OUTCOME 3
OUTCOME 3

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

Task 1: Monitoring performance on the vocational project
Log book

Pupil name: ____________________________________________________

Venue of vocational project: ______________________________________

Date of project: _________________________________________________

Learning Journal

	Personal targets

	1.

	2.

	3.

	4.


Vocational project details

	Mentor’s name
	

	Address
	

	Telephone
	

	Travel arrangements
	

	Break times
	

	Brief job description
	

	Start time
	

	Finish time
	


Learning Journal notes

You should update your Learning Journal on each day of the placement and consider your performance in relation to your personal targets every day.

It gives you the opportunity to reflect on personal achievement and time to evaluate and review your performance. If you are not on target to achieving your goals, this will give you the opportunity to consider why and to put a plan into place to rectify this.

Some brief points about your project:

1. You are representing yourself as well as your school/college and the employer should see the very best of what your capabilities.

2. Your mentor will write a report on your performance on your project. This will be based on daily observations and they will comment on your ability in working towards achieving your personal targets.

3. Ensure you follow all health and safety guidelines while on placement.

4. You may be asked to sign a confidentiality disclaimer. If you do so you must not disclose any information to a third party (a separate person outwith the company).

5. If you are late, apologise and explain why.

6. If you are unwell, contact the employer first thing and speak to your mentor. You will also have to notify your school.

7. Follow all instructions as failure to do so could breach health and safety guidelines.

8. Be polite to members of staff and the public. Your attitude on the job is very important!

9. Enjoy the experience, you will never forget it and it is down to you to get the most out of this project. 

Timekeeping and attendance record

Record your daily timekeeping below:

	Day
	Early (()
	On time (()
	Late (()
	Mentor signature

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	


Comment on any lateness and note how you can improve below.
	Day
	Reason for lateness
	How I will improve?

	
	
	

	
	
	

	
	
	


Comment on issues (good and bad) of arriving early to work below.
	Day
	Reason for arriving early
	What were the issues with this?

	
	
	

	
	
	

	
	
	


Induction – health and safety

Give details of the health and safety information you received from your mentor below.
	Health and safety detail
	What you need to do
	Next steps

	What are the fire procedures?
	Example: evacuate the building by the nearest exit
	Example: locate nearest exit to place of work and check the meeting point.

	Where is the nearest first aid point?
	
	

	Any hazardous activities taking place in the workplace?
	
	

	Do you need to wear personal protective equipment (PPE)? Eg hard hat, safety boots
	
	

	Any areas you are not allowed to enter?
	
	

	Was everything explained in a way you understood?
	
	

	Have you been given any other health and safety information?
	
	


Initial evaluation of performance

Are there any issues that have arisen today which could be worked on or that you dealt with particularly well?

Complete this table within the first few days of your project starting.

	Issue
	Personal performance
	Areas of improvement
	Date of action

	EXAMPLE: completing data entry on Microsoft Access
	Slow progress to start with but improving after training and practice
	Keep practising my performance and I should get faster
	10 September

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Mid-way evaluation of performance

Consider whether anything has improved or got worse at the halfway point of your vocational project.

Complete the table below.

	Issue
	Personal performance
	Areas of improvement
	Date of action

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Final evaluation of performance
Consider whether anything has improved or got worse at the end of your vocational project.

Complete the table below. 

	Issue
	Personal performance
	Areas of improvement
	Date of action

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Organisational structure

Make a note of the key personnel (staff) in the organisation (workplace) below.

	Name
	Job title
	Main duties

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Consider which employees you would like to interview to find out more about their role.

Job investigations

Arrange to speak to two different members of staff, both doing two different jobs and complete a brief job investigation for each one. 

Use the template below to help you.

	Interview 1

	Name of employee
	

	Job title
	

	Which area or department of the organisation does this person work in?
	

	What is their remit or role? (key points on job description)
	

	How do they contribute to the business? (eg customer care, writing letters, ordering new stock, etc)
	

	What skills and personal qualities are required to do this job well? Eg problem solving, friendliness, intelligence, leadership, enthusiasm, and a good sense of humour
	

	Do they need any qualifications to do this job? If so, what are they?
	

	Any other points
	


Daily journal entries

You should enter comments on your performance each day into the boxes below. It is up to you to keep this up to date and add your comments at key points during the day. It is essential that you take time to reflect on your own performance and consider what you have learnt and how you can improve each day. When adding your comments, consider the following points:

· How did you feel when you arrived at work on that day?

· Who did you meet?

· What instructions did you receive from your mentor?

· How have you worked towards your personal targets today?

· What equipment/technology have you seen/used?

· What are the career prospects in this organisation?

· How has this day differed from the previous one?

· Are you finding the tasks easier?

· Have you been on time each day?

· Are you following all health and safety instructions?

· Have you any concerns about your placement?

Day 1

Date: 

Day 2

Date: 

Day 3

Date: 

Day 4

Date: 

Day 5

Date: 

Day 6

Date: 

Day 7

Date: 

Day 8

Date: 

Day 9

Date: 

Day 10

Date: 

Vocational project

Mentor’s report
Pupil name: _____________________________________________________
School: _________________________________________________________

Name of employer: _______________________________________________

Job type: _______________________________________________________

Mentor name: ___________________________________________________

Job title: ________________________________________________________

Date of placement: _______________________________________________

Attendance

Possible ________% 
actual ________% 
days completed ________

Timekeeping (( the most appropriate comment)

On time every day _________
On time most days _____________

Never on time ___________

	Completing set tasks

	Did the student carry out tasks to a suitable standard?
	Yes
	No

	If no, did the student improve following advice?
	Yes
	No

	Did the student engage and work with others?
	Yes
	No

	If no, did the student improve following advice?
	Yes
	No

	Did the student require constant supervision and instruction to complete tasks?
	Yes
	No

	Did the student ask questions and seek advice when unsure?
	Yes
	No

	Did the student follow all health and safety advice?
	Yes
	No

	Was the student given the opportunity to use their own initiative? Please provide details below:
	Yes
	No

	Details: 


Completion of targets

The student had set targets to be achieved during the vocational project. Please comment on their performance towards their targets in the space provided below:

	Target
	Target achieved (y/n)
	Comment

	1
	
	

	2
	
	

	3
	
	

	4
	
	


Further comments:

Mentor signature: _____________________________
Date: ____________
Student signature: _____________________________
Date: ____________
Project notes
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