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Level 3

Working with Others

                                        (Group/Team)

PREPARATION  ( Plan -> Do ( Review
       W03.1 Plan work with others

	What is your shared task or activity? (It should be an activity which is substantial enough to require at least two progress checks)

     
	What are the agreed objectives for working together? 

     

	What are your key responsibilities?

     
How and why has the group agreed you should have these responsibilities?
     

	 What are the working arrangements?

Start:    Date:       
             Time:       
Finish:  Date:       
              Time:      
Where will you be working?  

     


	Describe the health and safety issues that should be considered when carrying out your key responsibilities.

     
	
	How will you keep each other informed of progress? (progress should be reviewed on at least two occasions)
     


	
	
	Meeting date:       

	
	
	Meeting date:       

	Attach your own plan that shows what each group member will be responsible for, deadlines for achieving different parts of the activity, resource needs etc.  This may incorporate a Gantt chart, spider diagram, calendar or other format.



	“I confirm that the candidate has planned work with others, agreeing objectives, responsibilities and working arrangements.”


	Witness/assessor (signature):       
(e.g. tutor, supervisor, course leader)
	Date:       


	Candidate Name:       
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W03.2 Work towards agreed objectives

	What resources did you use and how did you obtain them? 

     
How did you make the best use of your, and other people’s, time? 
     

	
	How did you organise your work to meet your deadlines and responsibilities and achieve the desired quality? 
     


	     


	Give a specific example of what you did to develop co-operation? (offering help, suggesting extra meetings, inviting others to help you,  sharing decisions) 
     
Describe any conflicts that arose and your role in resolving them?
     


	Note here the location of the minutes of your team meetings ​​​​​​​​​​     
How did these meetings help your group to achieve your shared objectives?
     


	“I confirm that the candidate has carried out the tasks to meet their responsibilities and has sought to establish and maintain co-operative working relationships agreeing changes to achieve agreed objectives” 

	Witness/assessor (signature):       
(e.g. tutor, supervisor, course leader)

	Date:       


	Candidate Name:       
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       W03.3 Review work with others

	To what extent was your work with others successful?

     
To what extent were each of the objectives that you agreed at the outset met?

     


	How did your own contributions influence the outcomes?

     
What other factors contributed to the success of the group work

     


	

	How do you think your own working with others could be improved in the future? (Include task organisation and  interpersonal skills eg listening, giving support, anticipating the needs of others)

     


	“I confirm that the candidate has carried out the tasks to meet their responsibilities and has reviewed work with others and agreed ways of improving collaborative work in the future.”

	Witness/assessor (signature):       
(e.g. tutor, supervisor, course leader)


	Date:       


	Candidate Name:       
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