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INTRODUCTION
Hello and welcome to ‘Working with Others’.

These notes assume that you know nothing about ‘Working with Others’ or this pack.  They are written as FAQs – frequently asked questions – with answers. 

Q.
I haven’t taught Working with Others before.  Can you explain to me what it involves?

A.
Working with Others is exactly what it says – the skill of working co-operatively with other people.

Working with Others is one of the five Core Skills – the others are Communication, Numeracy, Using IT and Problem Solving.  Like the other four it is offered at four levels – Access 3, Intermediate 1, Intermediate 2 and Higher.

Q.
What do the students do in the Working with Others units?

A.
What the students do to achieve the units is basically the same for all four levels:
· analyse and plan a project or task in groups
· carry out the task or complete the project
· evaluate their contribution and make recommendations for future performance.

At Intermediate 2 and Higher, the analysing and planning become two separate outcomes. Cooperation and negotiation are particularly emphasised at these levels.

Students usually record their own performance in a logbook.  This can be supplemented by tutor checklists and interviews.

Achievement of the unit does not depend on the success of their project: it depends on them completing their log or a record of their efforts.

At Access 3 the tasks should be simple and familiar and students can expect a high level of tutor guidance and support.  Complexity of the assessment task increases and tutor support decreases for Intermediate 2 and Higher.

Q.
What is in this course?

A.
This course contains ‘ice breakers’, a confidence quiz, teaching material, formative exercises, links to websites and suggested summative assessments.  It also contains a logbook for the students to use and a collection of forms that will enable them to track their activity throughout their projects.   

Q.
Was this course written for schools or colleges?

A.
It is intended to be used in both schools and colleges.  It may also be used in learning centres in the community and in workplaces.  That is why you see references to schools/colleges and work/study.
Q.
What can I do to prepare myself for teaching Working with Others?
A.
Read the SQA unit specification for the level of Working with Others you plan to teach.  This should give you an idea of what the SQA expects and what your responsibilities are. It would also be a good idea to read the specifications for the units above and below, as students could achieve at a higher or lower level.

Read through the course and choose the parts you would like to use with your students.


Q.
Tell me a bit more about the course.
A.
Each level starts off with two ‘icebreakers’ to help the students to get to know each other. The first icebreaker usually involves students interviewing each other to find out some basic information such as their favourite food or favourite holiday.  The second icebreaker is usually a bit more inventive and is designed to reveal a little more about their personalities.  For example, at Access 3, students are asked to decided what kind of animal they would like to be and why.

The icebreakers are followed by a few teaching chunks that explore the idea of working together in groups.  The teaching chunks nearly all contain some kind of interactive exercise for the students to complete individually or in groups.  Students are then given a choice of three webquests.  These practice webquests give them an opportunity to work through a project together – they are a ‘dry run’ for the assessment project.  Students are asked to complete ‘selfcheck’ forms which encourage them to record their feelings about the project – how well they did, what they were happy with, and so on.  This gives them practice for writing their logbooks.

After the practice webquests, the students work though more teaching chunks to prepare them for their projects (for example, ‘Finding Information’ and ’Keeping Records’) and they are introduced to the Logbook and the forms that can be printed off.

Finally, they are given a choice of three assessment webquests which they complete in groups.  
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Group work is indicated by this symbol: 



Work students do on their own is indicated by: 




Q.
Tell me more about webquests.
A.
Webquests are structured projects written by tutors for students to complete.  They were invented by Bernie Dodge of San Diego State University and are used extensively in the North American education system.

They all follow roughly the same pattern:

Introduction – which sets the scene for students.

Task – which lets them know exactly what they have to do

Process – which breaks the task down into steps

Resources – which has all of the information the students need to complete the webquest, often including a list of websites.

Q.
Will I need a computer for each student throughout the course?

A.
This course is designed as ‘blended learning’ – students will be expected to spend some time on the computer, and then some time writing, working in groups and researching both in and out of their schools or colleges.

The exact mixture is for the tutor to decide – it will depend on the availability of computers and the needs and skills of the students.

It will be possible to complete the course with minimal computer access by using this pack.

However, for those who would prefer to use computers as much as possible, there are webquests included that rely mostly on Internet research.  Therefore, it is also possible to spend more than half the time on computers if that is what is required.

Where there is an online version of an activity it is indicated by this symbol:
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Q.
Do I have to use all of the material?

A.
You can use as much or as little as you like.  If you already teach Working with Others, you can dip into the course to supplement your own material.

The course is also designed to overlap with several units that have Working with Others embedded within them, namely:
· Local Investigation
· Work Placement
· Investigating Europe
· Enterprise

You can choose from the material to support these units.

Q. 
Any tips on how to pace the material?

A.
For a 36 hour unit, the time should be used roughly as follows:

First 12 hours  
Icebreakers, introductory teaching units and a practice webquest.  If students complete one webquest fairly quickly, they could try another – and even do all three if time allows.

Remaining 24 hours  
Students should work through the teaching chunks to prepare for assessment, complete the assessment webquest (or another project of your choice) and the logbook.  Finally students should retake the confidence quiz.

ACCESS 3
These notes are intended to give you some tips on using the Working with Others course at Access 3 with your students.
Q.
Where do we start?

A.
Let the students read through the first piece of material ‘Working with Others – what’s it all about?’ and offer to answer any questions they have about the course.

The course starts with two ‘icebreakers’ that can help your students get to know each other better and help you to get to know the students.  It is worth using at least one of these.  In the first icebreaker they work in pairs to interview each other and find out some brief details.  They then present their partner orally to the rest of the class.

The other icebreaker is called ‘What kind of animal are you?’  Students choose an animal from a list of suggestions and think about why they would like to be that animal.  They then complete forms – in secret.  Someone reads out all of the results, and the group has to try to guess who each ‘animal’ is.  This gives the students an insight into the personalities in the group.

Q.
What is the confidence quiz?

A.
The confidence quiz consists of 15 questions and it gives the students a chance to assess their level of confidence about working in groups.  It also makes them aware of what is involved in group work.  They get a score out of 45 at the end of the quiz, along with a brief comment on their level of confidence.  The quiz gives the tutor and students an opportunity to discuss any anxieties about group work.

Q.
What comes after the confidence quiz?

A.
There are two chunks of material after the confidence quiz to give the students a flavour of group work:  ‘Working with others or working alone’ looks at the pros and cons of group work and ‘What makes a good team?’ examines the qualities of successful and unsuccessful teams.  Both of these chunks have group and individual exercises built in. Encourage the students to evaluate the activities and to discuss them with you.
Q.
How do I handle the webquests?

A.
The webquests are projects for students where some of the material is online. The students print it off and work on it under your guidance.  For more details about webquests read the introduction to this Tutor Guide.

At this point in the course you have a choice of 3 practice webquests:

Going out with friends
This is the easiest and is recommended as a starter for any students with additional support needs or literacy problems.  It takes the students through the process of organising a night out and hopefully makes them realise that they already have considerable skills in the area of Working with Others.

Money for a good cause
This is useful if you are intending to do a fundraising project with the students as it helps to generate ideas.  It is ‘twinned’ with another webquest later in the course – ‘Fun with Fundraising’, which takes the chosen idea further.

Help! We’re being bullied!
This webquest is based around two case studies – one in a study situation and one in a work situation where the characters are being bullied.  The students have to come up with ideas to help them.

How many practice webquests you do with your students is up to you – and will also depend on the work rate of the students, but as a general rule you should be one-third of the way through your time allocation for the course by the time you have finished your practice webquests.

Q.
What do we do after that?

A.
After the practice webquests you should move on to the further topic chunks, which prepare the students for their final project.  Students should start with ‘Choosing a project’ and work their way through to ‘Filling in your logbook’.  The logbook itself appears at the end of the pack while the Toolkit (Part 21) has stationery that students can use to record activity during their project.
Q.
Tell me about the second group of webquests.

A.
Again, you have a choice of three webquests for students to complete in groups.  These are more complex than the first three and are designed to be the basis of the project your students will complete to achieve their SQA Working with Others unit.  While they are carrying out their project they should also be filling in a logbook – one per student.  You can, of course, use a project of your own choice or pick one from the National Assessment Bank materials.

The webquests are:

Fun with fundraising
This follows on from ‘Money for a Good Cause’ in the first group of webquests.  Students take their fundraising ideas a stage further, develop detailed plans and carry them out, if possible.  The stationery (meeting records, etc) could be used for either a real fundraising event or a simulated exercise.

Welcome pack for a new student
Students make up a welcome pack of informal and chatty leaflets for a student who is new to the school/college and the neighbourhood.  The leaflets cover topics such as catering, leisure facilities, shops nearby, etc.  Students are also expected to talk through their leaflets with the new student (this can be a role play).  This is a good project for those who have limited resources (paper and pen) and who are not allowed to go far from their school or college.


Catering for a VIP
In this project the students make detailed plans to cater for a visitor to their school or college.  It involves snacks, drinks, a lunch and a present, all with a Scottish theme.  The end product could be booklet or ring-binder giving all of the plans, recipes and gift ideas, or if the school/college is actually expecting a visitor, the plan could be put into action.  This webquest includes links to Internet recipe and gift sites and therefore gives practice on use of the Internet.

Q.
How do we finish the unit?

A.
Once the students have finished their final project, they should complete their logbooks and discuss them with you.  At Access 3 it is permissible for you to question them orally to fill in any parts that are not complete.

Once that was been accomplished, all that remains is a second go at the confidence quiz.  If the students have kept their results from their first attempt, they should see quite a difference in their confidence when they take the quiz again.
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