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


Learner name  Paula Matthews		Centre  Craigmarr School	

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

Chosen activity  Running a Fair Trade event for S1 pupils.	

	




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.


Analysis of the factors affecting the activity

The activity I have chosen is the planning and running of a conference for the S1 pupils in my school.  The conference will focus on the subject of Fair Trade and will involve myself as the leader and three other S6 pupils, Matthew, William and Mary. 

The activity will consist of a 'trading game' and a presentation afterwards.  The aim of this game is to introduce some of the problems people face in trying to get a fair deal in the world, while having some fun.  After the game, we will give a presentation on Fair Trade before asking the pupils themselves to think about what they could do in school to promote Fair Trade.

The resources we will need for the game include scissors, compasses, rulers, pencils etc.  In addition to this, we will need to book a suitable venue and make sure that tables and chairs are set out correctly.  We will also need a projector and a laptop for the presentations.

The morning of 10th October has been suggested by the Head Teacher, so all the work has to be done before then.


How the activity could be done

The activity could be done in the school hall.  This would allow us to use the facilities in school such as, ICT equipment, resources could be provided by the school office, or some departments, and we might be able to get help from janitors to set up the hall.  This would also mean the S1 pupils are in a familiar surrounding.

The game operates as follows:

	the pupils will be split into nine countries, 3 developed countries, 3 developing countries and 3 under developed countries
	each country will have a set amount of resources – biased towards the richer countries, but the raw materials (paper) will be spread mainly in the poor countries
	the countries have to trade resources for raw materials in order to cut precise shapes from the paper
	the shapes can deposited in the 'bank' – the country with the most money at the end will be the winner
	the countries will have to deal and trade with each other to be successful
	we will cause frustrations at several points by introducing trade bans, just like in the real world.


After the game, we will explain why it was run the way it was, explaining the inequality in the world and how the powerful countries manipulate trade for their own gain.  This will lead to a presentation about Fair Trade and we will ask the pupils to think about how we might promote Fair Trade in school.
Communicate what has to be achieved to others

I arranged a meeting with William, Matthew and Mary to talk about my initial plan.  We discussed the various parts of the morning and agreed on the structure of the conference.  I suggested that I should type up a sheet with the details of our initial plan and distribute this to the relevant staff.  This meant that we were all involved in the initial planning and agreement was reached as early as possible.


Describe possible risks

The deadline of 10th October means we will have to work quickly and effectively to get the work done in time.  Also, we will have to have a back up plan in case ICT does not work properly.  I know the other three quite well but have never done something like this before, where we all have to rely on each other.  I am not sure how we will react if things go wrong. I will have to ask for advice about any health and safety issues that may need to be considered for the actual conference. We also have our own classwork to keep up to date with and need to balance the two.


Identify own role

My role is mainly managing the whole conference.  I will have to make sure that we communicate well as a team and I will also have to keep the staff up to date with our plans and progress.  I will also liaise with the S1 registration teachers about setting up groups, as they know the pupils quite well.  Finally, I will arrange the booking of the school hall and make sure the ICT resources are arranged in advance.


The role of others

A summary of the others roles is:

	William – he will organise the actual resources for the various groups.  This is because he feels he is a very organised person who likes to make sure that details are correct in the things he takes part in.  He will also liaise with the janitors


	Matthew – he will organise the 'bank' which is an important job to make sure the countries get the correct amount of money for the work they do.  This will be done on a spreadsheet, which Matthew is very comfortable with due to him studying Higher Business Management. 


	Mary – she will organise the presentation about Fair Trade.  Mary has worked in a charity shop as her community involvement this year and has a keen interest in the inequalities experienced by the poorer countries in the world.  She feels strongly about Fair Trade and her passion will come across to the S1 pupils.


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


Learner name  Paula Matthews		Centre  Craigmarr School	

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
Book the school hall.

Speak to S1 Reg' teachers to arrange groups.

Book the ICT equipment (laptop, projector and screen) with the Technician.

Create a planned layout on paper and give to janitor.  Ask if he will be able to help us in setting the hall up in this way.

Generate the spreadsheet for the bank to operate.

Generate a presentation about Fair Trade.


Arrange and sort all of the various resources for each country.



Practice run of what we are going to say to the pupils and make sure the spreadsheet works.

Decide on timeline for the morning.

Booking form.

None.


ICT booking form.


Hall layout plan.



MS Excel software.

MS PowerPoint software.

Scissors, rulers, paper compasses, pencils.

Presentation and spreadsheet.

None.
Paula

Paula


Paula



William




Matthew


Mary



William




All of us



All of us
1st Sept

8th Sept


8th Sept



8th Sept




8th Sept


8th Sept



15th Sept




22nd Sept



22nd Sept



Tasks
Resources
Team member(s)
Deadline
Final meeting with S1 Reg' teachers to confirm the groups and check that everything is in place.

Run the activity.

None.



All resources.
All of us



All of us
28th Sept



10th Oct

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   Paula Matthews		Signature  Paula Matthews	


Team members names	 William Smith		Signature  William Smith	

	 Mary Whyte		Signature  Mary Whyte	

	 Matthew Dorrian		Signature  Matthew Dorrian	










Assessor comments

Paula has been very effective in leading the planning of the trading game.  She has involved group members at every stage, though maintained control over the final decisions.

The plan seems very thorough with good consideration given to the potential problems as well as what is required to make the conference a success.

It is obvious that she has the respect of the rest of the group, and that they understand the difficulties she faces in organising a complex and difficult activity to pull off.

Assessor signature   William Tennant		Date   29th September	



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


Assessor observation checklist

Learner name  Paula Matthews		Centre  Craigmarr School	

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  William Tennant		Date  29th Sept	



Template 2 (a) – Implement the plan


Learner name  Paula Matthews		Centre  Craigmarr School	

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 	15th Sept	

Summary of progress made

Everyone in the group has completed the initial tasks expected by this stage.  The resources for each country have not been finalised yet, but William has arranged with teachers to collect these on the day before the event.  The hall is booked, ICT has been arranged, the spreadsheet has been set up and the janitors have agreed to help set up the hall on the morning of the conference.  Mary showed us her presentation about Fair Trade, which is excellent, and we have agreed to minor changes to make some of the issues more understandable by younger pupils.

Issues needing resolved

We realised that we have no real plan for the actual running of the morning, what we will do when, who will say what, how the pupils will know what to do and so on.

We will also need a template for the pupils to know what the shapes are that they have to cut out from the paper.

The S1 pupils will also need a set of rules to govern the game, with possible sanctions for improper behaviour.

I felt that we need to meet more regularly on an informal basis to keep up to date with the planning









Monitoring 	Midpoint	Final	Date 	15th Sept	

Agreed strategies to resolve issues identified above

I decided that I will generate the rules and templates, as it was my oversight in the first place.  We agreed that Matthew will act solely as the 'Bank Manager' throughout the game, while the rest of us should circulate the hall.

Any improper conduct will be punished by United Nations Sanctions, resulting in loss of funds from the countries bank account.

Mary agreed to add an introduction to her presentation that will allow us to follow a structure for the whole morning.  This will include the way the game operates and the rules.

We agreed to have lunchtime meetings on Tuesday and Thursday each week.



Learner name  Paula Matthews		Centre  Craigmarr School	

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 	2nd October	

Summary of progress made

Our lunchtime meetings have been successful in helping us to keep up to date with progress.  We seem to be almost ready to run with the conference and I have made final checks with the janitor, Head Teacher and office staff that everything is still OK for the morning of 10th October.  The Head Teacher has asked the four of us to go along to assembly next week to explain to the S1 that we will be running the event and to give a brief description of what they will be doing.





Issues needing resolved

I forgot to ask the S1 Reg' teachers if they could divide their classes into groups.  This is a problem as it is not really that easy a job to do and I feel it is too short notice to ask the teachers at this stage.

Matthew has been off school for a few days and we don't know if he will be back before the conference.  Although he has completed the tasks required, his absence could be a problem on the actual morning.




Agreed strategies to resolve issues identified above

We have decided to do a random group setting exercise at the S1 assembly in order to split the pupils into countries – Mr Tennant has agreed to help us.  This should create some fun and anticipation before the conference while solving the problem created by my oversight.

I will contact Matthew and ask him if there's anything specific I need to know about running the bank in case he is not back at school in time.





Template 2 (b) – Implement the plan


Assessor observation checklist

Learner name  Paula Matthews		Centre  Craigmarr School	

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  William Tennant		Date  11th Oct	







Template 3 – Review the experience


Learner name  Paula Matthews		Centre  Craigmarr School	

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.

The conference was great success – the S1 pupils seemed to have a great time, the game worked well and all of our resources were ready on time.  The group worked very well together (Matthew was back at school on time) and running the actual conference was great fun.  I think we all learned a great deal about the amount of planning that has to go into events like this, especially when a few people are involved.  The S1 pupils have decided to run a Fair Trade tuck shop once a month as well, which is great.

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

I think that I carried out my own tasks efficiently and successfully and the conference was a success partly because of this.  In addition, I made sure that we all kept in touch, that everyone was aware of requirements and deadlines and that no work was duplicated. Balancing the overall leadership with my own tasks was difficult, but I have learned a lot about time management through having to do this.

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

The others in the group provided me with some feedback and they all seem positive about my leadership.  All three mentioned that I tried to get their thoughts and opinions and that they valued this.  Mr Tennant seems to agree with this and I am pleased that everyone noticed because it was something that I tried very hard to do.  Mr Tennant also mentioned that although I did seek everyone's opinion, I need to listen a bit more carefully at times when people are explaining issues. 

What conclusions have you reached about yourself as a leader?

I think I have been quite effective as a leader.  I didn't really enjoy feeling under pressure, but was driven on by the thoughts of how good an experience it would be for the S1 pupils. I did enjoy the fact that my fellow group members felt happy to come to me for help – this made me feel that they respected me.  I do need to think about listening carefully though – there were times when people were explaining a problem and I made assumptions that turned out to be wrong.  I think I was fortunate to have three colleagues who were interested in the activity.  Leading it may have been more difficult if the group were less motivated and I need to bear this in mind for the future.  Also, I knew the others beforehand, and this won't always be the case.  Leadership could be very different with a group I don't know so well.


Provide an explanation for the conclusions you have reached.

The fact that the activity was successful was, I think, down to the fact that it was well planned.  I knew it would be important to sort out as many of the issues as soon as possible in case things went wrong and I made sure that I communicated with the whole group as much as possible.  I also got valuable experience in dealing with staff and I think they were surprised sometimes by the level of my planning.  I am aware that the whole group is responsible for the success but do feel that I was leading them rather that just going along.  Although the feeling of being under pressure wasn't very pleasant, I do think that I performed well and that it focussed my mind.



