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Learner folio brief


In this Unit you will be leading the planning and implementation of a group activity.  You will be expected to take responsibility for your own progress throughout this Unit.  However, you may discuss with your tutor the types of activities which may be suitable.  The work you will have to do to complete the Unit falls into three stages:

	lead the planning for an activity
	implementing the plan
	reviewing the experience.


Specific guidance is offered for each of the three stages in the following pages, together with some useful templates to help you complete the necessary tasks.

The method of assessing your work relies upon you gathering a folio of evidence.  This folio will consist of the templates provided, completed with the necessary information, but may also include other materials which support these.  Other materials may include things like:

	records of meetings and discussions

diaries
e-mails
any presentations you may deliver
photographs or videos
BLOGS
feedback from others.

In addition to your own entries in your folio, your tutor will also be asked to comment on your performance. 

Learner guidance


Task 1 – Lead the planning for an activity

	Analyse the factors affecting this activity.  (For example, what is the aim of the activity?  What is required?  Who is involved?  What is to be achieved?  What resources are available?  When does it have to be completed by?)

Describe how it could be done and provide an explanation to support this description.
Communicate what has to be achieved to the others involved in the activity.
Describe possible risks.  (For example, are the resources suitable?  Deadlines realistic?  Health and safety?  Working with new people?  It may not work?)
Identify own role.  (Explain your part in the work.)
Agree, through negotiation, the roles of others taking account of individual strengths and preferences.
	Produce a plan in negotiation with others.

In this part of the Unit, you will have to demonstrate that you have successfully led the group through the planning stage of your chosen activity.

During this planning process there are several things you will have to consider. For example, the following questions may help you with this: 

	what is the aim of the activity?
	who will you be working with?
	what are the skills of your fellow group members?
	how will you divide up the work among the group?
	what resources will you need?
	who can you seek help from?
	what are the deadlines?
	what leadership challenges might you face?
	what risks to the success of the activity can you think of?


In addition to thinking about the practicalities of the activity, an important part of any group task is communication.  It is very important that you consider how the group will keep each other informed about progress.  As the leader, you must make sure you are aware of how everyone is progressing with their own tasks.  It may be helpful to think about methods of doing this at the planning stage.

Template 1 (a) provides a checklist to help you with your planning.

Finally, a detailed plan, listing all of the individual tasks which need to be carried out, together with the required resources, is required.  This will allow you to manage the next stage of the activity more easily.

Template 1 (b) will help you to detail each of the relevant tasks.

Your tutor will also be asked to comment on how well you managed the planning of the activity using Template 1 (c).

Template 1 (a) – Lead the planning for an activity


Learner name 		Centre 	

The checklist below will help you gather the information you need for Task 1 of your folio.

Chosen activity 	

	



I have analysed the factors affecting the activity.



I am able to describe how the activity could be done and explain this description.



I have communicated what needs to be done to others involved in the activity.



I have considered possible risks to the success of the activity.	



I have identified my own role in the activity



I have negotiated and agreed roles and responsibilities with my fellow team members.


I have considered the intended outcomes, resources and timescales.


Use this space (and additional sheets as required) to:

	provide a record of analysing the factors affecting the activity
	describe how the activity could be done (this description must be supported by an explanation)

describe the possible risks.


Template 1 (b) – Lead the planning for an activity


Learner name 		Centre 	

Use this template to list all of the individual tasks (however small or large) that need to be completed in order to ensure the success of the activity.  Set realistic deadlines for each one, to help keep the activity on track, and identify the team member(s) responsible for each task.

Tasks
Resources
Team member(s)
Deadline
















































Declaration

We have discussed and agreed upon this plan, our individual roles in the team and the tasks we will each take responsibility for.

Activity leader name  		Signature 	


Team members names	 		Signature  	

	 		Signature  	

	 		Signature  	










Assessor comments










Assessor signature  		Date  	


Template 1 (c) – Lead the planning for an activity


Assessor observation checklist

Learner name 		Centre 	

Please complete the following checklist to support Task 1 of the learner's folio.


Did the learner	Yes	No (Please tick)

Communicate what had to be done to others.	

Communicate the plan to others.	

Negotiated roles and responsibilities, taking account of strengths and preferences of those in the group.		

Made and accepted suggestions during planning of the activity.	

Adapted approached to the activity in light of suggestions from others.	


Assessor signature 		Date 	




Learner guidance


Task 2 – Implement the plan

	Negotiate procedures for managing the work of the group.

Make and accept suggestions (bounce ideas off others) and adapt your approach accordingly.
Provide support and advice throughout the activity.
Monitor progress.  (How are things going?  Is everything on track?  Are there any problems?)
Deploy strategies to cope with any changes or failures.

In this part of the folio you have to demonstrate that you have led the group in implementing the plan you agreed in Task 1.

A key factor at this stage is that you have agreed working methods and that you monitor how the activity is progressing.  Regardless of how well any activity has been planned, there may be factors outwith your control that affect it's smooth running.

As a leader therefore, you will have to monitor the activity and the progress of the team as a whole.  In order to pass this part of the Unit, you will have to record this monitoring process at two stages; around halfway through the activity and, again, near the end. 

Template 2 (a) will help you to record your monitoring at each of these two stages. 

Your tutor will again be asked to comment on how well you managed the implementation of the plan, using Template 2 (b).

Your tutor will be commenting on how well you were able to:

	negotiate procedures for managing the work of the group
	provide ongoing support and advice to others in the group.


Template 2 (a) – Implement the plan


Learner name 		Centre 	

Use the boxes below to record the two main reviews of the team's progress.  One should be carried out at around the midpoint, while the other should be at a time approaching the final deadline.

Review 1





Monitoring 	Midpoint	Final	Date 	

Summary of progress made











Issues needing resolved











Agreed strategies to resolve issues identified above












Learner name 		Centre 	

Use the boxes below to record the two main reviews of the team's progress.  One should be carried out at around the midpoint, while the other should be at a time approaching the final deadline.

Review 2





Monitoring 	Midpoint	Final	Date 	

Summary of progress made











Issues needing resolved











Agreed strategies to resolve issues identified above












Template 2 (b) – Implement the plan 


Assessor observation checklist

Learner name 		Centre 	

Please complete the following checklist to support Task 2 of the learner's folio.


Did the learner:	Yes	No (Please tick)

Negotiate procedures for managing the work of the group.	

Provide ongoing support and advice to others in the group.	


Assessor signature 		Date 	






Learner guidance


Task 3 – Review the experience

	Review the success, or otherwise, of the activity.  (Did I achieve what I wanted to?  What went well?  What would I do differently?  What was my impact on the work of the team?  How did I cope with difficulties?)

Reach conclusions about what you have learnt about yourself as a leader.  (Was I effective?  Is there anything I would change?  How did others feel I performed?  Is there anything I need to work on?)
Provide an explanation to support your conclusions.

In this final part of the folio, you will be required to review the experience of leading the team through the activity.

It is important to bear in mind that the activity as a whole needn't be a complete success in order for you to learn about leadership.

Quite often, it is when things go wrong that effective leaders really demonstrate their skills and learn most about their own strengths and weaknesses.

In order to carry out a review, it may be useful to ask yourself some searching questions, such as:

	was the activity a success and could it have been any better?
	what could I have done differently?
	how did I cope with difficulties?
	what was my impact on the work of the team?
	was I an effective leader?
	what has influenced my judgment about how effective I was as a leader?
	are there any areas I need to work on to become a more effective leader?
	what did others feel about my performance as a leader?


To help you review the experience, you should seek some feedback from at least one other person – this may be your tutor or a member of the group.  Their views, as well as your own reflections will help you to complete Template 3.


Template 3 – Review the experience


Learner name 		Centre 	

Use the headings below to review the success of the activity and yourself as a leader. Please continue on additional sheets should you require more space.

Please provide a description of how successful the activity was.







How did you contribute to the success of the overall activity.







What feedback have you received from other(s) about your leadership?







What conclusions have you reached about yourself as a leader?







Provide an explanation for the conclusions you have reached.











