OUTCOME 4
OUTCOME 4

Outcome 4
Review progress on completion of a vocational project.

Task 1: Initial review of performance

Look over your mentor’s report and make comments below.

1.
Do any of the comments particularly please you? If so, why? 

2.
Do any of the comments surprise you? If so, why?
3.
Do you disagree with any of the comments made by your mentor? If so, which ones?
4.
Any other comments?

Task 2: Letter of thanks

As a matter of courtesy to your mentor and their organisation you must write a letter of thanks. It takes a considerable amount of effort on your mentor’s part to create, supervise, manage and prepare for a work placement and a letter of thanks is a great way to express how grateful you are for the experience. 

Here is a sample letter to help you prepare your own one. 

13 Old House Road

Uphall

Broxburn

EH52 6GB
23 September 2008
Alex Denholm

Sportsland PLC

Nothview Industrial Estate

Broxburn

EH52 5TW

Dear Mr Denholm

Vocational project placement

I am writing to thank you for letting me work with your organisation for two weeks. I found the work very interesting and learned a great deal about working as part of Sportsland. It took time for me to build up the confidence to answer the phone but by the end of my project I was keen to answer it all the time.

I would like to thank James for the excellent health and safety tour – it was entertaining as well as important – and Brenda in the office for showing me how to use the PC for creating databases.

I had a fantastic time and am now certain that I would like to work in your industry when I leave school.

Yours sincerely

Bruce Banner

Task 3: Travel expenses
In certain circumstances you may be entitled to claim back your travelling expenses to and from your vocational project venue. Bus and train fares are normally accepted, but taxi journeys are often not.

Complete the details below and submit this to the relevant member of staff.

Name: _________________________________________________________

Date of placement: _______________________________________________

Venue of placement: ______________________________________________

Address of organisation worked for: _________________________________
_______________________________________________________________

_______________________________________________________________


Number of journeys


Cost per journey


Total cost

Task 4: Presentation
The vocational project is a great learning experience for the person taking part but it is also beneficial to other students in your class.

You now have a vast amount of knowledge about a particular business and what it means to be a valued member of staff and it is important that you learn and share your experiences with your colleagues.

Either working in groups or individually, prepare a short, 5–10 minute presentation on your vocational project.

Consider the following points when preparing:

· Where did you go?

· What was your job title?

· Who was your mentor?

· What were your main duties?

· What jobs did you investigate?

· Where there any memorable moments?

· Did you have any personal achievements?

· Did you achieve your personal targets?

· Would you do anything differently next time?

You could prepare a short Microsoft PowerPoint/Keynote slide show to help you with your presentation. 

Task 5: Evaluation and review of performance

Having now completed your vocational project, to complete the learning experience, you need to evaluate your performance and review your own progress for any future vocational experience.

Complete the details below.

Student name: ___________________________________________________

Date: __________________________________________________________
TARGET 1 (add in your targets set in Outcome 1)

TARGET 2

Example
	Did you achieve Target 1?
	Yes
	No
	Partially

	Explanation and review
	I set out to use this opportunity to improve my time management skills and I feel I have achieved this goal. I was on time every day and early on most days. I was able to complete my work on time and in a structured way. 


	Did you achieve Target 1?
	Yes
	No
	Partially

	Explanation and review
	

	Did you achieve Target 2?
	Yes
	No
	Partially

	Explanation and review
	


Task 6: Plan review

Having created a vocational project plan earlier in this unit, you now need to evaluate how effective your planning skills have been.

Complete the information below.

Student name: ___________________________________________________

Date: __________________________________________________________

What were the strengths and weaknesses of your plan?

	Strengths
	Weaknesses

	EXAMPLE: My resources were appropriate.
	EXAMPLE: My timescales were inaccurate.


What conclusions can you make from this?

EXAMPLE: My allocated timescales were a bit inaccurate and this is an area I will improve on in the future. I found my plan easy to use and to follow but my aim of completing a To Do list every day did turn out to be more difficult than I first expected. I learned to prioritise my work all the same but this is an area I will continue to work on.

My conclusions:

	Areas for further development

	1.
	

	2.
	

	3.
	

	4.
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