you communicate with others or how you interact with others (possibly with younger or older people). 
As with all of these examples, you will need to work on your own, then work and communicate with other people either individually, in pairs or in groups. 
From this, you will decide what your strengths are, as well as areas you may need to work on further. When you work with other people, this is called interaction. All of these examples take place in our relationships with others.

As part of this unit, you will have to organise and deliver an orienteering event for Primary pupils. In order to make sure you know all about orienteering before you do this, you will take part in an orienteering event. This will be organised by your teacher/development trainer. 
Once you have taken part in this event, and with the guidance notes provided, we believe you will have enough knowledge to deliver the event to younger pupils.
For further information on clubs in your area and assistance in organising an event, the British Orienteering website can be very helpful. http://www.britishorienteering.org.uk
The project aim is to organise an orienteering event for one day for one of the local primary schools that progresses into your secondary school. The ‘topic’ for this project is Local Community. In order to gain the unit, you will have to gather a ‘folio’ of evidence. Your folio is called your Personal Project Record (PPR) and it should contain:

· an evaluation of your ‘interpersonal skills’; this will help you to identify targets which will help you develop your interpersonal skills
· a record of evidence of planning your group project with your peers. (the other students in your year group); this should also have identified tasks that will help you work towards your personal targets
· a record of evidence showing how you carried out the group project with your peers
· confirmation from your teacher/trainer that you completed your identified tasks during the project
· confirmation from your teacher/trainer that you carried out your agreed role and responsibilities during the project
· completed Observation Sheets from your teacher/trainer, which show evidence of which skills you demonstrated during the planning and carrying out of your project
· a review of your interpersonal skills when you have completed your group project. 

By the end of the project you will have identified what you have learned about yourself, what you have developed and what you would like to develop next. 

Your PPR contains worksheets that will help you to plan how to improve your skills. It also acts as a record of evidence in order to allow you to gain the award in Self in Society.
As part of your Self in Society Unit you will have to complete four Learning Intentions.

Learning Intention 1: Evaluate your interpersonal skills in preparation for a group project.
This means that you will identify your own strengths and areas that you would like to improve or develop within your interpersonal skills. Then your teacher/trainer will discuss some of the points you have highlighted with you. From this you should be able to identify personal targets, which will help you develop these skills. 

Learning Intention 2: Contribute to the planning of a group project, which will allow progress towards personal targets.
You will have to contribute to the planning of a group project. This should allow you to progress and develop the personal targets you have set from Learning Intention 1.

Learning Intention 3: Participate in the planned group project.
To do this you must carry out the agreed role which you accepted within the group project. You must also complete your own identified tasks that will help you work towards your personal targets.

Learning Intention 4: Review your own interpersonal skills on completion of the group project.
To do this you will have to gather feedback about how effective your own interpersonal skills were. You will also have to identify progress which you made towards achieving personal targets once you completed the group project. Finally, you will have to identify other areas for further development of interpersonal skills in the light of your progress. 
To obtain this award you will need to complete the sheets marked ‘evidence’. Your teacher/trainer will help, guide and support you throughout this project. Please remember to ask questions at any time if anything is not clear.
Guidance notes: Learning Intention 1
Before you begin your project you have to find out which interpersonal skills you are good at and which ones you need to work at to improve.

What do we mean by interpersonal skills?
These can be referred to as social skills or skills used when we interact with others. For example when we are in conversation, do we just speak over someone else, impatiently wanting to say ‘our bit’, or do we ‘actively listen’ try to understand what the person is meaning and why they may be saying this? So perhaps ‘paying attention’ to others would be an interpersonal skill. 
Another example is that in school, the community or society in general there are authority figures. There may even be an accepted authority within our peers/friends, someone on the football park or social situation whom others respect. Whether in a social situation or in a controlled environment like school, authority is not always accepted/respected. So ‘accepting authority’, and giving someone their place, is another interpersonal skill.

When you agree to carry out your project, you will have to communicate and interact with many different people. For example, these could be primary school staff, your own secondary school staff, other students within your year group (your peers) or the Outdoor Education staff who would have responsibility for the orienteering event. For example, when you are discussing the project with the primary school teacher, you will have to pay attention to the details of the conversation. You may find it helpful to take notes.
When you and your peers are choosing roles within the project, these will have to be evenly distributed and you will all have a task that you will accept responsibility for. However, you may also have a responsibility or a job that does not appeal to you so much. You will need to respond positively to others and not show your disappointment. 

While planning the project and deciding the roles, you will have to start a conversation with your peers. This is something which you will have to do often and you will have to choose the right time to do this and the correct tone to say something in.
Throughout the project, there will be people who should be given respect for their position or who will earn respect for their knowledge or contributions. Examples may be Outdoor Education staff for their knowledge in map reading, or the Police for their skill in dealing with traffic on the way to the orienteering venue. Therefore, you will have to accept their authority and the part they will play in your project. 

Having read these examples, you now have to reflect on your interpersonal skills like ‘paying attention to others’. 
The following are some examples of interpersonal skills. Go through them and decide what you feel you are good at already. Then decide which examples you may need to work on to improve. 
To help you do this there is a list of skills with a grading system next to it. Grade yourself honestly, placing a tick in the box that you have decided is most appropriate for you. 
Remember the important part of this exercise is for you to identify those skills which you feel you may need to improve. That is why it is important to be honest with yourself. 
Finally, it is often difficult to assess yourself as you may feel you are not so good at a skill yet someone else may think you are. Therefore, there is a box for your teacher/trainer to insert a brief comment to state whether they agree with your evaluation or not. 

Evidence Sheet 1

Candidate evaluation
Candidate name: ______________________  Centre: _____________
Identifying your own strengths and weaknesses
A strength is something that you can do well. 

A weakness is something that you need to develop or improve.
Think about how good you are at each of the interpersonal skills in the table below. For each skill, put a √ under the heading that best describes you.

	Specific interpersonal skills
	Strengths
Weaknesses


***
**
*
	Assessor comment

(agree/disagree)

	Speaking in a group
	
	
	
	

	Demonstrating a positive attitude to others
	
	
	
	

	Demonstrating a positive body language to others
	
	
	
	

	Accepting advice from others
	
	
	
	

	Additional interpersonal skills

	Paying attention to others
	
	
	
	

	Responding positively to others
	
	
	
	

	Starting a conversation with a peer
	
	
	
	

	Accepting authority
	
	
	
	

	Starting a conversation with an adult
	
	
	
	

	Carrying out a telephone conversation
	
	
	
	

	Sharing work and resources
	
	
	
	

	Expressing own opinion
	
	
	
	

	Being tolerant of others
	
	
	
	

	Accepting criticism positively
	
	
	
	

	Addressing a group
	
	
	
	

	Being sensitive to others
	
	
	
	

	Negotiating decisions
	
	
	
	


Now you have evaluated your own interpersonal skills, you need to look at the skills you need to improve on. 
It may be for example that you gave yourself a low grade for ‘expressing your opinion’ or ‘communicating with others on the phone’. If so, from your weakness areas you should chose two targets. These targets will act as something for you to aim towards, in order to improve. An example of a target might be:
‘My target is to focus and take notes while I have a telephone conversation.’ 
or

‘My target is to accept authority in different settings.’
In the boxes on the next page, list an interpersonal skills target in each box, giving yourself ‘Target 1’ and ‘Target 2’. At the bottom of the page there will be a comment from your teacher/trainer acknowledging your evaluation.

Evidence Sheet 2

Your targets
List your two targets that will develop your interpersonal skills while carrying out your group project.

Target 1

Target 2

Teacher/trainer comment
Student’s signature: __________________________
Date: _______
Teacher/trainer’s signature: ___________________
Date: _______
Guidance notes: Learning Intention 2

Having chosen two targets to develop your interpersonal skills, you may be asking yourself: How do I develop my interpersonal skills?

The project is designed specifically in order to help you do this. If, along with your peers, you organise a whole day for primary school pupils to take part in an orienteering event, this will involve you using a lot of interpersonal skills with a variety of people. There will be lots of opportunities to do this through things such as working as a member of a team, talking with others, helping others, and explaining to others what to do.
In the planning sheet on the next page complete both tables. Table A asks you to complete the details of the project that your group is involved in. Table B asks you to write down the roles and responsibilities of each member of your group.
It is important to note that you should choose a role that will help you develop your interpersonal skills. For example, if one of your ‘targets’ was to improve/develop your telephone skills, then you should choose to take responsibility for making the first contact with the primary school by telephone and so on. 
In order to make the orienteering day a success, there are many important tasks that will need to be carried out. To help you identify a role and tasks that suit your targets best, you will make a list of possible responsibilities/jobs/tasks. 
Your teacher/trainer will have a master list to check from to make sure that no important points are forgotten as some responsibilities are legal requirements when taking young people out of school. 

You should remember that all of these responsibilities must be shared between your group of peers and you must put names beside each ‘agreed’ and identified job. This should be recorded on Evidence Sheet 3. 

Look at the list of responsibilities below and decide with your peers which ones you could take on to help you develop your targets. Remember that this list is not exhaustive.
Responsibilities/tasks

These need to be carried out in order to organise and deliver your group project.

You will have to consult your teacher/trainer before carrying out most of these responsibilities. However, the list should only be referred to as sample or example responsibilities/tasks.

As a group working together on your project, you may identify different or additional jobs in order to carry out your project.

You should remember that all of these responsibilities must be shared between your group of peers and you must put names beside each ‘agreed’ and identified job. This should be recorded on Evidence Sheet 3.

Finally and most importantly, you should identify and agree to responsibilities which will help you develop your interpersonal skills.

This list does not include everything that may need doing: add other tasks if you wish.

· Make first contact with local primary school

· Make contact with Outdoor Education Service

· Identify the primary school year group and class

· Liaise with primary school teacher regarding speaking to the class

· Brief the primary class regarding the project

· Organise the date and venue for the orienteering event with your own school, the primary school and the outdoor education service

· Help to organise, with the primary teacher, transport or how to get the primary pupils to the orienteering venue

· Help to organise all documents relating to out of school visits

· Help to organise the orienteering course for the primary class considering their age and ability

· Liaise with outdoor education staff regarding the course

· Organise all equipment for the course

· Help to organise packed lunches for the primary pupils

· Organise certificates on completion of the course

· Help to arrange an opportunity to share photos or video footage of the day.

Evidence Sheet 3

Student record – planning the group project

Student’s name: ______________________  School: ______________
A.
The group project I am involved in is:
B.
While planning the group project you must agree on what everyone in the group will do for the project. Record the result of this discussion in the table below.

	Group members
	What they will do

	Me
	

	
	

	
	

	
	

	
	


Date I completed my responsibilities: _________________________
Signature _________________________________________________
Having identified the responsibilities that you are willing to take on to make the project a success, you must now complete the activity below. 
In order to complete the next part of your Self in Society unit, you have to identify two tasks that will demonstrate how you will develop your interpersonal skills. 
This is an important part of your evidence gathering for your unit. Once you have completed your tasks, which are evidence of developing your targets, you should record the date on which you completed this. 

In order to support your evidence, you should have someone witness that you completed your task, or some other form of recording this such as video or an audio recording of your conversation.
Below is an example of completed boxes for targets and tasks.

	Target 1 – My target is to speak more confidently in a group.

	Task
Date Completed

	1.
When we next meet as a group I will contribute more to the conversation.

	2.
The next time people are looking for suggestions I will put my suggestions forward.


Evidence Sheet 4

Now complete the boxes below.

In the table below record the tasks that you will carry out for each of your personal targets.

	Target 1 – 

	Task
Date Completed

	1.

	2.

	Target 2 – 

	Task
Date Completed

	1.

	2.


Teacher/Trainer comment

Student’s signature: __________________________
Date: _______
Teacher/trainer’s signature: ___________________
Date: _______
Guidance notes: Learning Intention 3

Now that you have chosen to take on certain responsibilities for the project, you will need to collect evidence to show that you have carried out your responsibilities. 

For example, if it was your job to meet with the primary teacher to discuss the travel arrangements from the primary school to the orienteering site, then you should record the conversation. This could be an audio recording (such as an mp3 file) or you could make notes on paper that include the date and time of the meeting, the venue and the main points that you discussed at the meeting. Use Evidence Sheet 5 to record any written notes; a completed example Evidence Sheet is on the next page.
It is important to gather evidence in order to achieve your award. These ‘supplementary notes’ will help you to keep records of what you have done. 

Agreed responsibilities
Example

Purpose of responsibility

To discuss the transport arrangements for the orienteering event with the primary teacher.

Date/Venue

Buckle Primary School. 
27.10.08

Main points to note

30 pupils. One wheelchair. Two in group with inhaler. 

Distance from school to park approximately 25 minutes.

Time depart from school 10 am.

Time depart for return 2 pm.

Primary school has booked a vehicle.

Action points from this

I will take notes back to my peer group and inform them of arrangements.

My input

I suggested the start for the event should be 10.30 am and the finish time should be 1.30 pm. I had already agreed and arranged this with the outdoor education team.

Signed by student______________________
Date_______________

Signed by other________________________
Date_______________

Please state your position, ie teacher, peer learner, etc.

Evidence Sheet 5

Agreed responsibilities
Purpose of responsibility

Date/Venue

Main points to note

Action points from this

My input

Signed by student______________________
Date_______________

Signed by other________________________
Date_______________

Please state your position, ie teacher, peer learner, etc.

During your project (organising an orienteering day for your local primary school), you will have to monitor and check your progress, and the tasks that your group of peers will undertake.
The next page is for recording monitoring. You should monitor the project at two stages: midway and towards the end. In order to help you gauge the timescales, this form has dates on it. You should make sure that the monitoring is carried out at the correct times.

There is also space for comments from your teacher/trainer. S/he should also sign and date this form.

Evidence Sheet 6
Monitoring the group project

	Monitoring – midway
Date

How I think I am progressing so far: 

How I think the group is progressing so far:

	Monitoring – towards the end
Date

How I think I have progressed with the project overall:

How I think the group progressed with the project overall:


Teacher/trainer comment:
Student’s signature: __________________________
Date: _______
Teacher/trainer’s signature: ___________________
Date: _______
Finally, in terms of the teacher/trainer evidence to help support your evidence in order to successfully achieve your award, there are also two ‘Observation Sheets’. One is for the planning of your project and the other is for the carrying out of your project.
This will be necessary to complete the Self in Society unit and should be included in your folio of evidence, which is your Personal Project Record. 
These are Evidence Sheets 7 and 8.

Evidence Sheet 7
Teacher observation

Observation of the student planning a group project.

	Skill
	Student’s comment (optional)
	Teacher/trainer

	
	
	Date
	Skill demonstrated
(yes or no)

	Took account of the view of others
	
	
	

	Responded appropriately to others
	
	
	

	Sought help and advice if required
	
	
	

	Provided help and advice if required
	
	
	


Additional comments
Evidence Sheet 8
Teacher observation

Observation of the student carrying out a group project.

	Skill
	Student’s comment (optional)
	Teacher/trainer

	
	
	Date
	Skill demonstrated

(yes or no)

	Took account of the view of others
	
	
	

	Responded appropriately to others
	
	
	

	Sought help and advice if required
	
	
	

	Provided help and advice if required
	
	
	


Additional comments

Guidance notes: Learning Intention 4
This next stage is an important part of the process. After carrying out your project, you must reflect and record and identify where you have developed your interpersonal skills by carrying out your project. 

At the beginning you carried out a self evaluation of your interpersonal skills. You looked at examples of these skills and identified two targets that you wanted to improve on. 
Within this, you set yourself two tasks for each target. Now you have to review and assess yourself to decide if you have developed. You will need someone to help you evidence where and how you have developed. 

First of all you need to ask someone for their help and input. This can be a teacher/trainer, a peer that you worked with or perhaps a primary teacher who saw you carry out parts of your project. Whoever this is s/he should give you feedback on how you demonstrated development in your interpersonal skills. 

For example, the primary school teacher may comment and give examples of how well you spoke on the telephone in your first contact with the school.

A peer may comment and give examples of how well you developed your confidence and communication skills when you briefed a group of primary school students.

Whichever the example, you should record their comments in some way. It could be by audio recording, video recording or a brief summary note that you should both sign and date. 

On Evidence Sheet 9 (page 24) write down what you have gathered from your feedback from your teacher, peer or other.

From this you should be able to list a few strengths in your interpersonal skills based on the feedback and perhaps some weaknesses. 

Finally you should record if you achieved progress in both your targets. 
(Remember: on Evidence Sheet 2 you identified two targets).

This will help you identify areas for further development. 

Evidence Sheet 9
Student review

Student’s name_____________________  School_________________

Feedback 
Name of person giving feedback ___________________

Position ________________________________________

Strengths
Weaknesses

Progress
Did you achieve Target 1
Yes/No

Did you achieve Target 2
Yes/No

Now you have to complete Evidence Sheet 10. This is where, from what you have learned about yourself and the feedback you have gained from others, you can identify areas for further development. You should complete the top part of the sheet and your teacher/trainer should complete the bottom part.

Your teacher/trainer will sign and date this sheet. 

You will then have completed the ‘Self in Society’ unit.
Evidence Sheet 10
Areas for further development

Teacher/trainer comment

Signature
Date

Congratulations on organising a great event for your local primary school. Congratulations on completing your unit. However, most importantly of all, congratulations on learning more about yourself and on developing your interpersonal skills for the future.
Word bank
Confidence
To be able to be assertive and to voice your opinion on a subject even if that means being embarrassed or your opinion being rejected.
Evaluate
To weigh up the quality of something.

Folio
A folder in which to keep information and evidence for your award.
Interaction
To act in close contact with each other.

Mentor
Someone who can help guide you through tasks and who you can ask questions.
Monitor
To watch or record the performance of a person or thing.
Patience
The ability to wait calmly for something to happen without complaining and giving up.
Personal Project
This is the name given to your Folio.
Record (PPR)
Quality
A quality is a positive feature of your personality. For example if you are a ‘confident’ person then confidence would be a positive feature of your personality. Remember, other qualities are: confidence, sensitivity, tolerance, patience. (This list is not exhaustive.)
Review 
To go over the tasks you have carried out and see how you can make them better.
Sensitivity 
The ability to understand someone else’s feelings and be able to show kindness and caring for others.
Tolerance 
The ability to treat others as you would like them to treat you.
Topic
The subject for your project, which in this case is relationships.









































