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Introduction

This resource contains teaching materials that can be used to support the delivery of the Self in Society unit of the Personal Development course at Intermediate 2 level.

Outcome 1
Evaluate own interpersonal skills in preparation for a group project.

Performance criteria
(a) Use an appropriate technique to evaluate own specific interpersonal skills.

(b) Identify personal targets for the development of these skills.

Review of personal skills and qualities 

Name................................................

Use the following ratings to assess yourself in each of the following areas. Ask your teacher the meaning of any words or phrases that you do not understand.

4
I am very good in this area.
3
I am good in this area.
2
I have a basic level of skill in this area.
1
I need to improve in this area.
Having ideas

Creativity

Working on my own

Ability to plan

Working with others

Motivating others

Solving problems

Listening to others

Self confidence

Encouraging others

Determination

Good humoured

Organisation

Taking responsibility

Sense of responsibility

Common sense

Co-operating with others

Making decisions

Ability to be a leader

Organising resources

Using time effectively

Negotiating

Attending to detail

Changing plans

Ability to accept criticism

Following instructions

Collecting information

Setting targets

Interpreting information

Enjoy hard work

Peer assessment
Name...................................................

Ask a member of your group who knows you well to assess you. Remember that you must be totally honest if the assessment is to be of any value.

Is s/he
Yes/Sometimes/No

Good at having ideas?
.............................................

Creative?
.............................................

Good at working on their own?
.............................................

Good at planning?
.............................................

Good at working with others?
.............................................

Good at motivating others?
.............................................

Good at solving problems?
.............................................

Good at listening to others?
.............................................

Self confident?
.............................................

Good at encouraging others?
.............................................

Determined?
.............................................

Good humoured?
.............................................

Organised?
.............................................

Good at taking responsibility?
.............................................

Have a sense of responsibility?
.............................................

Have common sense?
.............................................

Good at co-operating with others?
.............................................

Good at making decisions?
.............................................

Able to be a leader?
.............................................

Good at organising resources?
.............................................

Good at using time effectively?
.............................................

Good at negotiating?
.............................................

Good at attending to detail?
.............................................

Good at changing plans?
.............................................
Able to accept criticism?
.............................................

Good at following instructions?
.............................................

Good at collecting information?
.............................................

Good at setting targets?
.............................................

Good at interpreting information?
.............................................

Which skills/qualities should s/he now develop?

.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
Signature of teacher/lecturer..........................................................................
An evaluation of your review

Now that both you and one of your peers have reviewed your skills and personal qualities, identify your strengths and weaknesses.

Strengths

Complete the following:

I enjoy .....................................................................................................................
.....................................................................................................................
.....................................................................................................................

I am good at

.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
I am interested in

.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
How can I build on these strengths?

.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
Weaknesses

Complete the following:

I do not enjoy

.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
I am not good at

.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
I am not interested in

.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
I can build on these weaknesses by

.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
.....................................................................................................................
Now that you have identified your strengths and weaknesses, reflect on the review process and write down five things that you have learned about yourself.
1...................................................................................................................
2...................................................................................................................
3...................................................................................................................
4...................................................................................................................
5...................................................................................................................
Interpersonal skills identification

Before you can begin planning your group project you must identify those skills that you are good at and those that you may need to improve. At the end of the group project, you should see an improvement in those areas which you have identified as needing improvement.

Make sure that you complete all of the self-assessments honestly.

Skills identification
Name.........................................................................

Date.............................

1. List the three qualities that you like best about yourself.


(a)

(b)


(c)
2. List the three qualities that you like least about yourself.


(a)

(b)


(c)
3. List three things that you feel you are good at.

(a)

(b)


(c)
4. List three things that you would like to be better at.


(a)

(b)


(c)
Organisational skills identification

Rate yourself for each statement on a scale of 1 to 10 (where 1 is low and 10 is high) to assess your level of skill.

How good are you at:

Setting goals for yourself?
...................

Assessing a situation before deciding on a course of action?
...................

Planning how you will complete a task?
...................

Making decisions?
...................

Changing your plan if the original plan isn’t working?
...................

Seeing a task through to completion?
...................

Sourcing information from different places?
...................

Taking responsibility for specific tasks?
...................

Completing tasks within a timescale?
...................

Getting on with other people

How good are you at:

Working with a small group of people?
...................

Working with a large group of people?
...................

Putting ideas forward in a group?
...................

Approaching people you don’t know?
...................

Being tolerant of people you don’t agree with?
...................

Giving encouragement to others?
...................

Getting on with people in authority?
...................

Leading a group?
...................

Being led in a group?
...................

Knowing yourself/Personal qualities

How:

Self confident are you?
...................

Reliable are you?
...................

Independent are you?
...................

Good are you at remembering things?
...................

Punctual are you?
...................

Do you feel about taking responsibility?
...................

Good are you at using your initiative?
...................

Good are you at using numbers?
...................

Good are you at talking to people in a group?
...................

Good are you at listening to others?
...................

Good are you at co-operating with others? 
...................

Now look at your interpersonal skills identification lists and write down your targets for improvement during the group project under each of the three headings.

Organisational skills

Getting on with people

Knowing yourself/Personal qualities

Once you have worked through the personal and peer assessment sheets, you are ready to complete the National Assessment Bank materials for Outcome 1.

Outcome 2

Plan with others a group project that will allow progress towards personal targets.

Performance criteria

(a) Negotiate the allocation of roles and responsibilities for the group project, taking account of individual’s strengths and weaknesses.

(b) Identify own detailed tasks which will enable progress towards personal targets.

(c) Work co-operatively with others throughout the planning of the group project.

Introduction

Decide upon a group project in the context of your local community. The purpose of this project is to bring pupils into contact with people outwith the school and to plan and work co-operatively within a group.

Some examples of possible projects include:

· fundraising for a local charity

· organising an event for local pensioners

· organising a sports day for a local primary school

· working with local agencies, such as the police, to organise a youth club.

Tutor notes
The following are examples of suitable projects for the group:

· Disco for Primary pupils or as a Primary 7 transition event

· Halloween party as above

· Picnic

· Sports event

· Christmas party for the elderly

· Christmas fair

· Concert

· Lunch or tea for the elderly

· Burn’s Supper

· Charity fun run

· Coffee morning

· Carol concert

· Lunch for local school/business links

· Primary 7 Prom

Activity 1

The following activities should be completed by your group, either as a whole group or as smaller sub-groups, depending on numbers.

In one large group or in smaller sub groups, try to come up with some possible project ideas. 

Remember that in completing this exercise, all ideas are accepted. Everyone in the group is allowed to contribute ideas.

Your teacher shall give you a time limit.

One member of the group should write the ideas down.

You may wish to record ideas as either a list or a mind map. Decide as a group how you wish to record your ideas.

Activity 2

You will now have a large list of ideas. Your next activity is to reduce the number of ideas to a smaller number of ‘serious contenders’.
Take each idea in turn and consider what is good about it and what is bad about it. If the ‘goods’ outweigh the ‘bads’, you may wish to consider keeping this idea as one of your final few. If there are more ‘bads’ then you will probably want to discard this idea on this occasion.

Remember that when discussing each idea, you must be constructive in your criticism and you should make decisions as a group ensuring that there is consensus amongst all group members.

Remember also to consider the strengths and weaknesses of the group members when considering your best ideas.

At the end of this process you should be left with no more than five final serious ideas.

Activity 3: Testing the ideas

You should now have no more than five ‘final’ ideas. As a group you must now ‘test’ each idea in turn to find the one which is most feasible and attractive to your group.

In your group, go through the following ‘test’ for each idea in turn negotiating with the other group members to find an answer which you all agree upon.

You should always bear in mind the strengths and weaknesses of the group members – it is best to choose a project that will focus on strengths rather than weaknesses.

‘The idea test’

Idea...............................................................................................................

What will the project be? (content)

Who will be involved? (people)

When will it take place? (timescale)

Where will it take place? (venue)

How will it take place? (resources)

Do you foresee any problems with this idea?

Is there anything else you need to find out before you can proceed?

Now that you have completed this exercise it is hoped that you will have one project idea that seems to be more appealing/attractive than the others. If you do not, you should revisit the ‘Idea Test’ and ensure that you have answered all of the questions thoroughly. 

It would also be wise at this point to consult your group strengths and weaknesses again.

Activity 4: Planning the project

Now that you have selected a project, you must consider the various jobs that will need to be completed in order to make your project a success.

In your group, consider the various individual jobs that will form part of your project. It is very important that you consider this in detail. Consider the jobs that should be done before, during and after your project takes place in order that nothing is missed or forgotten.

One member of the group should record your ideas in the form of a mind map or a list.

Remember that when completing this exercise, all ideas are accepted. Everyone in the group is allowed to contribute ideas.

Activity 5: Group responsibilities – project task plan
Using the list you composed in Activity 4, you must now divide the jobs up amongst the members of the group in order that all jobs are completed and everyone has a set of jobs for which they are responsible 

It is very important that great care is taken at this stage to ensure that the jobs are allocated taking into account the strengths and preferences of the group members. Group members should also ensure that they negotiate fairly in order that there is a fair distribution of workload.

Each member of the group should complete a plan detailing the following information:

Job

Group member responsible

Detailed job description

Job completion date

A draft plan is available on the next page. 

*It is wise to list the jobs in the order in which they should be completed (remember the before, during and after stages used in Activity 4).

When this activity is complete, all group members should have a shared understanding of which group member/s is/are responsible for each job.

However, group members should remember that they can ask other group members for help with a task but it is ultimately the person named in the job plan who is responsible for ensuring that the job is completed on time.

For a successful project, all group members must take full responsibility for their own jobs.

Job plan
	Job
	Group member responsible
	Detailed job description
	Completion date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Activity 6: Personal development task
You should now have identified the jobs which you, as an individual, are responsible for during the group project. 

You should now refer to the personal targets that you set at the end of Outcome 1.

Using the layout suggested below, identify the tasks which will help you to achieve progress in your personal targets. Take each task for which you are responsible and consider which personal target(s) you can progress through that task.

Remember that the purpose of this unit is to help you to improve your own interpersonal skills by meeting the targets which you set for yourself in Outcome 1.

Personal development plan

	Personal target
	Project task
	How I will achieve the target
	Date target achieved

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Outcome 3

Carry out with others the planned group project.

Performance criteria

(a) Carry out agreed role in the group project.

(b) Complete own identified tasks to enable progress towards achieving personal targets.

(c) Monitor the progress of the group project.

(d) Negotiate appropriate action as a result of this monitoring.

(e) Work co-operatively with others to enable progress throughout the group project.

Tutor notes

The following is a list of possible tasks that the group may be required to complete either before, during or after their event.

Communication
· Write and send letters

· Make telephone calls

· Send faxes

· Send emails

· Write memos

· Complete forms

· Make a speech

· Book transport

· Write a press release

Numeracy
· Work with money – keeping records of income and expenditure

· Carry out a value for money comparison

· Work within a budget

· Work with length, weights or quantities

Problem solving
· Researching facilities in their local area

· Planning a journey

· Who should be contacted regarding the group project and how
· Making informed decisions

· Creating a rota of jobs to be completed

· Conduct a risk assessment

ICT
· Using the internet 

· Sending emails

· Typing letters

· Creating posters/flyers/tickets using desktop publishing

· Take and print photographs 

· Creating invitations/participation certificates

Personal log

As you and your fellow group members work through the group project, you will be required to keep a log/diary of your progress.

Remember also to keep a log of your progress with regard to your personal targets within the ‘Personal target plan’ that you began working on in Outcome 2.

The following log should be completed at the end of each session in order that you might assess your progress in terms of the group project and your progress in working towards achieving your own personal targets.

Name……………………………………………………………………………..
Date…………………
Write a summary below of the work you have completed during this session.

Describe any progress you have made in addressing your personal targets this session.

Date…………………
Write a summary below of the work you have completed during this session.

Describe any progress you have made in addressing your personal targets this session.

Date…………………
Write a summary below of the work you have completed during this session.

Describe any progress you have made in addressing your personal targets this session.

Progress meetings

In order to allow you to monitor the progress of the group project and for everyone to know what is happening, it is important to share information. The easiest way to do this is by holding regular meetings.

The most effective way to do this is by conducting group meetings using an agenda (a list of things to discuss). It is important that one member of the group takes minutes (a short summary of what has been discussed).

It is useful if every group member receives a copy of then minutes so that everyone has a record of any decisions reached and progress made.

Remember that you and your fellow group members are responsible for carrying out the project. 

Therefore, the purpose of your progress meetings is to check that all tasks are being completed as planned and to negotiate appropriate action if they are not. 

It is everyone’s responsibility to ensure that the project succeeds!

Evidence folio

At the end of the project you will be asked to review your own interpersonal skills. In order to help you to do this, it is important to gather a folio of evidence of tasks that you have completed as part of the project that have allowed you to develop your interpersonal skills.

The following is a sample of the types of evidence you may wish to collect. Each of the following will be tasks which you personally have completed.

· Photographs of yourself at work

· Video recordings of yourself at work

· Audio recordings of yourself at work

· Letters

· Memos

· Telephone sheets

· Forms

· Information sheets

· Faxes

· Emails

· Logbook/Diary

· Posters

· Checklist

As you complete one of the tasks above, keep a copy of your work and include it in your evidence folio.

Outcome 4

Review own interpersonal skills on completion of the group project.

Performance criteria

(a) Gather feedback about the effectiveness of own interpersonal skills.
(b) Identify strengths and weaknesses in own interpersonal skills in light of this feedback.

(c) Explain progress made towards achieving personal targets on completion of group project.

(d) Give examples to support this explanation.

(e) Identify areas for further development of interpersonal skills in light of this explanation.

Self review
The following sheet asks you to self-assess your performance in the group project. Try to respond in as much detail as you can. Include examples to support your responses.

Self review
Name............................................................................................................
Project Title..................................................................................................

Date..............................................................................................................
In your own words, describe how your group organised the completion of this project.

In your judgement, what kinds of things did your group do well?

In your judgement, what kinds of things need to be done differently next time?

In the space below, and on additional sheets if necessary, list the names of each member of your group and describe in very specific terms what you consider to be the contribution of each of them to this challenge.

Peer assessment

The following sheet is to be completed by your peers. Choose five people in your group and ask them to complete an assessment of your performance in the group project. This should be done in a constructive manner.

Peer assessment sheet

Name of group member being assessed:

Name of group member undertaking the assessment:

Working in a group

1. Did s/he play an active part in the work of the group?



Yes
No
2. Did s/he pay attention to what others in the group were saying and doing?


Often
Sometimes
Rarely
3. Did s/he ask questions?
Often 
Sometimes
Rarely
4. Did you know when s/he understood or agreed with what was being said or done?
Often
Sometimes
Rarely
5. When s/he disagreed with something, did s/he do it tactfully?

Often 
Sometimes
Rarely
6. Did s/he put forward ideas and arguments clearly?


Often
Sometimes
Rarely

Planning, organising and participating

7. What contribution did s/he make to each of the following activities?
· Setting goals
a lot
a little
not at all

· Looking at options before choosing
a lot
a little
not at all

· A course of action
a lot
a little
not at all

· Changing plans when necessary
a lot
a little
not at all

8. List the main tasks s/he agreed to carry out and underline those which s/he completed by the deadline.

9. In your opinion, what were the main problems s/he experienced in carrying out the tasks and how did s/he tackle them?

Self assessment

In Outcome 1, you used a variety of methods to assess your own interpersonal skills. Now that you have completed the project, it is time to re-assess yourself in order that you can find out how much you have improved.

Remember that if the assessment is to be accurate, you must be honest!

Self review

You identified strengths that you thought would contribute to the group project. Give some examples of how you used these skills. Were they as useful as you anticipated? Give reasons for your answers.

You also identified weaknesses. Do you think that participating in the project improved these as you had hoped? Give reasons for your answers.

Are there any skills or qualities you now know you have that you did not realise you had when you started?

Have you learned any new skills during the activity?

Which aspects of the activities did you enjoy most?

Are there any aspects you did not enjoy? Is yes, give reasons why.

What do you think you have learned from carrying out the group project which will be of benefit to you in the future?

Any other comments?

Signature:

Date:

Group work review

Name:

Working in a group

1. Did you play an active part in the work of the group?

Yes
No
2. Did you pay attention to what others in the group were saying and doing?


Often
Sometimes
Rarely
3. Did you ask questions?
Often 
Sometimes
Rarely
4. Did you always understand or agree with what was being said or done?
Often
Sometimes
Rarely
5. When you disagreed with something, did you do it tactfully?

Often 
Sometimes
Rarely
6. Did you put forward ideas and arguments clearly?


Often
Sometimes
Rarely

Planning, organising and participating

7. What contribution did you make to each of the following activities?
· Setting goals
a lot
a little
not at all

· Looking at options before choosing
a lot
a little
not at all

· A course of action
a lot
a little
not at all

· Changing plans when necessary
a lot
a little
not at all

8. List the main tasks you agreed to carry out and underline those which you completed by the deadline.

9. In your opinion, what were the main problems you experienced in carrying out the tasks and how did you tackle them?

Final review

In Outcome 1 you identified targets for improvement under the following three headings.

· Organisational skills

· Getting on with people

· Knowing yourself/Personal qualities

You must now consider how successful you have been in achieving these targets. In the space below, list your initial targets under each heading and opposite, state how you have progressed in achieving the target and describe your next steps in developing your interpersonal skills.

	Organisational skills target
	How I achieved the target
	My next steps for this target

	
	
	

	
	
	

	
	
	

	Getting on with people
	How I achieved the target
	My next steps for this target

	
	
	

	
	
	

	
	
	

	Knowing yourself/personal qualities
	How I achieved the target
	My next steps for this target

	
	
	

	
	
	

	
	
	


You have now completed this unit. Well done!
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