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•  identify the resources needed including money, people, materials, equipment and

information

•  plan your own work within the team activity

•  meet at agreed times to check that the tasks will be finished by the agreed deadlines

•  revise the plan if it is not working.
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To carry out a team activity you will need to understand the importance of teamwork. Team

members have different roles and responsibilities. You will need to be able to:

•  communicate with other team members using verbal, non-verbal and listening skills

•  understand and work to the team aims

•  support team members by providing helpful feedback

•  know when you or your team need help and how to contact the appropriate person

•  keep team members informed of problems and solutions

•  carry out your team role according to the plan.
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Once an activity is over it is important to look back and decide what went well, what went

badly and why. You will need to understand why it is important to review an activity and

how to do it. If the activity went well, you can use the same methods again. If something

went wrong, what you learn from it can help you improve next time. You will need to be able

to identify:

•  what went well

•  what did not go well

•  how well you carried out your role

•  how well your team members worked as a team

•  how you and your team could have worked together better

•  how teamwork helped in the activity.
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You need to produce a record of a team activity and your involvement. It should include:

•  a short description of the activity

•  a list of the aims

•  a plan for the activity

•  a record of the activity that identifies what you did as well as what other team members did

•  a review of your role in the activity and how well the team worked as a whole.

Pass

To achieve a pass your work must show:

Merit

To achieve a merit your work must show:

Distinction

To achieve a distinction your work must show:

•  a complete record that briefly describes the team activity

and its aims

•  cooperative working with your team to draw up a

realistic plan that includes:

− a list of tasks and who will do them

− realistic deadlines

− resources needed

•  that you can check that the tasks are being completed on

time and the plan is being revised if it is not working

•  a description of what you and other team members did

during the activity and comments on both how well you

worked and how well the team worked.

•  effective planning of your own role to meet agreed

deadlines

•  good use of your communication skills in order to be an

effective team member

•  understanding and explanation of:

− what worked well and what did not

− how well you carried out your role

− how well your team members worked.

•  identification of possible problems with the plan and

work out ways for the team to avoid them

•  effective use of your communication skills  to improve

other team members’ performance

•  identification of the advantages and disadvantages of

working as a team to carry out the activity.
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Wherever possible the work should involve the students in a vocationally relevant activity. It

is possible to run this unit with mixed groups, from different vocational areas. In this case,

the activity, for example a social event for elderly people, might have health and social care

students planning some recreational activities, business students organising finance and fund

raising and hospitality and catering students planning, preparing and delivering refreshments.

Before they start on the planning processes students will need to understand some of the

team roles. They may best do this by looking at teams that exist in different vocational areas.

Whilst students do not need to know or understanding the norming, storming, forming and

performing stages of group activities, it is important for teachers to be aware of the

capabilities of the students and ensure the planned activity is achievable in the time

available. If the activities involve outsiders (for example a children’s party) it is important to

ensure the rights and needs of the outsiders are respected, and that significant outsiders are

involved in the planning process.

Example activities

•  a party for children or elderly people

•  a visit to a theme park

•  producing a display for prospective students

•  fund raising for a charity.
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This unit is assessed by means of evidence in student portfolios.

When grading student evidence you should consider the following general qualities that

distinguish between the three grades:

•  increasing depth and breadth of understanding

•  increasing coherence, comparison and drawing valid conclusions

•  increasing independence and originality.

Students’ contributions will vary and students must keep records of their performance at each

stage of the activity. Teachers can also contribute evidence by providing contemporaneous

notes of observation of an individual’s work. Students will need to know how their

performance will be assessed, and the recording systems that may be used.

The record of the activity does not have to be solely written and may contain a variety of

forms of evidence including annotated photographs, video or audio tape or witness

statements. Where taped material is used, teachers should ensure that the students are able to

describe what evidence the tape is providing and where on the tape it can be found.

If the students are going to present an oral report the assessor will need to make a record of

the oral report using an observation sheet. The oral report could be a presentation that is

observed, taped or put on video. For assessment purposes it will be important that students

have evidence of all their presentation materials and notes for their portfolio.

Students, as a group, will need to analyse the activity, break it down into manageable

sections and allocate individual responsibilities. Having completed this, each student will be

able to define his or her own role and may identify criteria for determining success. The

activity provides good evidence for determining individual performance criteria, for example

‘My contribution will be successful if…’
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The use of team reviews throughout the activity will allow students to generate evidence

towards Communication Key Skills. Observational checks may be appropriate sources of

evidence for recording performance within a discussion situation.

When preparing plans it is good practice to predict problems and establish a strategy for

monitoring them. The group should be encouraged to look at the whole activity and

determine where the most likely problems will occur and how each as a member of the group

will be able to help avoid the problem occurring.

Pass

Choosing an activity

Students should describe in more than three sentences what activity has been chosen. The

description must include the main aims of the activity. Students should indicate how the team

chose the activity.

Producing a plan

Students should indicate individually how the activity was planned. The actual plan included

in the portfolio may be a copy of the agreed plan. The planning information may include lists

of resources and information on costs, people, equipment needed and what tasks are to be

done. Authenticity will come from an identification of the student’s own role.

Carrying out the activity

To document the activity the student should produce a log or diary that clearly indicates the

time scale of the activity, what happened and who carried out each task. At pass the log will

focus very strongly on the role of the student. Contributions from team members should be

identified, but detail is likely to be unclear for activities that do not directly involve the

student.

Reviewing the activity

At pass, any review will be descriptive rather than evaluative. The review will strongly focus

on the student’s work.

Merit

Planning and implementing the activity

In the planning students should show clear evidence of being a team member and recognition

of their role. There will be an individual plan covering the role of the student that links to the

overall plan. This plan will include target dates. Students will show that they have listened to

each other and worked together at resolving differences of ideas and plans. Evidence may

come, for example from the student’s recording of each team member’s preferred choices of

activity and how agreement was reached and/or from teacher observation records. Peer group

assessment may also provide valid evidence.

Reviewing the activity

Students should write a review that clearly states what went well and what did not go well.

They must discuss their contribution, their role, the team role and indicate how well they

worked as a team. The individual review would normally include a reflection on the success

of the individual plan. This section may provide some evidence of helpful feedback to others.
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Distinction

Planning and implementing the activity

Either in the overall planning process or in the individual plan there will be a clear

anticipation of difficulties. Potential problems may have been identified by the student or by

others. Students will reflect on the potential problems and work towards finding solutions.

Possible solutions will be identified and realistic. Clearly unrealistic solutions will have been

rejected. Students should demonstrate fluent communication skills at foundation level.

Whatever role the student undertakes there should be good evidence of the ability to listen

and communicate ideas. Candidate evaluations will be accurate showing both positive and

negative features of the activity.

Reviewing the activity

Students should show more detail in the review. Good evidence for distinction would come

from comments on the planning and preparation process, for example by clearly indicating

how this influenced the way the activity was carried out. Suggestions for improvement in the

evaluation will follow from the evaluation. Students’ effect on the team activity might be

identified by what guidance they gave to the team, how they encouraged other team members

to work together to try and carry out a successful activity.

The language used will demonstrate a clear depth of understanding of the review process.

Students should illustrate their understanding by referring to teamwork and what ways this

helped or hindered the activity. Examples from each stage of the activity should be given to

illustrate the activity events and outcome. It is likely that the student will identify more than

one way in which the activity could have been realistically improved.
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This guidance highlights the most relevant Key Skills opportunities in this unit. It contains

suggestions only. You will need to check that students have produced all the evidence

required to meet part A and part B of the Key Skills specifications. Students may need to

develop additional evidence elsewhere to meet fully the requirements of the Key Skills

specifications.

Guidance is referenced in two ways:

K – keys to attainment

These are Key Skills or aspects of Key Skills which students should achieve as they meet the

vocational requirements of the units. Only part B of the Key Skill is highlighted – you will

need to check that students achieve part A.

S – signposting

These are opportunities that can be incorporated naturally into the learning programme.
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COMMUNICATION, LEVEL 1 Key Skills

Reference

When students are: They should be able to develop the following Key

Skills evidence:

•  working

cooperatively to

draw up a plan

•  completing a record

of the activity,

identifying what

each person did

•  identifying possible

team activities

(depending on the

team activity)

•  identifying

materials to support

the activities

(depending on the

team activity)

C1.1 Take part in a one-to-one discussion and a group

discussion about different, straightforward

subjects.

C1.2 Read and obtain information from two different

types of documents about straightforward

subjects, including at least one image.

C1.3 Write two different types of documents about

straightforward subjects. Include at least one

image in one of the documents.

S

S

S

INFORMATION TECHNOLOGY, LEVEL 1 Key Skills

Reference

When students are: They should be able to develop the following Key

Skills evidence:

•  producing a record

of the team activity

IT1.2 Present information for one purpose. Include at

least one example of text, one example of images

and one example of numbers.

S

There are opportunities to develop IT skills depending on

the team activity chosen. An activity for a group of

people might involve producing invitations and searching

a simple database of possible venues.

WORKING WITH OTHERS, LEVEL 1 Key Skills

Reference

When students are: They should be able to develop the following Key

Skills evidence:

•  producing a record

of a team activity

and their

involvement in it

The activity must include tasks for WO1.1, WO1.2 and

WO1.3.

WO1.1 Confirm what needs to be done to achieve given

objectives, including your responsibilities and

working arrangements..

WO1.2 Work with others achieving the given objectives,

carrying out tasks to meet your responsibilities.

WO1.3 Identify progress and suggest ways of improving

work with others to help achieve given

objectives.

K

K

K
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IMPROVING OWN LEARNING AND PERFORMANCE, LEVEL 1 Key Skills

Reference

When students are: They should be able to develop the following Key

Skills evidence:

•  producing a record

of a team activity

and their

involvement in it

The activity must include tasks for LP1.1, LP1.2 and

LP1.3.

LP1.1 Confirm understanding of your short term

targets, and plan how these will be met, with the

person setting them.

LP1.2 Follow your plan, using support given by others

to help meet targets. Improve your performance

by:

− studying a straightforward subject
− learning through a straightforward activity.

LP1.3 Review your progress and achievements in

meeting targets, with an appropriate person.

K

K

K


