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PART 1

‘Working with Others’ – what’s it all about?

If you haven’t studied a unit with this name before, you 

might have a few questions.  Hopefully we can provide 

some of the answers:

Q.
I haven’t done a course called ‘Working with Others’ before.  What does it cover?

A.
That’s an easy one.  Working with Others involves exactly what the title says – working with other people in teams or groups.  If you can work well in a team, you have a valuable skill that you can use in all areas of your life.  This course will help you to improve your teamwork skills in different settings – for your studies, for your job (or future jobs) and for your leisure time.

Q.
What sort of things will I be doing on this course?

A.
You’ll be doing a lot of small tasks leading up to a big project that you will plan and complete with your group.  If you have a look at the contents page for the course you will get an idea of the sort of things the course covers.  

· You start off with ice-breakers and introductory exercises about group work.
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You then try a mini-project with your group.  You will get a choice of three of these.  

Group work is indicated by this symbol:


Work you do on your own is shown by: 



· You find out a bit more about planning and carrying out projects before you decide together on your big project.

· You carry out your project with your group and complete your paperwork (called a logbook).
Q.
We have started working with printed handouts.  Will we also be working on computers some of the time?

A.
Yes.  You’ll be able to complete some tasks and exercises on the computer, but for a lot of the time you’ll be away from the 


computer talking to other students and your tutor.  The course is about Working with Others not Working with Computers!
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But there is also an electronic version of this course, and your tutor might choose to go between the online course and the paper pack. Where there is an online version of an activity it is indicated by this symbol:

Most students will be doing this course in groups in a school or college.  It’s also possible for individual students to do the course in a community centre, learning base or in their employer’s premises.  There needs to be a minimum of three students taking the course at the same time.  You can keep in touch with each other and your tutor by e-mail.

Q.
What will I have to do to pass the course?

A.
Two things:

· take part in a team project and do your best to complete your tasks

· keep notes in a logbook about how you planned the project, how you carried it out and how you feel about the results.  


There are plenty of practice exercises in the course to help you with both of these, and your tutor will be around to answer questions.

Good luck with the course, and enjoy yourself!

PART 2
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Icebreaker – Interview your Partner 
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It is good to get to know the people you’re going to be working with.  Even if you know them quite well, it is interesting to find out a bit more about them.

This is an exercise for the whole class to do.  You’ll need to split into pairs.  If there’s an odd number, have a ‘three’.

Ask your partner(s) the following questions and write down the answers.

1. Their name – if you don’t already know it.

2. Their favourite food, or meal.

3. Their favourite TV programme.

4. Their favourite singer or band.

Then, everyone in the class should present their partner to the group – reading out the information they have written down.

By the time this exercise is finished, everyone should know a bit more about the other members of the group – you may find you have something in common that you didn’t know about.

PART 3

What kind of animal are you?

This unit is all about working in a team – that’s why it’s called ‘Working with Others’.

While you’re reading this, you may be with other students you already know quite well, or today might be the first time you have met them.  You could even be working in a centre by yourself, communicating by e-mail.
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Whatever your circumstances, you’re about to try an exercise that is designed to help you get to know your fellow students a bit better – and you might even find out a bit about yourself.
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	Different animals


There are many different animals in the world and they all have different qualities and habits.  Some are domesticated and live with people.  Some live in groups or flocks.  Some are fierce and independent.  Some are so shy we rarely see them – we just know that they exist.

In groups of four to six students, talk about different animals and the way they live.  Think of words to describe them.

But don’t tell anyone what your favourite animal is yet! 
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	Different animals 


Do this activity by yourself.

From the list below, choose an animal you admire (or think of another one yourself).  

dog
tiger

cat
lion

rabbit
dolphin

hamster
otter

guinea pig
eagle

fish
giraffe

robin
zebra

cow
snake

sheep
buffalo

horse
gorilla

pig
deer

chicken
monkey

Using the form on the next page write in three reasons why you admire that animal.  

Write down your answer but don’t show it to anyone else yet.
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	This activity is available online.


Different animals

Write your answers in the spaces below.
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I would like to be a 

because:
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1.
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2.
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As each person completes his or her sheet, they should fold it over twice and place it on a table.

One person should read out the sheets one by one, and everyone in the group should try to guess who the ‘animals’ are.  

You may be surprised at how some people see themselves.  And you might also be amazed at what other people think of you!
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	Different animals – Evaluation 


Write the answers to the following questions in the boxes provided.

What did you learn about yourself?

What did you learn about other members of the group?

What did you learn about how others see you?

PART 4

Confidence Quiz

You may already have worked with other people on a range of projects in school or college.  You may have a job where you have to work with people in teams.  If you’ve worked with other people often, you’ll have a pretty good idea about what it involves and whether you enjoy it or not.  

Even if you haven’t worked with other people formally on projects or at work, you’ve probably done more than you realise in an informal way.  You’ll have made decisions and plans with your family and friends about everyday things like chores, budgets and holidays.

This quiz is designed to make you think about what it means to work with other people and help you to identify your strengths and weaknesses.

Give honest answers.  You’ll be taking the quiz again at the end of the unit and if you say you’re good at everything just now, you won’t leave yourself any room for improvement.

Don’t be too hard on yourself either – there are bound to be some things you are good at.
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Confidence quiz
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Tick one of the boxes in answer to these fifteen statements:

1. I am good at coming up with ideas.

[image: image49.wmf][image: image50.wmf][image: image51.wmf]

always
sometimes
not often

2. I get on well with other people. 
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always
sometimes
not often

3. I am able to talk to people I don’t know.



always
sometimes
not often

4. I can be the leader if the task suits me.



always
sometimes
not often

5. I don’t mind if I don’t get my own way all the time.



always
sometimes
not often

6. I don’t mind receiving feedback on my work.



always
sometimes
not often

7. I like taking responsibility.



always
sometimes
not often

8.
I am good at keeping accurate records.



always
sometimes
not often

9.
I ask for help when I need it.



always
sometimes
not often

10.
I am interested in what other people think about things.



always
sometimes
not often

11.
I can gather information from a range of sources.



always
sometimes
not often

12.
I am good at organising and making plans.



always
sometimes
not often

13.
I can change my plans if things don’t work out.



always
sometimes
not often

14.
I am good at keeping to time deadlines.



always
sometimes
not often

15.
I finish the projects I start.



always
sometimes
not often

	[image: image5.png]



	This activity is available online.


Confidence quiz – Feedback
Thank you for answering the 15 questions.  Keep the quiz results in your file for the course and show it to your tutor – you can discuss your strengths and weaknesses and make plans to improve in some areas.

You can show it to some of the people in your group if you wish, but you don’t have to.

Score yourself as follows: 3 for ‘always’, 2 for ‘sometimes’, 1 for ‘not often’.

This will give you a total score out of 45.  Look at the table below to see what your score means.

Score
Meaning

	Over 40
	Supremely confident, but watch you don’t upset other people.

	31–40
	Very confident, but still a few areas to work on.

	21–30
	Confidence average.  You’ll get a lot out of this course.

	15–20
	You have a lot of potential for improvement.  Perhaps you are bit shy.

	Less than 15


	You didn’t answer all of the questions!




Remember to keep your quiz results in a safe place – you’ll be doing the quiz again at the end of the course.

PART 5

Working with Others or Working Alone

Which is better – working by yourself or working with other people?

Some people like being on their own a lot of the time and others prefer to be part of a team or group.


If you are trying to get some work done, it can be handy to have other people around to help.  Sometimes, however, it isn’t very successful – having more people just seems to make things take longer.

Think about what you are involved in – at work, in school or college, at home or in your leisure time.

On the next page there is a table for you to fill in about things you do and whether you like to do them with others or by yourself.
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	By myself or with others


Fill in the table below by yourself.  Think about:

· things you do

· whether you do them alone or with other people

· why you like it that way.

The first five activities have been written in for you.  Think of another five yourself and write them in the box below.
	Activity
	By myself or with others
	Why?

	Doing washing up.
	
	

	Painting a picture.
	
	

	Doing homework.
	
	

	Taking five children on a trip.
	
	

	Redecorating the living room.
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



This quiz is available online in an interactive format.
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	By myself or with others


Now get together in groups and discuss the tables you have filled in.
Talk about the following, then list your answers in the boxes below.

What types of activities are better done by one person?  Why?

What types of activities are better done in a group?  Why?

Compare your answers with the tutor’s answers on the next page.

Tutor’s answers 

What types of activities are better done by one person?  Why?

Anything that has to be done quickly and doesn’t need a lot of discussion or decisions.

Anything where the particular talents of one person are required – for example, writing music.

Anything that can’t be broken down into smaller tasks – for example, giving someone a haircut.

Anything that uses equipment designed for one person – for example, driving a car.

Anything where tact and sensitivity is needed – for example, giving someone bad news.

What types of activities are better done in a group?  Why?

Anything requiring a wide range of talents – for example, organising a campaign to raise money.

Anything where there is a lot to be done at one time – for example, serving a meal to 150 people.

Anything that can easily be broken down into smaller tasks.

Anything that would be dangerous if done by one person – for example, supervising 10 children for the day.

Anything that hasn’t been done before – you need a lot of ideas.
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	Working with others or working alone? 


Try this activity by yourself.

Working on your own does have some advantages.  
Can you think of any? 
Write them in the box below.

Compare your answers with the tutor’s answers on the next page.

Tutor’s answers

What are the advantages of working alone?

You can work as quickly or as slowly as you like.

You get all the praise for what you achieve.

You have no disagreements or arguments.

You can be creative.

You can work in a way that suits you.

You can take all of the decisions.
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	Working with others or working alone?


Now try this question by yourself.

Working in a group also has some advantages.  Can you think of any?

Write your answer in the box below:

Compare your answers with the tutor’s answers on the next page.

Tutor’s answers 

What are the advantages of working in a group?

You can spread out the work.

You can get the work done more quickly.

If things go wrong you share responsibility.

It can be more fun with company.

A group of people may have more talents between them – and the results will be bigger and better.

You can bounce ideas off each other.
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	Individual or group: 
advantages and disadvantages


Now try this activity to see which way is more successful.
Split your group into half.  Half of the group should work together, the other half should work individually.

Choose one of the following tasks:

1. Write a letter to your local council about the amount of litter in your neighbourhood or the condition of the roads.

2. Draw a poster to advertise a karaoke night for charity.

The students working as a small group and the students working on their own should both do the same task.
Once everyone has finished, get together to compare results and discuss which way seemed to be more successful.

Working with Others or Working Alone
Summary

There are advantages and disadvantages to both working alone and working with others.  

When you are given something to do and you have the choice to work alone or work with others, you should think about the:

· type of task

· talents of the possible group members

· timescale

· possibility of breaking the task down into smaller tasks.

You should then be able to decide whether to work alone or with others.

PART 6
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	What makes a good team?


Equipment warning!  You are going to need a tape recorder or video recorder later in this section – it might be best if you find one now.

Look at the list of jobs below and decide who works in a team and who doesn’t.  If you think a chef works in a team, write the word ‘chef’ in the box on the left.  If you think a chef doesn’t work in a team, write the word ‘chef’ in the box on the right.

soldier
chef
shop assistant
teacher
doctor

bin man
footballer
fireman
carpenter
musician

policeman
nurse
office worker
vet
scientist

hairdresser
electrician

Works in a team
Doesn’t work in a team


That was a trick question!  They all work in a team for a least part of their working week.  
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	This activity is available online.
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	Successful teams and unsuccessful teams


Working in teams is very common nowadays.  Employers think it is the best way for people to share ideas, communicate with each other and work more efficiently.  Even people who work on their own most of the time will come together with others once in a while to make plans, decide on targets and share ideas.  

Think about a team you have worked in or watched recently and answer the following questions.

Can’t think of a team?  Think about your studies, your leisure time (hobbies and sports) and your job, if you have one.  You are bound to be in a team or group somewhere.

Write short answers and talk about them with the other members of your group.  

Team

Did the team members work together successfully?

If the answer is yes, how did they manage it?

If they didn’t, what went wrong?

Compare your answers with the tutor’s answers on the next page.

Tutor’s answers 

Successful teams and unsuccessful teams

You might have come up with some of the following comments.  You might have come up with some others that will also be correct.  Show your lists to your tutor and discuss them.

Successful teams:

· have shared goals

· make decisions together

· trust each other

· discuss problems openly

· value each other’s ideas

· have leaders who encourage – they don’t dominate.

Unsuccessful teams

· don’t have clear team goals

· can’t make plans

· criticise each other

· don’t communicate well

· gossip and quarrel

· can’t organise tasks – no leader or too many leaders.

So what makes a good team?

When you discussed your answers, you probably found that it was easy to give reasons why teams fail, but not so easy to pinpoint why they succeed.  Good teams can make success look easy, like ice-skaters or footballers who are having a good day and performing well.

When teams fail, there can be many reasons.  Sometimes the reasons can be beyond the team’s control.  For example, people who work in the tourist industry in Scotland work very hard, but are sometimes defeated by the weather.

Often, though, the reasons for failure lie within the team itself.  Sometimes there is the wrong mix of personalities – too many people wanting to lead or no-one wanting to lead.

Playing roles
For a team to be successful every member in the team has to have a role, just like actors having roles in a play.  For a group or team, the roles are not about the tasks they complete – they are more about the way the group members behave.  Team members don’t sit down and agree on roles like these.  Somehow the roles just emerge as the team starts work.  

There are many different labels for the roles in teams.  Seven are described below.


Leader
Makes sure everyone is included.  

Draws people out.

Is a good judge of people.


Ideas person

Is creative and has a good imagination.  

Comes up with good ideas.

Information gatherer

Good at finding things out and contacting other people on behalf of the group.

Team worker

Able to listen, be sensitive to people’s feelings, build bridges between people and fill gaps.

Critic

Can spot problems and snags.  Looks at things from every angle. 
Finisher

Makes sure that everyone keeps to deadlines and finishes what they start.

Joker

Can lift morale and keep the atmosphere light by clowning and telling jokes.

Sometimes people take on more than one role, especially if the group is small.  But nobody should get away with being the joker all of the time!
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	What we do at the weekend


Try the following team task to see how you manage to divide up the jobs and take on roles.

Using a tape recorder, make a short broadcast about what you usually do at the weekend.  Imagine that it is going to be sent to a school or college in England.  Their students are interested to know what life is like for you. Divide up the tasks as follows:

Writer(s)

Make notes about what everyone does at the weekend (a few paragraphs).

Editor

Check the notes over to make sure that the content will be interesting for the English listeners.

Reader(s)

Read the notes into the tape recorder.

Sound engineer

Operate the tape recorder.

What we do at the weekend - Evaluation
Have you finished making your recording for the English school or college? How did it go?

As a group, think about the following questions and discuss your answers with your tutor:

· How easy was it to divide up the tasks? (writers, readers, editor and sound engineer)

· Can you identify the roles you took on? (leader, team worker, critic, joker, etc.)  If your group was quite small, you probably had more than one role each.

If you managed to divide up the tasks and spread out the roles you are well on your way to making a good team.

Well done!

PART 7

Webquest 1 – Going Out with Friends

Going out together can be great fun, but sometimes it takes ages to get organised.  Just when you think that everyone has agreed, someone changes their mind, or thinks of somewhere else to go, and the discussion starts all over again.  


Then things can go wrong on the day.  People turn up at the wrong place or at the wrong time.  But when it all goes right, it’s worth it!

Task

Imagine that you and your friends have decided that you would like to go out and do something together for a few hours next week. 
You have to decide what you would like to do and which day would suit everyone.

Get together in groups of four to six people and come up with an idea and a plan for a fun activity.

Process

Here is a list of things to do.
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	Step 1

On your own:


· You have to think about when you are going to be free next week as you can’t be in two places at once!

· Fill in the activity chart for next week (see ‘Resources’ below) – there are spaces for the afternoons and evenings from Monday to Sunday.  

· Think about all of the things you do already and fill them in, for example, sports, hobbies, clubs, chores at home, homework and babysitting  This will let you know what time you have free to be with your friends.

	[image: image16.png]



	Step 2

On your own:


· Make a list of the things you would like to do with your friends.  You can think of things you have already done together or put down something more unusual.  

· Try to think of at least five activities. 

· Put your favourites at the top of the list.
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	Step 3

As a group:


· Look at the activity charts that everyone has filled in and find out when you have free time to be together.  

· If there doesn’t seem to be a time when everyone is free, you are going to have to negotiate – someone will have to give up something they already had planned.
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	Step 4

As a group:


· Now look at the lists you made of what you would like to do.   See what everyone’s favourites are – hopefully some of them will overlap.  

· Keep talking until you decide what you would all like to do. 

· If you can’t get everyone to agree, you may have to take a vote.
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	Step 5

As a group:


· Work out some of the details:

–  where to meet?



–  what time?



–  best transport for everyone?



–  how much money to bring for admission and snacks?

If you haven’t got all of the information you need in order to make your decision, you may have to think where to get it.  You could try asking your tutor or other people, phoning up or going on the Internet.
Make a note of what you have decided.  Sometimes people forget and turn up on the wrong day or at the wrong time.  Fill in the reminder note – see ‘Resources’.
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	Step 6

On your own:


Think over what you’ve done – by yourself and in the group.  Fill in the selfcheck sheet – see ‘Resources’.

Step 7 
Give yourself a pat on the back! Give each other a pat on the back!

Step 8
Speak to your tutor about how you feel you managed with this activity.

Resources

To work out what you are doing next week you will need to print off an activity chart – one for each person.

It’s on page 32.
To give everyone a reminder of what was agreed you will need to print off a reminder note – one for each person.

It’s on page 33.
To record how you felt about doing this activity you will need to print off a selfcheck sheet – one for each person. 
It’s on page 34.
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	This activity is available online.


Activity chart
Fill this in to find out how much free time you are going to have next week.

Write down everything you already have planned – hobbies, sports, chores, homework, family activities and so on.

Name
Week beginning Monday

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday     
	Saturday
	Sunday

	Afternoon
	
	
	
	
	
	
	

	Evening
	
	
	
	
	
	
	


Reminder note

Group names:

We have agreed to go to:

on:

 (date)

at:

 (time)

We are meeting at: 

(place)

Remember to bring: 



(equipment/clothes)

Money needed:

If you can’t come or if you change your mind, telephone:


(name) on (number)


Selfcheck sheet

After you have completed this task, fill in this sheet to record how you felt about it.

Activities you did by yourself (filling in your chart, making a list)

I felt happy about:


because:


I felt less happy about:


because:


Activities you did in a group (deciding on where and when to go, making a plan)

I felt happy about:


because:


I felt less happy about:


because:


PART 8

Webquest 1 - Money for a Good Cause

Imagine that one of your group has a friend or relative who has recently recovered from an illness.  If you ask in the group, it is likely that this will be true for somebody.  
As a group you would like to raise some money to give to a charity connected with the illness.  You could make things to sell or provide a service that people would want to pay for.

Task

As individuals, think of some good ideas for fundraising.

As a group, choose the best ones.

You will be restricted to things you could sell or services you could perform in half a day, but you would expect to spend some time preparing before that.

Your task for this activity is just to come up with ideas and select some good ones.  You are not expected to carry them out – yet!

Process
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	Step 1

On your own:


· Fill in the fundraising ideas sheet..
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	Step 2

As a group:


· Look at everyone’s sheets and discuss them. 

· Choose the two best ideas for something to sell, and the two best ideas for a service to provide.

Remember – you should be choosing the ideas that are likely to make the most money for your good cause.  They might not be the same as the ones that would be fun for you to carry out.
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	Step 3

As a group:


· Keep these four ideas in a safe place.  

· You can either give someone the responsibility for looking after them or get everyone to make a copy.  You might need them for another activity later.
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	Step 4

On your own:


· Print off a copy of the selfcheck sheet to record how you felt about doing this task.  

· Fill it in.
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	Step 5

As a group:


· Talk over the task and selfcheck sheets with your tutor.

Resources

Fundraising ideas sheet – on page 37.

Selfcheck sheet – on page 38.

Fundraising ideas sheet

Name___________________________________

Use this table to fill in things you could sell for money, where you could make them and who might buy them.

	Things to sell


	Where to make them
	Who might buy them

	fairy cakes


	in my kitchen
	my friends

	
	
	

	
	
	


Use this table to fill in things you could do for money – chores or services people would be willing to pay for.

	Services to offer


	Where to offer them
	Who might pay

	wash cars


	our car park
	staff and the public

	
	
	

	
	
	


Selfcheck sheet
After you have completed this task, fill in this sheet to record how you felt about it.

Name

Activities you did by yourself (coming up with three ideas for products and services)

I felt happy about:


because:


I felt less happy about:


because:


Activities you did in a group (deciding on the best ideas)

I felt happy about:


because:


I felt less happy about:


because:


PART 9

Webquest 1 – Help! We’re being Bullied!

Being bullied is a frightening experience.  It can make people feel very sad and depressed.  It affects their health and their work.  Sometimes they just don’t know where to turn.  

Read about two people who are having a difficult time.

Task

Sharon and Ryan are being bullied in different ways.  As a group, you will be reading their stories, discussing the options and coming up with a plan for each of them.  



Process
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	Step 1

On your own:


· Read Sharon’s story, on page 41.
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	Step 2

On your own:


· Think about who could help Sharon and what Sharon could do to help herself.  

· Complete the worksheet on page 43.
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	Step 3

As a group:


· Listen to and discuss everyone’s ideas.  

· Come up with a group plan to help Sharon.

Step 4 

· Repeat Steps 1 to 3 for Ryan.  

· His story is on page 42 and the accompanying worksheet is on page 44.

Step 5
· Fill in the selfcheck evaluation sheet on page 45. 

Sharon’s story

Sharon has been quite happy at high school for the last few years. She is quite shy, and doesn’t make new friends easily, but she gets on well with the few close friends she had from primary school.  

It all started to go wrong when a new girl, Katie, joined the school.  Katie was quite friendly to Sharon at first, but now she seems to have stolen Sharon’s friends and Sharon is very miserable. 

Katie and Sharon’s old friends don’t speak to Sharon any more, except to call her names and laugh at her.  She is left on her own at break times and isn’t included in any of their plans for after school.

Katie has now started asking her for money and makeup, and Sharon is wondering what will happen next.

One glimmer of light for Sharon – an old friend, Lindsay, still smiles at her sometimes if she meets her without Katie being there.  Sharon wonders if she might be feeling guilty.

Ryan’s story
Ryan is really pleased to get a part-time job in the supermarket as his family are not well off and they welcome the extra money.

He quite likes the work and he tries his best to do a good job.  

One of the other employees, Johnnie, is a bit of comedian and keeps everyone entertained by playing practical jokes.  Like everyone else, Ryan enjoys the good side of Johnnie, but he doesn’t like Johnnie’s bad side.

Johnnie can be very lazy and tries to get everyone else to do his work for him, especially Ryan.  He can also be quite vicious, and will threaten to ‘thump’ his workmates if he doesn’t get his own way.

Johnnie was told to put a lot of food away in the freezers.  He didn’t bother, the food melted and it had to be thrown way.  The boss was very angry.

Johnnie tried to blame it on Ryan.  He said that Ryan volunteered to put the food away so he went to serve customers instead.  He is threatening to get Ryan outside after work if Ryan says anything different.

Ryan doesn’t want to lose his job or get beaten up by Johnnie.

Help for Sharon who is being bullied at school
Name ______________________________________________

Read Sharon’s story and think what could be done to help her.

Think of three people who could help her and what they could do.  They could be people inside or outside the school. Write their names in the box below.


1.



2.




3.



What could Sharon do to help herself?



Help for Ryan who is being bullied at work
Name ________________________________________________

Read Ryan’s story and think what could be done to help him.

Think of three people who could help him and what they could do.  They could be people inside or outside the supermarket. Write their names in the box below.


1.



2.




3.



What could Ryan do to help himself?



Selfcheck evaluation sheet

Name ________________________________________________

Sharon’s story

Were you happy with the plan that the group decided on for Sharon?  Give some details.



What did you feel about your suggestions?  What did others students say about them?



Ryan’s story

Were you happy with the plan that the group decided on for Ryan?  Give some details. 



What did you feel about your suggestions?  What did others students say about them?


PART 10

Choosing and Shaping a Project

To achieve this unit, you will have to complete a project in a group, and keep a logbook recording your progress.  Your tutor may already have helped you to decide on a project, especially if you are taking another unit that overlaps with Working with Others.

If you haven’t chosen a project yet, it’s now time to decide.  Choosing a project can be exciting, but finding one that suits everyone in the group can sometimes be hard.  There are many things you will have to consider. Sometimes, you think you have found a good idea for a project, but you hit some snags when you start work.

Here is a list of some hints to help you to choose a suitable project and avoid the snags.

Interests


· As a group, discuss what interests you have.  Think about your studies, your jobs (if you work) and your hobbies.  

· Look in today’s newspapers and see what is happening in the world.  Make a list of your interests.  You will probably find that it’s a long list.  

· The hard part might be finding something that everyone is interested in.

Talents and skills


· What are you good at?  Telling jokes, fixing things, making things, cleaning cars, housework or keeping children amused?

· Make a list of the talents of all of the group members.

· Think about the talents and skills you will need for the project you want to try.  Will you be able to manage it?

Time

· How much time do you have to spend on your project in college or school?

· Will you be able to manage to complete your project in the time you have? 

· If not, could it be scaled down a bit?

· Will you need to meet up with other students outside school or college hours? 

Equipment

· What pieces of equipment will you need to carry out this project?  For example, if you were going to make a video, you would need a video camera.  

· Will you be able to get one?

Materials

· What other supplies will you need to carry out your project?  You will need stationery (paper, pens, etc.) to keep records for whatever project you choose.  

· Think about other things you might need, especially if your project involves making things to sell.

Travel
· Will you need to travel to carry out this project?  

· Will you have the time and permission to travel?  

· Will it be expensive?

Cost

· Will your project be expensive?  

· Will you be able to get any money from your school or college?  If you are making things to sell, you will have to ensure that they don’t cost too much to make.

Help

· Will you need extra people to help with this project? 

· If so, will you be able to find them?

Premises 

· Do you have a suitable room or rooms for your project?

· Will you be able to get in when you need to?  

· Can you store your materials?  

· If you are having an event like a sale or a concert, will you be able to book for the day you want?

Communication

· Will you find it easy to keep in touch with each other about the project and contact anyone else you need to speak to?  

· Will you have meetings or use e-mail/ telephone? (This is especially important for students who are not members of a class group.)

Choosing your project – checklist 
Project suggestion

If you can answer yes to all or nearly all of the questions below, your project idea is probably a good one.

Are we all interested in this project?
YES/NO

Do we have the skills and talents to carry it out?
YES/NO

Will we be able to finish it in time?
YES/NO

Will we be able to get the equipment we need?
YES/NO

Will we be able to get the materials we need?
YES/NO

If we need to travel, do we have time/permission?
YES/NO

Do we have the money to meet any costs?
YES/NO

Do we have the premises (room or rooms) for our 

project?
YES/NO

Do we need extra help and can we get it?
YES/NO

Will we manage to keep in touch with each other?
YES/NO
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