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= Literacy - Senior Workbook/text 2ed & Activities skills booklet
Lit-Senior also available as an e-version (2019)
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Advice to students

= Use this resource to gain and
develop skills to assist your personal
development.

= Pay particular attention to words
and terms that are bolded. Ask your
teacher to clarify these.

= Complete the tasks in the spaces
and pages provided. Use the self-
reflections as part of your self-
evaluation.

= You will also need to maintain your
own work folio to complete some
tasks, as well as other tasks given to
you by your teacher.

= You will need to collect and keep
an evidence portfolio with copies of
resources, handouts and evidence of
you applying personal development
skills.

= You might be directed to complete
some or even all of the assessment
tasks listed opposite. The order of
these assessment tasks might also be
changed.

= Throughout this workbook there are a
number of quick-reference Personal
Development Superskills. Use the
table opposite to locate these.

= Your Personal Development
Activities Portfolio and the Personal
Development Activity
Planner: Foundation will
complement and extend
your skills and knowledge.

Activity Fionnen

For a better way
to pla!!wr PDS

activities and
ek
userthe Pgrsonal
ngel_opp'nent
Foundation Activit
Planner? —

PERSONAL DEVELCIPMENT|

Assessment Tasks

Unit 1

AT1 Making a Change......ccceeeeveeueneee 42-43
AT2 Personal Development in Action.58-59
AT3 PDS Team Activity ...cceceeeeveeeeunenne 80-83
AT4 Action Stations................ .100
Unit 2

AT1 My Community ‘Map’............ 120-121

AT2 PDS Community Activity........ 150-151
AT3 Investigating a

Community IssU€ .cceeveeeruencnnne 172-173
AT4 Dealing with a
Community Problem............... 192-193

Personal Development Superskills

2.01 Goal-Setting Process ......ccocevvurvcrerurcnnncn. 26
2.04 Planning timeframes 29
2.05 Timelines 30
3.03 PODR Planning Process ......cceeceveeeueennees 48
4.09 PDS Activity: Demonstrating knowledge......70
5.03 Analysing an issue 88
5.06 Effective brainstorming.......ceceececeeeeeeeene 91
5.07 IASM problem-solving process ............. 92
5.11 Effective teams 96
5.14 8 Tips For Effective Teams.........ccccurueeee. 99
7.11 Activity Brief 134
7.12 PODR Brainstorm 135
7.13 PODR Activity Planner................. 136-139
7.18 Activity TEMP-O 141
7.19 To-do list 142
7.21 Rosters 144
7.24 Event doing planner .......vvcniccnnnene 147
7.25 PDS Activity Review ...iccnee 148-149
8.12 The communication process........oeueuenes 165
8.16 Presentation tips 169
9.03 A ‘what’ problem 178
9.04 A ‘how’ problem 179
9.06 Drilling-down 181

Activities | am required to organise and participate in for Personal Development Skills Foundation:
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Personal Development

Contents

1.01 Introduction 2 1.15 Health and Wellbeing
1.03 You and Your Life 4 1.19 Education and Training
1.05 Personal Development 6 1.23 Self-Reflection

1.11 Family

Activities 1: Personal Development b Comment

.02A What about me?

.03A Well-i-am

.04B It's my life

.06A About me

.08B Personal developmen

.10C Self-

e Draft

128 My family

.13C My family’s roles

.14D My family role

.15A Personal health and weIIbe{g

.16B Health and wellbeing factors

.17C Health and wellbeing in action

.18D Building resilience

.20A Education and training

.22B Multiple intelligences

.22C Action plan

1.23 Self-Reflection

N NC XN NN NN Y

| LA WA WA U, U WY W WYL W) WY W) W/

Comments:

PERSONAL DEVELOPMENT FOUNDATION 2ed. - FOR VCAL AND APPLIED LEARNING
Written by Michael Carolan. Copyright © 2020 DELIVER Educational Consulting and its licensors. All rights reserved.



1.01

ZIN

Introduction

Personal Development Skills 101

Welcome to your studies of Personal Development Skills - Foundation. Personal
Development Skills is a specially created unit to assist you to improve your own
personal development in many areas of your life.

PDS has a set of learning outcomes that you need to meet in order to successfully
complete Unit 1, and then Unit 2. And many of the skills that you develop in this
subject can also be applied across your other VCAL or applied learning subjects.
Some of these key PDS skills you will develop and apply include:

personal planning and organising

activity planning and organising

finding and using information

building and applying knowledge

Image:Syda_Productions/

problem-solving “Depositphotos.com

@@@@@@

interpersonal (team) skills.

Prevuew_

Copy

Personal Development Skills is a very important subject as part of your VCAL and
applied learning study program. This is because PDS can be said to act as the
unifier subject for all of your other subjects.

PDS brings together the applied skills that you develop in your other subjects.
This gives you more skills available to improve your personal wellbeing.

You will also apply your growing sets of skills to complete personal development
activities. This means that a PDS Activity might cross over with Literacy, or with
Numeracy, or with Work Related Skills.

So as a class, discuss when each of these types of skills might be used in your
Personal Development subject.

= Literacy skills

= Oral Communication skills
= Numeracy skills

= Work Related Skills

= VET skills and competencies

PERSONAL DEVELOPMENT FOUNDATION 2ed. - FOR VCAL AND APPLIED LEARNING
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Introduction 1.02

What about me? A

Complete each of these statements as they relate to you. You could use key e

Z

N

words (that you should underline or highlight) to provide suitable descriptive
sentences about yourself. Add 1 more of your own.

e.g. A key strength | bring to a group situation is that | always meet deadlines

which makes me reliable.

| really need to improve at being able to listen to others as my mind tends to

wander off.

My greatest strength is that I'm... People can rely on me to...

Preview
“'Draft Sample:
Do Not
Copy

| really need to improve at.... | Usually try to get out of doing...

PERSONAL DEVELOPMENT FOUNDATION 2ed. - FOR VCAL AND APPLIED LEARNING
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1.03 You and Your Life

Personal Development

Personal development can focus on many areas of a person’s life. But you
can’t be expected to deal with all of these in your learning program this year.
So it is important to be aware of the specific areas that are relevant for your
Personal Development Skills program. For PDS Foundation Unit 1 there are
four key personal development contexts. These are:

= self-development, through building resilience, self-esteem and efficacy
(self-achievement)

= health and wellbeing
= family, social and/or environmental responsibilities
= participation in a democratic society.

Over the course of the unit your teacher will lead you in investigating one
or more of these contexts. And it is important that you realise that these
contexts are very related to each other. For example, self-development
through building resilience leads to improved emotional weIIbeing.

During your PDS studies aried personal
development situations thagare ylo ell as situations

which might also be relevant for your future

The main focu Qe ey)pment
because this is r ea wiic r go @ Image: shock/

For your assessment tasks, you are likely to focus in Depcmphmwm
on just one or two of these fo
contexts as required. Your te
will have designed your learning
program for this unit so that activig
will naturally link to these contexﬁ
They will give you more explana

your focus areas, especially when you

start to work towards completing your
@ assessment tasks.

A Well-i-am

Imagine you are at a party with people, most of whom, you’ve never met.
What 3 things would you like to share with these people so that they could

find out a little bit more about the TEEe of ierson iou are?

i ii. iii.
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You and Your Life 1.04

It’s my life B

Consider each of these aspects of your life. Add 2 more of your own.

1. For each aspect identify a personal development context relating to that

element. All of these naturally cross over with one another, so identify a

second PDS context area that might also be relevant.

2. Outline a specific PDS example of that aspect related to you.

Explanation

e.g. | want to help out

more around the house. responsibilities

| want to help out
more around the
house.

PDS context 1 PDS context 2

family efficacy

Example related to you

I want to help by doing more of the
shopping; this will save my mum time
and build personal skills for me.

| need to build my
skills in dealing with
other people.

| want to build
my skills through
vocational training.

Preview

| want to wor
svitable life pl
my future.

| want to learn how
to follow a more
nutritious eating plan.

| want help with
planning and setting
my goals.

| want to participate in
a volunteer enterprise
to help other people.

raft

Sample:
Do Not
Copy

| want to have social
media friendships that
are more positive.

I would like to build
more physical activity
into my daily routine.

| want to start to
contribute more to
helping my family.

PERSONAL DEVELOPMENT FOUNDATION 2ed. - FOR VCAL AND APPLIED LEARNING
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1.05 Personal Development

I’'m perfect, just ask me!
Have a think about this statement by Chris, 17.

“lam so cool. | can’t help it - | am! | have over
50,000 fans on Instagram who follow every part
of my fab life. And | earn quite a bit of moolah
as an influencer just for pretending to use
someone’s products. | don‘t really think | can be
better than | am now. I’'m already the person |
was destined to be. I'm young, I'm hot and I'm
popular. What else would you want? You can’t
improve on perfection!” |

What do you reckon about Chris? Is this as
good as it gets? Has Chris reached the ultimate
@« stage of personality development?

What about you? Do you think you have the }

potential to develop, gro evolve over t@e d \ D
rest of your life; or are you r@y" e | could get any more perfect than |
sta already am!”

you were ‘destined’ to be,
Image: Wavebreakmedia/

Draft Sample:

Are you perfect? Hope not!

Well we already know the a at u’re here in class working
on an education program t velopment.
So why do so many people use soaal medla to make out that they are perfection

in a pixel? Especially those who approval by sharing carefully posed ‘candid’
images on Instagram.
g

Are they just enjoying reachin n sharlng their lives?

Well that could be true, social media is good for building digital friendship
networks. But is there too much emphasis on physical attractiveness on digital
media? And really, do you need 20,000 (or more; sometimes many, many more)
followers? And what about when the ‘likes’ stop happening?

So if we were all perfect, then how would we know? Everyone would be as good
as each other, and as pretty and as handsome - so therefore we would all just be
‘average’.

Also we'd have nothing to learn, have no chance to grow our personality, nor
have our values evolve and mature. On the plus side, all of our needs and wants
would be fulfilled. We would be liked by everyone, no-one would ever disagree
and everyone would be happy - except for when the likes stop!

Usually, when you ask a ‘perfect’ person if they need to grow or develop in a

certain area; then they will, if challenged by your question, say “that is ‘boring”.

Fair enough then. But if improving yourself is boring then why do they spend so

much time (and so many filters) trying to make themselves look better. Does this
@< mean that, actually, they bore themselves? What do you think about this?

PERSONAL DEVELOPMENT FOUNDATION 2ed. - FOR VCAL AND APPLIED LEARNING
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Personal Development 1.06

Your personality

Your personality (i.e. who you ‘are’) is determined by a range of factors such as

your family, your genetics, your upbringing, your age, your life/social situation,

your values and beliefs, your skills, your strengths and weaknesses, your fears

and insecurities, and many other factors.

Essentially your self-concept drives your personality; while at the very same

time your self-concept is also driven by your personality. However, there are

very few of us who are beautiful and perfect people. That's why we need to

undertake personal development so as to make improvements.

Your personality can manifest through your:

= expectations (what you want and what you think you deserve)

= motivation (what drives you to act in different ways and achieve goals)

= attitudes (your underlying beliefs that influence your thoughts, feelings and
actions)

= behaviours (how you act in different situa.tions including towards others).
D

O

Image: kikkerdirk
Depositphotos.co o A b (o) Ut me A

Complete these sentences in relation to yourself. Doing so will start to build a
picture of your personality.

Expectations C Opy Motivation
One of the main things | want from my life is: e mal reason | work hard at tasks is
because:
| think that in life | deserve: At times | might not try too hard because:
Attitude Behaviour
| would say that my attitude to life is: Some things | would never do include:
One thing | firmly believe is that: The way that | treat other people is:

PERSONAL DEVELOPMENT FOUNDATION 2ed. - FOR VCAL AND APPLIED LEARNING
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1.07 Personal Development

Personal development

One important thing to be aware of is that your personality isn’t fixed. You would
hope to grow, develop and improve as a person over time.

Many online commentators and social media influencers will say that you have
to, “embrace that you are a beautiful and perfect person and if the world can’t
handle that then that’s their problem.”

But is that true? Are you perfect? Is that what ‘self-love’ means?

Your personality is likely to change and evolve over time. Different factors have
more importance and influence over your personality at different stages of your
'é life. Some key factors are shown below, but can you think of any more?

Personality;

Image: ikopylove/

expe I‘ience Depositphotos.com
°
Ffeview,
confidence maturity

Draft §ample

resilience
socialisation

skills-development changing values

Personal growth

| think you’ll agree, that you’re not really likely to be the same person in 50, 25,
10 or even five year’s time, as you are now.

As you grow, and evolve, and experience new things in life, your personality
is also likely to grow and evolve and drive you towards new experiences, fresh
ideas and different values.

So in the future, a slightly more wrinkled Chris might be wondering where all
‘the followers’ have gone (most likely they’ve grown up and/or moved on to a
different social media platform). However, you’ll be busy just getting on with
your adult life and evolving into a more well-rounded you, achieved through
ongoing and lifelong personal development.
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Personal Development 1.08

Personal development B

Complete this table by doing the following tasks. Use the terms on p.8 and/or
add others of your own choosing.

a. Provide a definition of each personal development term.

b. Outline how you could develop this as part of your personal development.

C.

Explain how this will help your personal development in your life.

What is... (definition) How can | develop this? How will this help me?

experience

socialisation

e PrEVIEW
Praft Sample:
Do Not

Copy

changing values

skills-development

resilience

other

other
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1.09 Personal Development

Concept of self

The key element in our personal development relates to our own sense of self. As
humans, we have consciousness. This consciousness allows us to think and act in
the interest of ourselves and for others.

Our sense of self can be influenced by how we perceive (or feel) about ourselves
in relation to things such as our personality, our intelligence, our physical
appearance, our spirituality, our ability to relate to other people, our willingness
to support others, and many other factors.

What we are finding is that many people, and especially (but not only) younger
people, are relying on social media to develop and communicate their sense of
self. Now this is not a bad thing in itself, because having a positive self-concept is
important for emotional health and wellbeing. However, the risk is that these types
of people are starting to develop ongoing traits of narcissism, which essentially
means that they are becoming self-conscious, self-obsessed and self-absorbed.
Listed below are a number of words that when joined to the word ‘self’ can take on

a specific meaning. Some ese self’ termo describe positive traits, whereas

others may considered to c@ traits.
'é As you discuss these with your teacher it IS important to remember that we all need

a healthy bala these se a|ts erwise our self-congcept may become
quite dlstorted am pr[
respgct
esteem D ?ﬁ Ot aware
reflection SEIf conscious

belief critical
abuse interest
indulgent reliant
discipline control
assured * sufficient
LT
secure .
pity
absorbed
motivated

opinionated -

Image: creatista/
Depositphotos.com
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Personal Development 1.10

Self- C

1. Research the meaning of any of the ‘self’ terms from p.10 that you
are not aware of. Add 2 more of your own that might be relevant.

2. Rank yourself for each of those terms from 1 (lowest) to 10 highest.

[
3. Chose 3 of these ‘seIPn's. r':%xw\ is a positive
personality trait. Give an example of how this ferm relates to your own

personal dgaelopment agd sensegaf self.

Self term [ 3s¢ @ ol ja ‘4 pe ¥ e ~ o\ ¥ a*3d to me

4. Repeat this for 3 of the terms that could be described as a negative.

Self term Description as a negative Example related to me

11
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1.11 Family

Family

For most people their family is the most important influence in their life. Therefore,

family plays a huge role in personal development. Being a member of a family can
@< provide many things, including those in the diagram. Can you think of others?

love
emotional personal care
bonding and nurturing
financial and a sense of
other support belonging
safety establishment

and security of values

lifestyle

and mpfrgev i eWnities
‘.. Draft.Sample:.....

plays in your personal development.

Complete the table by exﬂaqtNmtf being part of a family.
Use the examples in the lis nd®e t@wodd others of your own.

gui

Image: asife/
Depositphotos.com

Type of support Explanation nf how this helps to support and develop you.

care

support

guidance

12
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Family 1.12
Family unit
There is no one specific definition of a ‘typical’ family. Australian society continues
to evolve with many different types of family structures. We call a family structure
a family unit. Family units can consist of parents, children and siblings, as well

as extended family members such as grandparents, grandchildren, uncles, aunts,
cousins, nephews, nieces, step-parents, step-children, step-siblings and more.

Families usually live together in some sort of household arrangement; and a family
might also make use of more than one household arrangement. As young people

grow they are likely to live independently of their family unit. Common household
arrangements for families can include these, but do you know of others? '

ZIN

= two-parent families

one-parent families Image: Rawpixel/

Depositphotos.com

step-parent families

4 4 3

blended families (including families
with more than two parents)

o
foster families and otheP
couples without childr T V\
singles without children /

extended in
families (i.e&cgaft

grandchildren)

extended intra-generation
families (i.e. aunts, uncle

cousins).

4 4 4 3

4

My family B

1. Who makes up your fcmﬂ' tfour extended family)2 You
might be able to show thi an image.

2. How would you describe your family’s household arrangements?

13
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1.13 Family

14

Family roles
People take on different roles within a family. Some of the main roles include:
parenting

income earning (breadwinner)
caring

household duties

financial management

4 444338

transporting, and a variety of other
roles.

In the past, these roles may have been
determined by tradition and gender
stereotypes. However, as society continues to evolve we have
seen that the family members who are performing these roles are
changing. For example, we are now seeing a growing number of women acting as
primary income-earners, males taking o direct parenting roles, and all types

of family members (and ch Veleew family members.

Image: Tomwang/
Depositphotos.com

C My family’s roles

~ePraft Sampte
Describe exa sbe ®

Include other roles that migh i i jrcumstances.

Family role Person(s) resp nsj )l Why them?

parenting

income
eadrning

caring

household
duties

financial
management

transporting

PERSONAL DEVELOPMENT FOUNDATION 2ed. - FOR VCAL AND APPLIED LEARNING
Written by Michael Carolan. Copyright © 2020 DELIVER Educational Consulting and its licensors. All rights reserved.



Family 1.14

My family and me

So what is your role in your family? You might have identified some of your own
responsibilities as part of the previous activity. But family roles can go well beyond
these responsibility-tasks into more emotional and intrinsic roles.

Successful family functioning obviously relies on love, caring, nurturing and
support. Successful family functioning also involves interpersonal skills such as
communication, negotiation, compromise and conflict resolution.

And successful family functioning can even extend to personality roles such as

the disciplinarian, the encourager, the listener, the peacemaker, the comic, the

realist and the rebel. Do you recognise yourself or other family members in these '
roles?

As part of your personal development you should consider what support you
could get from your family and how this might help you to grow as a person. And
you should also consider what

you can give to your family to

help it function more succ Ily.
And many families are doP r
tough due to economic, health

and others reasons and COUIC:f

times, do with 3 I|tt rﬁ
' So could you help yoff* tamily™a bi

the house, doing outside chores, shopping,

budgeting, helping with care, cooking,
emotional support or in other wayD .F
gde: Berfiirdb

My family role D

. Outline the ways you help amily and family members.

Choose actions from abov

| help my family by...

2. Describe 3 other ways that you could help and support your family more.

| could help and support my family more by...

15

PERSONAL DEVELOPMENT FOUNDATION 2ed. - FOR VCAL AND APPLIED LEARNING
Written by Michael Carolan. Copyright © 2020 DELIVER Educational Consulting and its licensors. All rights reserved.



1.15 Health and Wellbeing

16

7IN

ge: .shock/
A Personal health and we;;Eelng .

Personal health and wellbeing

A vital part of your personal development is the achievement of personal health and
wellbeing. Achieving personal health and wellbeing, in essence, is what we all strive
to achieve in our lives. But it is easier said than done!

Your achievement of your own positive personal health and wellbeing is influenced
by a series of interrelated factors. So it is important that you understand that every
aspect of your life influences your personal health and wellbeing, just as every
aspect of your life is influenced by your personal health and wellbeing.

For example, if you have a positive and supportive home and family environment
then this is likely to improve your emotional health and wellbeing. Having this
positive mind state could lead to you experiencing more successful outcomes

in other health and wellbeing areas such as your physical health and with your
relationships.

As another example, if you are happy in your job this will directly improve your
career health and wellbeing; and it can also improve your emotional health and
wellbeing, as well as your § cial health ansl wellbeing.

So as a class, have a disc orfte
different areas of health and we elng,

and start to conge with exa
of how each m:w n
personal situati

So what makes you happy - w re th ctors that contribute to your own
personal health and wellbein ysome of the things that get
you down? Complete these sentences.

i. The thing that most makes me happy is...

ii. However, | can feel really contented when...

iii. | make other people happy by...

iv. However, a thing that makes me unhappy is...

v. One area of my personal health and wellbeing | am trying to improve is...
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Health and Wellbeing 1.16

rleelidn amel Walloaing]

Physical Emotional
i.e. The quality of your i.e. Your personal
health, fitness and happiness and how you

nutrition lifestyle. feel about yourself.

Mental
i.e. Your feelings
of stress, anxiety,

and life's ups and
downs.

Relationship
i.e. Your dealings
» with family, friends,
partners, digital
networks, etc..

Career

i.e. Your education,

job satisfaction,

career goals and
contributions.

Spiritual
i.e. Your personal
values, religious
beliefs and broader

consciousness. P = o
Financial W Societal

i.e. Your income, wealth i.e. Your feelings of safety,

and stand f livin lo4o4 securily and gontentment
~Praft Sample:--
(]
ealth and wellbeing factors B
1. Give an example that g@/ou @ pgrsonal health and ’

wellbeing for each of the 8 factors shown above.

Physical C d p y Emotional

Mental Relationship
Spiritual Career
Financial Societal

2. Outline 3 ways that you could improve your health and wellbeing.

17
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1.17 Health and Wellbeing

C Health and wellbeing in action

18

Z

N

Take a look at each of these images. Working in pairs describe the types of
personal health and wellbeing that are being shown in these images. Add or

create one more image of your own.

Image: monkeybusiness/
Depositphotos.com

Image: John Howard/
DigitalVision/Thinkstock

Image: Jupiterimages,/
iStock / Thinkstock

7
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Health and Wellbeing 1.18

Achieving personal health and wellbeing

Achieving personal health and wellbeing is a quest for a happy life. But varied
factors impact on us which can threaten our ability to achieve personal health and
wellbeing. We all, at times, have to juggle feelings of happiness, satisfaction and
confidence with feelings of anxiety, stress and even guilt.

The key is to build resilience. And a part of this resilience is the development of
proactive actions and strategies to deal with, ride-out and overcome the hardships
that come naturally as part of life.

And some of you have to deal with particular hardships that many people will never
face. But that is not their fault - we all have our different issues to deal with - and
they are all real to us. However, it is your own personal responsibility to deal with
your issues proactively. But you don’t have to do this on your own. There are people
who can give you advice, guidance and support.

For example, Martyn has just got a part-time job at Hungry Jacks. He is doing well

at school and his VET Retail course is really going well. He should be feeling pretty

happy in himself. However partner just broke off their 3-month relationship and

Martyn is very down. He GNP yth/ng else.

What do you think about Martyn's S|tuat|on’? any things are going well for him. But

a very importanig ment of h ealth and wellbeln - his relationship - has
tlly

ended. How wq m % | 3
As another exalt n fMe elderly
community that she does through her chur h qroup. She is really rising to the
challenges of VCAL and is wﬂ ﬁ ertificate 4 in Health and
Community Services in the ft s at home. Her parents

have lost their jobs and are stressed-out and fighting about money. Layleen feels

insecure and anxious about her feels quilty that she is not out
working and earning an income Oyrough this difficult time.
an

hat might you do? | 2

So how would you feel in Layleen’s posmo

Building resilience D
1. In your workbooks create a diagram that sets out the following.

U A list of things that can happen in life that get you up; i.e. factors that
improve your personal health and wellbeing.

O A list of things that can happen in life that get you down; i.e. factors
that threaten your personal health and wellbeing.

U Show if these good and bad factors are related to one another, by
using arrows or matching them up on your diagram in some way.

2. ldentify key factors that threaten your personal health and wellbeing. For
each, state 1 clear action or strategy that you can do to help deal with
this problem.

19
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1.19 Education and Training

Learning to learn

A key part of your personal development is to participate in education and
training so as to build up your skill-sets.

You are expected to participate in lifelong learning as part of your personal
and career growth. As you develop a broader range of skills you are likely to
develop confidence and be more willing to accept responsibility for tasks. In
essence you are learning to learn.

You can learn and be trained through formal courses and qualifications,
informal guidance, mentoring and coaching, and also by participating in a
broad range of personal, social, community and volunteer activities, hobbies
and interests. You also learn from your family by participating in household
and domestic duties, caring, looking after pets, doing outdoor chores, cooking,
budgeting and many other family-related tasks.

'é Some of the ways that you could participate in education and training are
shown on the diagram. Your teacher will discuss these with your class. Have
a think about types you ha ’partlcipated in, #nd also discuss others you can

think of and add these to t fev ' eW

TAFE

School (and VET)

e.g. VET

Apprenticeships

Work and work ! !
& traineeships

experience
Courses e.g. Qualifications
public speaking e.g first-aid

Home duties Skil.ls'

and chores e.g. driving

Hobbies and Online tutorials
interests and videos
Sport and Helping &

fitness activities volunteering

Image: monkeybusiness/
Depositphotos.com

Leadership Community
programs work
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Education and Training 1.20

Education and training A

1. Give an example of personal development or skills development you
have participated in for each of these education and training opportunities.
Add 2 more of your own.

2. For each one, explain what you could do to develop further, and to
experience more personal development.

Type What did you develop? How could you develop further?

School

VET/
TAFE

Work/work

experience °
Qualification/ I ' e v le vv

course

- Draft Sample:

-« Do Not
Copy

3. What type of education and training methods or styles do you most
prefer, and least prefer; and why?

e.g. | like online learning because | am good with computers and you can
work at your own pace. However, | don't like...

21
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1.21 Education and Training

€< so which of theBLrpa
MU

22

Multiple intelligences

Your personality, attributes, skills and ultimately the competencies you develop
are strongly influenced by your varied multiple intelligences. Harvard University
professor Howard Gardner is recognised as the developer of the model that
describes eight ‘multiple intelligences’.

People are likely to have different levels of intelligence in each of these eight cat-
egories. So therefore you may be stronger in some areas than others.

As part of your personal development you need to recognise those areas in which
you are stronger. You’ve probably been doing tasks and activities that make use

of your abilities in these areas. e.g. Dancing: musical-rhythmic and bodily-
kinesthetic; playing a team sport: bodily-kinesthetic and interpersonal, and fixing
and working with computers: logical-mathematical and visual-spatial.

You should also understand that you are likely to have a combination of different
co-related intelligences. These intelligences will strongly influence the type of
personal tasks and activities you do well in your personal lives, as well as the type
of work environment and | ou might be syjted to.

You also need to take ste fﬁvim in which you are weaker.
Doing so will help you to become a e JevelopPed ell-rounded person; and
one who is better equipped to take on many of life’s challenges.
{ le:
e.

Do-Not

Ability to understand

< Intrapersonal
eal effectively

Ability to
understand yourself,
be self-aware and

Bodily-Kinesthetic
Ease and skill in
performing physical
actions, tasks and

d

activities. self-managing.
Logical- Musical-Rhythmic
Mathematical Understanding
Ability to use music, tonal,

reasoning, logic &
maths techniques.

rhythmic and aural
patterns and pitches.

Naturalistic

Adapting t Visual-Spatial

apting to ual-

situatiopns rgelated Verbal-Linguistic Seeing images,
to your own Understanding shapes & patterns

and mentally

through reading, .
processing them.

writing, speaking and
listening.

and outdoor

environments.

Image: VLADGRIN/
iStock / Thinkstock
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Education and Training 1.22

Multiple intelligences B

Identify 2 multiple intelligences that you believe might be your ‘strongest’, and
2 that you are ‘weakest’ in. Briefly explain why, using examples.

My strongest MI #1: My strongest MI #2:

My weakest Ml #1: My weakest MI #2:

Preview

Draft Sample.......

Outline types and examplg
year to help you achieve g

educati d traiging that you can do this

rs ment. Add 1 more of your
own choice. Oh, of course, 98 and8o theseb0®ho™ull at once!).

Complete school-based educqtioCsks Build personal competencies through sport,

and qualifications. O pyaﬁonal and hobby activities.

Learn new information and expose myself to Participate in personal growth and
new ideas. development programs.
Undertake work placement opportunities. Undertake work-related training and

vocational training courses.

Complete volunteer and community support
placements.

23
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1.23 Self-Reflection

Self-Reflection Pro-Forma

Which Personal Development skills did | develop during this unit?

How have the skills of Personal Development helped improve my personal life?

-
—’
L
How have the skills of PersEcl Eggnvl‘llewmer ways?
-
(]
-

How would | rate my perforer Oc c&giping my Personal

Development skills this unit?

0 1 ‘ 2; lo 4 5
not shown low re o very good excellent

What were my strongest areas of performance, and what should | work on improving?

My strongest topics/skills were: But | need to improve my skills in:

Signed: Date:

Teacher initials: Date:

24
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Planning and Organising 2

Contents

2.01 Goal-Setting 26 2.15 Getting Organised
2.03 Planning 28 2.17 Assessment Task 1
2.07 Planning Skills - Applied 32 2.19 Self-Reflection
2.09 Being Organised 34

Activities 2: Planning and Organising p- Due date/Done? Comment

2.02A My goals 27 ‘

2.04A Planning timeframes 29

2.068 Timelines P r. e

2.07A My plans

—Draft Sa

2.11B Keeping track 36

Do

2.12C Organising using timelines

2.13D Organising yourself C

2.14E Complete tasks on time

2.16A Getting organised

AT1 Making a Change

2.19 Self-Reflection

(Commenfs:
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2.01 Goal-Setting

26

Planning, organising and goal-setting

Planning and organising are vital personal development
skills that you need for your everyday personal, educational,
social, recreational and working lives. You will also need to
develop your planning and organising skills to undertake
Personal Development activities for this subject. In
essence planning and organising is all about achieving
goals and objectives. So let’'s have a look at goal-setting.

Image: almagami/
iStock / Thinkstock

Goal-setting

One of the most important ways to live a happy and healthy life is to match your
personal values with your life goals, and with your career goals.

A goal (or an objective) is something you are aiming to achieve. You can
undertake personal development in a variety of areas so as to better enable you to
achieve goals.

Your goals might relate to self-development, social development, helping your
family, achieving an educl | " e igg achievement, a health
and wellbeing goal or som othﬁmgw

Regardless of the type of goal, the most effective way to achieve any longer-term
goal is to bream a s@afs -tegm, @nd more
achievable, ‘bit q‘dﬁﬂ Tsearmtﬁiéigg your future
goals is to ask:

= “Where do | see myself a nd of th r’

= “Where do | see myself inu@ tiNOathO?”

= “Where do | see myself in 6-9 years time, when | am in my mid-20s?”

Copy:ic

1. Break longer-
term goals down into
smaller achievable

objectives.

2. Visualise your
goals and yourself
in these roles; (but

don’t daydream).

3. Aim high but
still keep your goals
realistic.

4. Find out as much
information as
possible about what
you need to do to

5. Make short- achieve your goal.

term sacrifices to

gain long-term
improvements in 6. Plan and use your
yourself. time efficiently.
POS
SUPER
SKILLS

,.__f:-_a 7. Ask for help and get advice when needed.
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Goal-Setting 2.02

My goals A

1. Briefly outline a personal goal you have in relation to each of the following
categories.

Self-development goal Social development goal

Family-related goal Educational or learning goal

Health and wellbeing (orPiFe v i eWself-improvemem goal
Draft Sample:

2. Answer the following q@@relN Gtown personal

development.
i. What do | hope to impCor achieve in 3 months time?

ii. What do | hope to improve or achieve in 12 months time?

iii. What do | hope to achieve in 2-3 years time?

iv. What do | hope to achieve in 6 years time?

v. What do | hope to achieve in 15 years time?

27
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2.03 Planning

Planning

28

Planning is the important first stage of goal achievement. We all have plans.

Perhaps you plan to be the next undiscovered singing sensation like Dami
Im? Or maybe you plan to develop a million-dollar app and retire at 35, filthy
rich? Could be that you are planning to get drafted by an AFL team?

These are big picture goals. (They are also quite unrealistic as you would
need some pretty special talent, skills, ambition and discipline to achieve
those goals).

But have a think about a person who might achieve each of these goals.
That person wouldn’t get to their end goals in just one go. They would
achieve their overall goal step by step. And most likely, once they got to
this particular goal, well that’'s when a whole new set of plans, objectives and
even harder work kicks-in all over again!

Planning timeframes

When planning for a big lo r litis iffpao tg be aware of different
planning timeframes. We uﬁé y mes as:

=
=

=

long-term goal; which is the overall or ‘big’ goal,

mid-term g . which ar ste" N - jectives thfit you
reach the ‘b : ?
°
ed

short-term goals; which are the specific tasks that to be done

immediately and/or regula 0 get yougan gour wag to achieving your
objectives and then your ’ @ @ NOOi

Being able to break down a long-term or big picture goal into smaller
timeframes is how you can betterggganise yourself, and perhaps others,
G

to achieve that goal. And one ot
plans achievable, realistic, and

Image: zsirosistvan/
Depositphotos.com

piyo note, is to keep your
Iy
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Planning 2.04

Planning timeframes

= Long-term. This is the overall timeframe for the 'big goal’ you are planning to
achieve. The timeframe will change depending on the complexity of the goal.

e.g.
v" This might be 2 years to save to buy a car,
v" 1 year to complete a VET certificate, or even

v 3 months to improve your fitness as a part of a pre-season training program
for a sport.

= Mid-term. These are the series of smaller objectives you need to achieve, on a
regular basis, so as to work towards your big goal. e.g.

v" This might be setting a savings target every 3 months for the car,

v completing assessments for the various units of the VET course every month,
or even

v setting weekly fitness goals for the pre-season training routine.

= Short-term. These are the ongoing, regular an immediate things (tasks)
that need to be done so as to first achieve the mid-term objectives, and then
achieve the long-term These are usumlly pre-requisite tasks, which means

they must be done firs (_[g VJ W
v" This might be a weeRly butlget Yo conitrdt sp®ndMg s part of saving for a car,
v' submitting ongoing assiguments that need to be completed in all subjects for

the VET ° PDS
- Draft Sample...... :

SKILLS

DO NOtPlanning timeframes A

Choose one of the goals from the PDS Superskills above, or choose another
long-term goal after consultind'w r ep Then complete the table.

In one sentenCEBuMMEri e |ghg-term goal.

List mid-term objectives that will need to be = List short-term tasks that will need to be
achieved. done.

29
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2.05 Planning

@ think these might include?

30

Planning timeline

When you are making plans to achieve a long-term goal it is very important to
map out a timeline. A timeline will help you to break your big goal into smaller
objectives, and then break those objectives into even smaller short-term tasks.
This process reflects the plan-organise-do parts of PODR (see p.48).

A timeline is a method of making sure that you plan and organise yourself,
others, key resources and other important factors so as to best achieve your
goals. Many people like to show timelines visually using words and numbers.
Doing this is also a useful numeracy skill.

When you set out a timeline you need to know the start date and the end date
so as to work out the deadlines involved. For example, what is the deadline for
your first Personal Development Activity?

Once you know these dates you can calculate the duration, (or timeframe) you
have available to achieve your goal. For example, “I have 2 years to save up
for my car.”

You set out your timeline ual time p@®riods such as hours, days,
weeks or even months - d # V aI being achieved.

As your planning starts to move into orgamsmg you need to work out the key

objectives to b |eved Th rOJect milestones
It is also import nt ) ga hilse |te(luwed
mos iate o

short-term tasks, In the appropr

As you move further into org g you w d to egtimate an approximate,
reasonable and likely time r N %

There are also other things you can add to your tlmellne but we will discuss
these more fully in the orgamsmﬁge of this section. However, what do you

opy

Timelines

= All tasks or projects have a start time or date, a completion period and an end
time or date.

= Draw a timeline noting the start date or time, and the end date or time.

= Break the timeline into fairly equal time periods that match the length of the
project (e.g. short-term, mid-term or long-term).

= Use a to-do list to write down key milestone tasks, in the correct order, that
must be completed along the way.

= Estimate when these tasks will need to be completed. Set reminders and/or
make notes in your diary and/or e-devices.

= Note down any other information such as external people or suppliers who
may need to be contacted and involved.

= Check to make sure that you are progressing according to your timeline, PDS

and if needed, make adjustments. gt‘lﬁg
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Planning 2.06

Timelines B

Use the timeline below to answer the following questions in your workbooks.
1. What is the overall goal being planned?

What is the overall duration or timeframe of the activity?

What specific objectives are involved, and by when?

Are there any other tasks that you would include?

o0 s 0D

Plan a timeline for an event or activity you are interested in achieving.

Be able to
complete a
half-marathon.

A
0 lMarch

Rahnh (g

ul! larlCS.

2 x 20km
distances. 4

_ s Image: Adapted from: LABBELMAN/
T — Depositphotos.com
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2.07 Planning Skills - Applied

A My plans

Now you will apply what you have learned to undertake some goal-setting
and planning for your own personal development.

Follow the steps below. Your teacher will give you guidance and support when
needed.

1. Outline 2 goals you are hoping to achieve as part of your own personal
development. (No more than 2 sentences for each.)

view

2. Choose the most important (cmd realistic) goal for your personal development.

(The other goal will be c?cck up ifyou have trouble with fh's primary goal.)

- Draft-Sample:

ii. What are some smaller'” N @etso as to achieve the
overall goal. Try for at | term obfec d no more than 6).
: Copy

32
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Planning Skills - Applied 2.08

3. Create a timeline to plan your achievement of this goal.

i. Number those objectives in the most suitable order of completion.

ii. Draw a basic timeline that shows when these objectives should be achieved by.

Preview
Draft Sample:
O NOL
Copy

ii. Outline the type of help, support and guidance you might require from other
people to help you achieve your goal.

iii. Explain how you are going to check to see if you are on track to meeting your
objectives, and the overall goal. If not, what will you do about this?

33
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2.09 Being Organised

Being organised
In this section you are going to investigate various actions and strategies
to help you become more organised as a person.

Hopefully you will then be able to apply these strategies to assist you
to be better organised when undertaking your Personal Development
Activity.

Being organised is a key enterprise behaviour. People who have
organisational skills are able to plan and achieve their goals more
effectively.

If you develop your organisational skills then you will be able to more
easily apply these personal competencies to other situations. This
means that you are likely to develop transferable skills for personal,
social, educational and work-related situations.

This helps you become a more developed person with a greater breadth
and depth of skills. And that is what personal development is all about.

Personal organisation is wRich requires
foresight and the ability to ce?@w n. Becoming
more organised is also a good way to develop your numerical skills.

Building organiguaggskills will heI ake you a more r |able and
consmentlous.

The key charac enstlcs n organlse person are sho u% can

' you think of any more that caﬁadded tﬁe’?

34

Orgar. sedJC

?%

Being punctual / Keeping track of
and on time. ! important dates
and events.

Being well .
presented. Complet!ng tasks
on time.
- "
Organising Planning
yourself to get ahead and using
tasks done. timelines.
Balancing personal, social,
education, training and
work-related commitments. Image: sharpen1234/

iStock / Thinkstock
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Being Organised 2.10
Being organised
So let’s investigate the characteristics of being organised, as well as key actions,
and some barriers, that might prevent someone from being organised. As you work

through the next few pages, think about and discuss how each might apply to your
own organisational abilities. Key characteristics include:

= being punctual

= keeping track of important dates and events
= using timelines
= organising yourself to get tasks done
= completing tasks on time.
Image: Aleksei-veprev/
Depositphotos.com
Being punctual *
= Being on time is a sign of good = Some people cannot plan ahead
organisation and planning. and are constantly running late.
. ° - g
= It is also a mark of re(sP WS We prioritise their time
= The commercial worl unsnet & ! That is disrespectful.
timelines; i.e. Time is money! = If you are running late contact the
= When SO makes a person to let thgem know
-~ Draft. Sample::. -
arranging ti HId-ups.
is important too! = Belng punctual aIIows you to be

= Manage time using your| o' on a task; and it stops
set reminders and alarm 6 being flustered.
‘ :ppy Punctuality A
Complete this table after discussing tact@s reifited to being punctual. ()

Why is it important to be punctual?

ZIN

How would you describe your own What can you do, and what tools and
punctuality? Use examples. strategies can you use, to improve your
punctuality?
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2.11 Being Organised

2 Keeping track of important dates and events.

= People have to juggle personal, = A diary helps you to keep track of
social, education and work dates.
commitments. = A wall diary or poster is especially

= It is important to prioritise what is good for forward planning.
urgent, and needs to be done first; = A to-do list can help you get
and deal immediately with these through the day’s or an activities’
things. tasks and responsibilities.

> Peoplg have responsibility to meet = Use phone (& e-calendar) reminders
deadlines. This means they need to to alert you beforehand when an

know when things are
due.

= People will rely on you to
meet deadlines or turn
up at events.

important date or event is
approaching. This helps you
to plan ahead.

Image: 89studio/
Depositphotos.com

B Keeping track .EMLQW

Complete thi
@< important defe

C OO I T

Why is it important to keep track of important @ates and events?

How would you describe your owrfiabilit an you do, and what tools and
keep track of important dates an n aies can you use, to improve your
bilit

Use examples. keep track of important dates and
events?

List important things or responsibilities that you need to keep track of.
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Being Organised 2.12

Organising using timelines *
U Timelines help you to project and O Activity success relies on effective
plan forward. Then you can count organising (based on planning).
back. 0 Personal goal-achievement relies on
U Activity timeframes may be long- effective organisation of yourself.
term, mid-term or short-term. 2 Many people underestimate the
U Good organising involves back- time needed to complete tasks; so
ups for unexpected events and allow room for slippage.
unforeseen time wasters. O When working in teams, timelines
U Some people like to map out their need to be clearly communicated to
timelines in a visual format. They all team members.
note key tasks, task durations and 2 Many deadlines are strict and final!

deadlines on their timeline.

g &
P \\ \
U ]
mage: warldofvectar/ ' ev ' erw.ﬂng usmg timelines C

Depositphotos.com

Complete thi le after di nising using

timelines. ¢
Why is it important to use fimelines when Brganising?
How would you describe your oWl abili an you do, and what tools and
to use timelines when organisin ies can you use, to improve your

examples. to use timelines when organising?

Describe when you would need to create and use a timeline.
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2.13 Being Organised

3 Organising yourself to get tasks done

U All the plans in the world will come U Organising involves using resources
to nothing unless people organise to achieve goals and objectives.
themselves appropriately. O Organising means weighing up

U Organising involves setting short- alternatives and making sacrifices.
term or day-to-day goals using O Organising an activity may involve
tools such daily planners and to-do organising yourself and others.
lists. U Organising an activity may also

) Organising means knowing how involve organising resources such as
long tasks will take, and deadlines. equipment, money, stock and other

U Organising involves knowing which things for getting the activity done,

tasks to do first (prioritising).

D Organising yourseIP rev ' @W

Complete thi
[ % get tasks do

le after di ctors related to organising yourself to

Why is it important to organise yourself to

How would you describe your ol ablli an you do, and what tools and
to organise yourself to get tasks afies can you use, to improve your
ab

examples. to organise yourself to get tasks
done?

List when you need to organise yourself to get things done.
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Completing tasks on time

U Being organised is about effectively
managing time and other resources.

O Time waits for no person and time is
limited; so due dates and deadlines
are vital.

U In an activity, other people may be
relying on you to be punctual and
to keep an appointment.

O Smaller activity tasks are a part
of a bigger goal. Each small
task contributes and adds up to
completing the activity successfully.

~P

Complete thi
time.

Being Organised 2.14

Z
AN

] Some tasks can be done at the
same time (i.e. concurrently).

[ But other tasks must be done first
before something else can be
achieved (i.e. pre-requisites).

[ ‘Being on time' is one thing, ‘doing
on time’ is another thing altogether.
When you turn up to work, you
have to be ready to work.

U Teams consist of people and
workers who rely on each other to
meet their responsibilities on time.

Image: mtkang/
Depositphotos.com

W1pleie tasks on time E

ctors related to cogapleting tasks on

N

Why is it important to complete tasks ®n time?

Do Not

How would you describe your owrgiabilit an you do, and what tools and
complete tasks on time? Use ex S\ ahies can you use, to improve your

ility to complete tasks on time?

Describe when you would need to complete tasks on time.
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2.15 Getting Organised

40

Getting organised

A person’s ability to effectively plan and organise gets better by effectively
planning and organising! There are some key tools and strategies that you can
use to support and develop your ability to plan ahead and organise yourself.

These include:

4 4 0 38

using diaries and planners

creating and using to-do lists

estimating how long tasks will take to complete
calculating and adding time for travel

factoring in contingencies for slippages in time.

Success in our personal lives, and in the world of work, demands well-developed
time management skills. In a Personal Development Activity you will have
responsibility for planning and scheduling your own, and perhaps even other
people’s, tasks and time. In a real-world example, many parents and carers
have to be experts at planning and organising.their time and resources to juggle

their varied family, home,
So it is important that you

C t
sexﬁmH/Wan effectively and

organise yourself. We also want you to explore and use strategies to improve

your personal isgio T (o] I War:] rghese skills
to your Person lo ivit a °

Given that these are all practical skills, your teacher willMead you through a

number of in-class activities,
organise your daily, weekly a
an ongoing term planning sch

Getting ArelYouss

e-scheduler.

Aware of
competing time
commitments and
time constraints?

Able to use a
diary, calendar
and an e-planner?

hool diary to plan and

ing with @aing your
rbm [ @ y are also likely to have
e

le on display In your classroom and/or use an

Able to prioritise
urgent tasks and
get these done?

Able to schedule
tasks in the
appropriate order
or sequence?

Able to estimate Able to plan
how long tasks Able to organise yourself travel and
will take t;’ to satisfy your school, work, con?mut;ng
complete? family, social, sporting and times?

Image: Jorge enrique

other commitments?

Villalobos espinosa/
Hemera/Thinkstock.com
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Getting Organised 2.16

Getting organised A
Complete a self-assessment of your personal organisation skills.
1. Identify 2-3 key actions needed as part of each organisational skill.
2. Then, honestly rate yourself from very low to very high.
3. Outline some of your strengths in each area.

4. Finally identify key strategies you need to do so as to make improvements.

This involves... My rating My strengths Improvements?

Aware of - Listing down all my
competing responsibilities.
time
commitments
and time

constraints?

- Planning ahead.
Able to use a

e Preview
.. Faft Sample:

long tasks
will take to

complete? D N
- Not avoiding 0 Ot

Able to tasks.
prioritise
urgent tasks

and get these
done?

Able to - Knowing what
schedule needs to come first.

tasks in the

appropriate
order or

sequence?

- Using maps and
Able to plan fravel planners.
travel and

commuting
times?

Able to - Planning a weekly
organise schedule.

myself for
school, family

and other
commitments?
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2.17 Assessment Task

AT1 Making a Change

ZIN

42

Overview This task focuses on:

You are required to complete a
short Personal Development Activity
that involves you creating a Self
Development Profile about yourself.

= planning and organising a
short PDS Activity

= applied use of specific
knowledge

Required = applied use of specific skills.
In your profile you are required to
include the following.

1.

P

10.

About you now and your personal wellbeing at the moment.

Your hopes for the future.

Your key strengths, skills and qualifications.

Areas you need to improve.

Self-development or r s iie ie s thgteyou could do.
People who could hRo"i:ér‘v éw

Resources and information you might need to make use of to improve.

-« yraft-Sample: -

A timeline to list the st required go gchieve your self-improvement
How you will check to s€€ thaT you Have m&de Th improvement in your

personal wellbeing.

Copy
inclefes the steps, and a timeline, of

Stage 1: You need to create a plan whic
how you will set out and complete your profile. You need to get this plan and
timeline approved by your teacher.

Stage 2: You should create your profile using short, clear sentences; and
perhaps using dot points under headings.

You could also add images and use multimedia to put your profile together.

Your teacher will give you more information about the requirements and due
dates. Write this below.

(

N
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Assessment Task 2.18

Name(s):

Key dates:

Tasks - AT1: Making a Change q!}i‘:;d Due by Done .Ii-ﬁﬂ‘i:gl?

Stage 1: Planning the profile activity

i. Negotiate the task details with your teacher. v
ii. Create a plan for completing the profile activity. v
iii. Create a timeline for completing the profile activity. v

Stage 2: Drafting the profile activity

1. About me now and my personal wellbeing. v

2. My hopes for the future.

3. My key strengths, skills qpré V ' e W
4

. Areas | need to improve.
5. Self-develou/' r tq'rs. | ¢
6. People who d fl;é'fr . a m p e L4
7. Resources and information | t need fo
8i. 1st action to improve my pﬂ VN Ot/

8ii. 2nd action to improve my perso ellbeing.

9. Create a self-improvement tim pr v

10. How I will check that | have made improvements. v
Stage 3: Completing the profile activity

= Prepare a draft of your profile. v

= Have your teacher check your draft. v

= Prepare your final profile. v

= Present a report to the class (if required). | 2
( Additional information:
\_ Signed: Date:
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2.19 Self-Reflection

Self-Reflection Pro-Forma

Which Personal Development skills did | develop during this unit?

How have the skills of Personal Development helped improve my personal life?

-
—’
L
How have the skills of PersEcl Eggnvl‘llewmer ways?
-
(]
-

How would | rate my perforer Oc c&giping my Personal

Development skills this unit?

0 1 ‘ 2; lo 4 5
not shown low re o very good excellent

What were my strongest areas of performance, and what should | work on improving?

My strongest topics/skills were: But | need to improve my skills in:

Signed: Date:

Teacher initials: Date:
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PDS Activity:
Planning and Organising
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3.03 PODR Planning Process 3.11 PODR - Reviewing
3.05 PODR - Planning 3.13 Assessment Task 2
3.07 PODR - Organising 3.15 Self-Reflection

Activities 3: PDS Activity p- Due date/Done?

3.0TA Personal development focus areas 46 ‘ J

3.02B PDS Activity

Jun
Preview

3.04B My PDS ﬁ Fﬂve ft
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3.01

A

71N

46

Personal Development Activity

Personal Development Activity

One of the major requirements of this unit involves you planning and organising a
Personal Development Activity.

The type of Personal Development Activity or activities you will have to do for
Foundation Unit 1 will depend on your school’s VCAL program.

In some cases you might have to complete a number of smaller, or step-by-step
tasks, that together will make up the overall activity.

The Personal Development Activity will relate to one or more of the following
personal development focus areas:

= self-development through building resilience, self-esteem and efficacy (self-
achievement)

= health and wellbeing
= family, social and/or environmental responsibilities

= participation in a democratic society.

P 1 VY,

Personal developmént f!:uglx' e

What do ea these per pmen'r focus are meon.'ro you?

1. Outline th éﬁ pl gt relate to

you at this stage of your own personol developm®nt.

2. Your teacher will then e to explain how each
might apply to your stu OQEFrso ent this unit, as well as a

focus area that might be suited and relevant to your own situation.

PDS goal How this r lates’. .\e’ A possible goal for this unit.

self
development

health and
wellbeing

family
responsibilities

social
responsibilities

environmental
responsibilities

participation in
a democratic
society
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Personal Development Activity 3.02

Planning an activity
As part of the Personal Development Activity you will be required to:
= plan and organise the activity

= demonstrate knowledge related to the
activity

access information related to the activity
use and apply suitable activity skills
work safely and use equipment properly
solve problems related to the activity

4 4 48

demonstrate teamwork skills (where
required), and

Image: Rawpixel/
Depositphotos.com

= reflect on and review your performance.

It is likely that you will complete more than one PDS Activity for this unit. And
one of these activities will involve you working successfully as a part of a team.

Your teacher will inform y ro reqpirements, when you
are likely to have to do thefge ac |t v ill be working with

others, and/or in a team. Note these below.

Next semester rt of Unit reqwred to compfiete a more
sophisticated a ten rpv els.sue within

a community.

D N :tﬁ PDS Activity B
Complete this table based era e Q} n with the class.

Your teacher is likely to discuss more than 1 PDS Activity for this unit. ¢

ZIN

PDS Activity Who is ir rolvec /7 V ne  ri' this occur? Other information
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3.03 PODR Planning Process

Plan-Organise-Do-Review

When you plan and organise a Personal Development Activity there are many tasks

that you will be required to do.

Some tasks, such as developing a timeline, are relevant for any PDS Activity. Other
tasks are specific to the particular PDS Activity you are doing, such as developing a

multimedia presentation, or organising a guest speaker.

There might also be different task skills that are needed depending on the type of

activity you are doing. These task skills will vary:

= when first starting or initiating the activity

as part of the planning process .
PODR Planning Process

Got a goal you want to achieve, or

an activity that you need to get on

= during the activity as part of the doing top of? Then use the 4-step PODR
process Planning process.

= during and following the activity as part L. Plan: Develop a plan for a
of the review process. P P S(mwpevelopment Activity.
So a good planning tool th hel':>ev ' d e: Identify, organise

, and use appropriate resources,
work out what you need to do use is including people, for the activity.

the PODR or P I, ise-[J0-Rovi
. and safel
- Draft Sample;

4. Review: Undertake review, self-

= in the lead-up to the activity as part of
the organising process

ssessigent and evaluation of your P08
iffition in the activity. SUPER
A PODR SKILLS

Listed below are 8 potential t that you might be required to complete as

part of a successful Personal

1.

ve cﬁn vifly.
Match each of these up with their mo@§Ti Mcge of Planning,

Organising, Doing or Reviewing. There are 2 tasks for each stage.
(Note: Some of these tasks, such as to-do lists, could suit more than one stage.
But for this example you are deciding on the most likely stage).

2. Number the tasks from 1-8, in what should be the best order to do them.
Create to-do lists to ensure that specific tasks Create an overall activity timeline.
are completed.
Come up with a clear, concise idea for an Complete a self-evaluation based on your
activity to achieve a goal. performance in contributing to the activity.
Survey customers to see if they are satisfied. Break a big goal into smaller, achievable
objectives.
Work safely when performing the specific Develop a roster to communicate each team
tasks required for the activity. member’s responsibilities.
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PODR Planning Process 3.04

My Personal Development Activity

Now you are going to apply what you have learned so far to plan a simple Personal
Development Activity using the PODR process. They key emphasis for this PDS
Activity is on effective planning and organising. Later in the semester you are
likely to undertake a more involved activity; and definitely an activity that involves
working with others.

For this Personal Development Activity you are required to plan, organise, do and
review an activity so as to achieve a personal development goal or objective.

This personal development goal will require you to undertake some type of personal
improvement, achievement, self-growth or skills-development over a 2-week period.

The key aim of this PDS Activity is for you to

identify an area of your own life where you
feel you should make some improvements.
Then you will plan your activity to enable 5
: Personal -
yourself to make these improvements over a _

) development goal =
2-week period. P & Y Plon

And of course, after that, yjju caneov ' v Organise x.a
improving. That will be your own personal d
development i

Mg 'on on an |ng " Do ;
o D
@ Your toacher 3 theS pj KD
types of persona developmen goals an WYX
objectives that might suit you SS, orm Exj H »
"R Image: luislouro
SpeCIflca”y, eaCh Of yOU N Ot Deposifphofos.corﬁ

My PDS goal/objective B

Describe possible things in youf'li like to achieve; or perhaps
areas in which you need to m pﬂ hen briefly explain why.

After discussing these with your teacher, it’s likely that one of these is going to

be your personal development goal or objective for your first PDS Activity.

| need to improve or achieve... Because...

| spend too much time online and using
digital devices and | do not move or exercise
anywhere near as much as | did 3 years ago.

e.g. | want to improve my personal health and
wellbeing by being more physically active.
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3.05 PODR - Planning

1. Plan

The first stage of a PDS Activity involves planning and completing
an Activity Brief. You will do this in consultation with your teacher. At

the planning stage, for your brief, you should consider including the
following.

U Identify just what it is you are trying to do. This is your key overall
goal. Write your goal in one or two short sentences.

U Consider what you hope to achieve from the activity. These are
the benefits of undergoing this Personal Development Activity.

U Identify other people who are involved in the activity.

(] Start to plan what you (or your team) might need to do to achieve
this goal.

L Work out a draft timeline that includes key deadlines.

Jax many sportspand
-Previe
playthg AWiss 1% f .

Jax wants to develop a

Dr; ini@@Yr

higr filge
upcoming football season.

You cageige what h al
Do'No
clearly

@: But what might be a suitable

““Copy

Image: michaeljung/
Depositphotos.com

Linc is very
good with ICT
but he wants to build
his skills in dealing
with people.

So Linc’'s PDS
Activity will involve
working with Year
7s to show them
basic gaming coding.
How might Linc express &
his PDS Activity goal?

Image: lisafx/
Depositphotos.com
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PODR - Planning 3.06

PDS Activity - Planning A

1. List the key words for the planning stage. Your teacher will discuss these
with your class, so note any important information related to these. [ %

N

2. Choose a personal d opment improgement goal that you can complete

over the next 2 wee rev '@lwy of this with your
teacher complete thisPtabl&.

Plan te an Achvﬂy Brief
What WI|. tve2 |eejmen'r goal?

What are the main benefits of doing this PDS Activity?

Copy

Who is involved in this PDS Activity?

What are some of the main things involved in my PDS Activity?

What are the key overall timeframes and deadlines for my PDS Activity?
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3.07 PODR - Organising

2. Organise

The organising stage involves working out specifically what you need to do to
achieve your overall goal. This is where you start to make your plan a reality.
When organising, the key thing is to break your big goal into smaller achievable
objectives.

You will be expected to come up with some of the specific organising
requirements yourself. But you will also get feedback and support from your
teacher.

Some of the other things you could do in this stage include these.

U Develop an action plan (such as a to-do list) to achieve each of these
smaller objectives on a task-by-task basis.

U Develop a more specific timeline to map out by when these smaller tasks
need to be done.

U Organise yourself, organise other people, and organise any resources or
materials you need to successfully compl.ete each task.

U Ifin a team, develop a Pre;v l:@Wponsibilities.
raft Sample:

objectives related to how

DO

for specific running trlals

She als nts to aln at
least 3
would t s to

be lean muscle mass.

By having weekly goals
Jax feels she will be able to
organise her training time
much better.

Image: michaeljung/
Depositphotos.com

Linc is going to have to
organise times with teachers,
computer access and other
tasks, so he'll need a pretty
clear timeline?

Who should he approach first?
Image: lisafx
Depisifphofoicom
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PODR - Organising 3.08

PDS Activity - Organising A

1. List the key words for the organising stage. Your teacher will discuss these

with your class, so note any important information related to these.

Z
S

2. Start to organise yo

Organising: Break bBig goal ihto Smaller

What te Aa?

objectives?

By when?

What are the i w s g / are ;aml w ' rEicﬂs, resources and
steps involved; e UIn oM Be&ind s P o@ other people

smaller taskse

, ficlpievable objectives.

bjectives
What do | need?

might be needed?

Do Not
Copy

3. Create a to-do list for the activity. Your teacher will guide you on a
suitable format.
4. Create a timeline for the activity and show key milestone deadlines. Do this

on a large sheet of paper.
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3.09 PODR - Doing

3. Do

So, you have planned your PDS Activity based on your Personal Development goal,
and then you have organised your key objectives, times, and potential resource and
material needs. Now you arrive at the start of the doing stage.

Doing involves completing the specific tasks using the required resources needed
to achieve each of the objectives (through organising). When combined, these
objectives add up to satisfying your overall goal (from the planning stage).

At times ‘doing’ might be the shortest part of an activity. For example, 3 weeks of
planning and organising a cross-cultural lunch might only involve 4 hours of actual
‘doing’ work on the day. So as part of doing it is important to develop a specific
timeline for activity tasks that need to be done. It is also useful to develop to-do
lists to make sure that you have everything covered, and so that you don’t forget an
important task.

However, for this PDS Activity, the doing involves you completing a series of tasks
over a 2-week period to undertake some type of self-improvement or personal
development. Of course t[ﬁs Activity woret take 2 whole weeks of time. But the

duration of the Personal c'ﬁ'eVO'@Wam is 2 weeks.

On the other hand, Linc's

aris’iﬁ ple: 2

domg sessmn with
class.

one-off
domg process.

: mic fx
ositpl f @ % i glcom

Jax’s personal

training pro i
might invol r -
3 month do

program to bwld 7
her fitness.

This is an ongoing
doing process.

A PDS Activity - Doing
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1. List the key words for the doing stage. Your teacher will discuss these with
your class, so note any important information related to these.
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PODR - Doing 3.10
2. You can use the same type of table as for organising. It’s just that now you
are dealing with specific tasks. So you might need more than one table.
U Develop a specific timeline for the doing stage (use your workbooks).
U Create to-do lists for specific tasks.
U You should put tasks in the correct order in which they need to be done.

U Make sure you include all materials, resources and other people
needed.

Doing: Specific task is...

What to do? By when? What do | need?

Preview
Draf :
Do Not
Copy

By when?

Doing: Specific task is:

What to do? What do | need?
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3.11 PODR - Reviewing

4. Review

Whenever you undertake an activity it is important to check and review

whether you are achieving the goals or objectives associated with that activity.

You might experience being reviewed (or assessed) in life by having others,

such as a manager or teacher, monitor your work output. For example:

= cooking (by the head chef sampling or tasting the meal, and by getting
reviews from diners)

= playing a game or sport (by getting feedback from team members or a
coach)

= working (by getting customer comments, checking deadlines and having
performance appraisal from a manager).

Self-assessment is also an important part of review. That is when you

measure your own performance against your goals and objectives.

Ask yourself - “Did you achieve what you set out to do?” And then follow up
with; “Why so, or why not?” And finally, “What can | do better to improve?”

Peer review is also an mPrreawoeWNOIve getting
feedback from your team thr's ked with. It may

involve an evaluation pro-forma.

For your PDS ﬂ &of the
activity - the pl at $age

Ongoing feedback and review will help you to monitor if%ou are on track and

meeting your deadlines.
You will also get teacher feecg Q\ey @)trting and guiding you

through your activity.

And finally you will need to self- s during and after the activity. You've
chosen your personal developmgnt py/ou must monitor and
assess whether you are on the way to achidyingd#fis goal.

And if you find that you’re not succeeding, then you can start to work out what
changes you might need to make to better achieve your goal.

Image: doomu/ Image: doomu/
Depositphotos.com Depositphotos.com

Jax is going to use a fitness Linc is going to use Survey
tracker and apps to Monkey to get students to give
measure her progress their feedback.

every week. He is also being evaluated

She has a friend by his teacher

who already plays and the
footy, that she is teacher of
comparing her the Year 7
results with. kids.
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PODR - Reviewing 3.12

PDS Activity - Reviewing A

1. List the key words for the reviewing stage. Your teacher will discuss these
with your class, so note any important information related to these. ¢

N

Preview
imdﬂ%niﬁl’é

Reviewing: Check and assess my progress and if my goal is achieved.

Duringt ea 1 ., I wi \ ie + I ytess by:
Checking Feedback

Copy

Self-assessment Other

After the activity | will review progress by:

Checking Feedback

Self-assessment Other
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3.13 Assessment Task

58

AT2 Personal Development in Action

Overview This task focuses on:
This PDS Activity requires you to plan, organise, = planning and organising
do and review a 2-week personal development a simple PDS Activity

outcome. (Note: Your teacher might allow an

) to achieve a personal
outcome that extends over a longer timeframe).

development outcome
Your personal development outcome might be an

extension from AT1: Making a Change. Or your
personal development outcome might be a new knowledge

goal that you want (or need) to achieve, given = applied use of specific skills
that you have now worked through a number
of topics for Personal Development Skills. Your
outcome might even relate to dealing with a solving skills.

= applied use of specific

= applied use of problem-

specific Personal Development problem.
Some possible types of personal development outcomes might involve the following.
Developing a specific skill or set of skills such.qs cooking, or using ICT.

Completing a training ¢ t I uch as a first-aid course.
Achieving an outcome (oﬁl)ﬁoe Mtﬁtr u™® more to your family.
Achieving a health, fitness, recreation or sporting outcome orjoal.

Setting and vMg ro¥hen oreg€a®

Stage 1: Planning

U Negotiate your 2-week per pnNu ith your teacher.

U Develop the overall timelinS chhi e p’r utcome.

Stage 2: Organising

U Break your overall outcome (or@i chfevable objectives.

U Identify potential problems rel oopnyregool), and develop strategies to

deal with these.

oooooog

U Develop specific timelines to achieve these objectives.

U Organise yourself to meet these objectives.

U Organise and make use of other resources to achieve these objectives.
Stage 3: Doing

U Develop specific timelines to achieve these tasks.

U Successfully do the specific tasks required to achieve the objectives.

U Deal with any problems related to your outcome/goal (and your activity specifically).
Stage 4: Reviewing

U Seek and make use of feedback to improve your performance.

U Report on your successes in achieving your outcome (or goal).

U Suggest further improvement strategies that you might need to undertake.

Note: The planner opposite is blank. That's because you will list your requirements for each of
the PODR stages when you negotiate your personal development outcome with your teacher.
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Assessment Task 3.14

Name(s): Key dates:

My personal development outcome (goal) is:

Tasks - AT2: Personal Development in Action qt?i?;d Due by Done Eﬁﬂ?ﬁ'ﬁr
Stage 1: Planning for your personal development outcome (goal).

i. v

i v

Stage 2: Organising your personal development objectives.

" Previevgl
* Draft Sample:

[ Y .
Stage 3: Doing your personal ¢ w ) 3 t 1l I .

i. v

t Copy

Stage 4: Reviewing your personal development outcome (goal).

i. v

i, v

ii. v
(" Additional information: )
\_ Signed: Date:
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3.15 Self-Reflection

Self-Reflection Pro-Forma

Which Personal Development skills did | develop during this unit?

How have the skills of Personal Development helped improve my personal life?

-
—’
L
How have the skills of PersEcl Eggnvl‘llewmer ways?
-
(]
—’

How would | rate my perforD DCI cﬂrg/iping my Personal

Development skills this unit?

0 1 ‘ 2; lo 4 5
not shown low re o very good excellent

What were my strongest areas of performance and what should | work on improving?

My strongest topics/skills were: But | need to improve my skills in:

Signed: Date:

Teacher initials: Date:
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Knowledge
and Skills
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4.01 Knowledge

Knowledge

So what do you know? Knowledge can be defined as your understanding
of various facts, information, ideas, concepts, skills and other elements.
Sometimes it is said that we acquire knowledge. One thing is for sure, we
definitely require knowledge!

Theoretical knowledge might relate to an understanding of concepts and
ideas. Practical knowledge might relate to actually becoming competent at
‘doing’, tasks

You can build your knowledge through learning, training, experience,
research and so on.

An important aspect of knowledge is knowing what you know! This means
that you need to have an understanding of the extent of your knowledge.
You need to have self-awareness of your knowledge strengths. By being
self-aware you can be confident that you are able to do certain tasks, and

that you understand various concepts, based on your Well | know what | know. But how '

level of knowledge. can | know what | don't know? Can
Another important aspect '@ Wvuu help me make sense of that?"
you don’t know. This might be even more important! N

one of us knowgggverything (e ome people y
pretend they dﬁ & Sam . v
tasks it is impo ("

it is we don’t know. By doing this we can find ways to ‘
overcome our weaknesses. Q N t
We can overcome weakness Q(in h ,Q/i

and assistance, undertaking further training, and working

with others. C
opy

A What do | know? Depesiiatoscan ) | \‘

Identify 2 things in which you are confident of your knowledge. One must
relate to an idea or concept or knowledge area; whereas the other needs to
refer to a practical task or skill, such as how to reverse park a carl!

Well, what do | know?

i ii.
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Knowledge 4.02

Building knowledge

As humans we continually build our
knowledge throughout our lives. Have a
think back to when you were in primary
school. You certainly know a lot more
now than back then.

But how did you build your knowledge?
Certainly some knowledge comes from
your education. Even right now you are
learning things that you were not aware

_ . I Iear'ned huw tnplaythe drums through observation and
of yesterday. Think of your favourite training. But my mum says she sometimes wishes | had

subject ever at school (besides PDS of never started!”
course!) and all of the cool and interesting knowledge you picked up.

Knowledge also comes from training. Training is an extension from education
in that you get to put your knowledge into action. For example, you might train at
TAFE to use various wordworking tools. Then during a work placement you get to

put this knowledge into ac? ew and competencies.

You can also build knowle®ge bﬁey'lw olve reading and studying

a manual (such as to get your L’s), researching online (such as knowing all the Star

Wars action f|g zftctg h‘ough direct

observation or va amp: egnagician).

So knowledge is closely related to research study and Observation. And then you

turn that knowledge into pra aining and doing.

But there is one thing we nem N te relies on both having

access to, and an understanding of, information. However, having information

does not automatically lead to k de Real practlcal knowledge comes from

having, choosing and using the the most effective way.
Knowledge B

List examples of useful and interesting knowledge you have developed
through these methods.

Knowledge from education Knowledge from training

Knowledge from research Knowledge from observation
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4.03 Knowledge

C Sharing knowledge
One way to build knowledge is by helping and learning from others.

Think of some knowledge related to an area of personal development that
you understand well. This might be an idea, a concept or some type of topic.

1. Complete these boxes to outline how your class members could be helped
by you sharing this information.

What do | know well2

How did | learn this2

Preview

/

@y classmates?

Do Not
Copy

What might be a good way for me to communicate this knowledge to the class?

How could having this knowledge help my classmates make their own personal
development improvements2
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Knowledge 4.04

Now think of a task related to an area of personal development that you
know how to do well. This might be a task, a process, a system or some other
activity.
2. Complete these boxes to outline how your class members could be helped
by you sharing this information about how to do this activity.
Your teacher might even get you to do this task as a PDS Training Activity
by matching up potential trainers with potential learners.

4 B
What personal development task can | do very well2

How did | learn to do this personal development task?

Preview

What ar p oo 1Wsl@h ot f@® for my
classmates to understand?

Do Not
Copy

Y,
What might be good ways for me to communicate how to do this task to the class?
\ J
How could having this knowledge of how to do this task help my classmates make their
own personal development improvements?
WV
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4.05 Information

Information

You live in an amazing world. This is the first time in history when almost
all the knowledge that has ever existed is now available to you in just a few
clicks. Want to find out something, well people will say, “Just Google it!”

In the ‘old days’ if you wanted to find out something you had to ask an expert,
or go to the library and look up something in a book or an encyclopedia. Or
you even had to work it out yourself through trial and error! ‘Old’ people also
had to use things called micro fiche readers to find historical information from
the past. Ask your teacher what these are - but perhaps they are not old
enough to have ever used them.

But this instant access to all the information in the world comes with problems.
There is simply too much information available. How do you actually find what
you want to know? Where do you start looking? What should you type into a
search engine? Which sites are reputable, and which are just
opinion dressed up as fact?

And then, when you find t?‘ormation you are looking for,
hat

how do you know that wh !n‘cﬁ‘!j W .
correct? How do you kno e imormati a
looking at isn’t just advertising,_marketing and PR copy
fashioned to ‘abe®’ nb

then there is thvﬁgaﬁf fg\am '

all heard President Trump banging on about that.
'é So can you tell fact, from opi frgig Mi '
and from just outright blatant 6

Image:SergeyNivens/

C Depositphotos.com
o p y “Let me tell you just two words!

Fake news!"

A Finding out

So how do you go about finding information online, and how do you work out
what is real from what is fake?
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Information 4.06

Types of information

Information can come in many forms. Information can include facts, figures,
statistics, data, research, reports, opinion, instructions, warnings and many other
examples.

Of course you know about written information in books, newspapers, magazines,
manuals, documents and instructions, as well as written digital communication that
is online, in emails and in texts.

Information might also be verbal such as a conversation, explanation, instruction,
lecture, speech, interview, Q&A seminar, song and so on.

Some information is best communicated visually such as signs, symbols, maps
and instructions. Many people respond to visual information in images, diagrams,
infographics, icons, avatars, emojis and so on.

The world is driven by numerical information such as numbers, data, tables,
financial statements, graphs and so on.

And information might also be physical such as body language, gestures and

physical movements. (Ch I Chadp
In many cases complex infgrmagon eyycC Wusing a combination of

InfOI'matIOI'] typeS Image: Anton_Sokolov/

Depositphotos.com
For example, a eglati
budgeting to bDﬁe&ﬁu
a financial expert speaking (verbal), an
analysis of numbers (numerigg
graphs (visual). The presentg
be filmed and then uploaded G
- which further extends the type of
information by becoming digital fe

Types of information B

List an example of when you use each of these types of information.

written information verbal information visual information

numerical information physical information other information
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4.07 Information

Sources of Information

There are so many varied sources of information available to you. It is important
that you know the distinction between primary and secondary sources. You will
also likely explore this in Literacy as well!

A primary source of information is when you gather direct evidence about a
person, an event or a situation. So an eyewitness is an example of a primary
source such as Millvina Dean (look her up!) Other primary sources that you might
use include interviews, surveys, direct recordings, photos, as well as official
documents such as contracts, wills and legal documents.

A secondary source of information is one that gives a summary, comment,
discussion, interpretation or analysis of a primary source of information.
Examples include news reports, articles, reviews, opinion pieces, summaries
or other similar types of work. So a historical work of non-fiction is a secondary
source of information. So too is much news reporting and almost all online
commentary.

Encyclopedia and other in ﬁtlon sources @at collate and gather already

existing information are ca f ch|serthon

R W A
°
experts/experienced peop
family R qualified
members D N professionals
p Not™
peers § . = colleagues
books encyclopedia

—

news media social media

_—

o g \,.r' e .'-.'.‘.. o
internet pages | L :1 online forums
— ‘ e -
FAQs guides/ o o Q ~ mentors/
handbooks ?_@,.; coaches
s .._ ' a
— 4 s 3
terms and surveys and
conditions interviews
tutorials courses
textbooks manuals
v teachers trainers

apps!
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Information 4.08

Sources of information C

Have a think about how you commonly source different types of information.

1. For each of these explain the type of information you get from this source
and why you use this source. Add 2 of your own choosing.

2. Explain an alternative source of information that you could consider using
in order to improve the quality or reliability of the information you get.
Source Type of information Which other sources/ Why?
Apps: | use apps to find out information ~ Books: | should also use a printed
e.g. about where | am going so that | don’t | street directory more because you can
apps get lost. | like the Google maps function see a bigger overall view of an area
the best. and you learn how to get around.
family
members
[
Preview
- D .
- Draft Sample
media )
eachers Do Not
- Copy
books
online
forums
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4.09 Demonstrating Knowledge

Demonstrating knowledge

When you are planning, organising, doing and reviewing either an individual,
or a teams-based, Personal Development Activity, you have to demonstrate
knowledge and access, collect and interpret information.

In order to do this successfully you have to deal with information and
knowledge related to two different parts of the activity. These different, but
related, parts can be summarised as, your focus or ‘what you are doing?’;
and your process or ‘how you are going to do this?’.

Image:HASLOO/
Depositphotos.com

1. The focus: What you are doing?

This involves identifying and then finding
information and knowledge related to the personal Foous = what.
development topic or task you are focusing on.

For example, you might be researching the history of
your family coming to Australia. You have to research,
describe, summarise and present information about that
topic. This is your focus.

W
2. The process: How yoaﬁavtiie W\p

This involves planning, organising, doing and
reviewing your ity. You ar ing ave to
predict the info y iIgnged I

work out the steps/stages needed to successtully

undertake the activity. 9
For example, in researching @ of Nf@t
coming to Australia you migh t haWe to

plan who you are going to interview, organise PDS Activity:
interview times and recording eﬂ emonstrating knowledge
do the interviews and then summn egep r both the focus of the activity
information and review the interviews to check ®and the process of the activity
that you have enough material to present to you need to do the following.

the class. This is your process. You have to I Identify knowledge.
manage all of the tasks within the broader li. Access information to seek
activity guidelines and timelines set by your knowledge.

teacher. And for a teams-based activity you lii. Interpret information to

develop knowledge.

iv. Present information to I

communicate knowledge. gt‘ﬁg

will need to organise much more.

A Demonstrating knowledge

When you are planning a PDS Activity you need to identify knowledge

and find and use suitable information. The table opposite lists many of the
‘questions’ you will need to answer about knowledge and information. Use this
as a planning pro-forma for your PDS activities. Your teacher will guide you.

Tip: You might not answer every question, just those relevant for your activity.
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Demonstrating Knowledge 4.10

Explanation The activity focus The activity process

i. Identify knowledge for my PDS Activity.
= What do | need to know?
= What do | already know?
= How can | find this out?
= Who can help me?

ii. Access information to seek knowledge for my PDS Activity.

= What primary information
do | need to gather?

= What secondary
information will assist me?

= What information types &
sources might best suit?

= What types of media
will | access; and which

[
devices will | use? P
iii. Interpret information to elop kihowledge for my PDS Activity.

= How will | orggise my

~spraft Sample:

copy, in digi
and in what order?

= How will | summarise my
information, e.g. headings
and sub-headings?

= Will | need to analyse the
information, and if so who
can assist me? C 0
= How can | check that the py
information is appropriate,
true and accurate?

iv. Present information to communicate knowledge for my PDS Activity.

= How will | communicate my
information as knowledge?
e.g. written, verbal,
digital, video.

= What types of information
will | use to communicate
my knowledge? e.g.
statistics, images, graphs,
summaries.

= How will | assess that
people understand my
info and build their own
knowledge? e.g. questions,
feedback, surveys.
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4.11

72

Skills and Competencies

Skills
So what can you do? It's now time to reflect on the skills that you have.

Can you play sport, dance, fix cars, look after pets, grow vegetables or even recite
the alphabet backwards?

Are you good at doing manual tasks and activities with your hands (e.g. guitar), your
feet (e.g. soccer) or your whole body (e.g. trampolining?)

Are you good with your mind doing thinking tasks and solving problems such as
puzzles, doing coding or managing a budget?
Are you good at creative tasks such as drawing, writing lyrics or designing clothes?

Are you good at dealing with other people such as playing a team sport, babysitting
or teaching others?

Or perhaps you can do all of these things; or only some of these things; or totally

different things from these. “ Prini is skilled in many different Martial Arts!”
So, have a think, what are your abilities and skills?”

. -
Skills-sets Pcr y '
We all have different skills @nd com nctes

that we can use to complete tagks and

e Dratt:Sample:
to develop our m if&an p o

learning. One way to classify these skills-

sets is by grouping them into onal R\
competencies and social ¢ éies 0 h)
[
Gond endrotsel (% o
1. Describe 4 tasks and activi a ipoyre skilled and /or you have an

ability for. These are things you are good at.

i ii. iii. iv.

2. Describe 4 tasks and activities at which you are not so skilled and/or you
have little ability for. These are things you are not good at, at all!

i ii. iii. iv.
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Personal competencies

Personal competencies are those things
that you have a natural ability for. These
are likely to be the types of things that you
naturally enjoy doing every day. This means
that these are your personal skills.

You can turn these skills into competencies
by utilising them when undertaking varied
tasks and activities. You can also enhance
your personal competencies through
different forms of training.

For example, Rex, 17, cooks dinner for

his family every night. He really enjoys
doing this. Therefore Rex has cookery, food

preparation and kitchen skills. And as a result, he is

also good at planning and nising.

Francine, 16, is mad abou

tinkering with engines. She¥is alm/# j g
bomb. Francine has mechanical, car- repair
and tool sk//Is /th §
problem-solwn

Ferhaps you, like Francine, have henume

t practical taﬁat fixing
I: s?"

.
lfpas co

compe

Skills and Competencies 4.12

Personal competencies
= planning tasks and activities

= organising yourself and
meeting deadlines

= fixing things

= making things

= using technology and devices
= being flexible and multi-skilled
= being creative

= accepting responsibility

= solving problems

and many more.

Personal competencies

1. Identify 3 of your own strongest perslnal¥1peiencies.

2. Describe an example of how you demonstrate this competency in your life.

i ii.

iii.
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4.13 Skills and Competencies

Social competencies

Social competencies refer to a person’s skills when
they are dealing with other people and interacting in
social situations. Social competencies are developed
by dealing effectively with other people. This means
that these are your interpersonal skills.

You build your social competencies through your
natural development as a person and your varied
interactions with others. These interactions will help
you develop socialisation skills. Socialisation
skills are important to help you develop personal
relationships with family, friends, peers and even
partners!

Well-developed social competencies are also

vital for work-related success by building positive
interpersonal relationshi

Il work-relateq situations

Social competencies

= communicating
effectively

= working with other
people

= helping and assisting

= organising others

= encouraging others

= giving and taking
feedback

= active listening

= empathising with
others

and many more.

involve dealing with other Imhyte/WIl be very
different from you. So you $houl® b n i improve your
own ability to deal with diverse and varied people.

—ee PIraflo-Samples: -
feedback on hi 8. t r wer-

focused which is important if he wants to be a chef.

Francine gets a lot of mecha ] 0]
Uncle as she often helps him ga Q

realises that communication and helping others is
improving her own interpersonalc.

C Social competencies

| .I;‘ ~ _."." i
;ma cott Majillell/ | - .

'mera/TMMRstock | = 8

1. Identify 3 of your own strongest social competencies.

2. Describe an example of how you demonstrate this competency in your life.

i ii.

iii.
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Skills and Competencies 4.14

Transferable skills

You should think of your own personal and social competencies as transferable

skills. Transferable skills are the personal and interpersonal skills and

competencies that you might already have, or are in the processing of developing.

You can apply your transferable skills in any situation including:

= personal situations such as personal organisation skills to help run your life
better

= social situations such as showing empathy and understanding when dealing with
close friends who are going through a hard time

= work situations such as communicating effectively when dealing with customers
from diverse backgrounds.

In order to achieve positive personal development and growth you need to
acknowledge your own strengths, and your weaknesses, related to your own
personal and social competencies.

Once you do this you will move a long way towards successfully completing more
complex tasks, because y rable personal and
interpersonal skills to help gou, I Vrlijee ations.

ansferable skills D

..Draft §apmgl e

social competencies. For eq h one explgin how you could use this competency
in a personal, or a social, SIT 0 ans that you are
transferring these skills 'ro

e.g. | am competent at looking r kids and babysitting by being patient,
having responsibility and makilly sor 't do anything dangerous. For
my work experience last year a a nik | used these skills to help look

after a whole room of toddlers.

Personal Competency 1 Personal Competency 2

Social Competency 1 Social Competency 2

75
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4.15 PDS Activity Skills

76

ZIN

ZIN

PDS Activity Skills

There are a range of skills you need to develop and apply to successfully
complete your Personal Development Activity. These include task skills, safe
working skills and technology and equipment skills. Of course, you might
not have to demonstrate all these skills in every PDS Activity. But you should
discuss all of these as a class, and if needed, in your work teams. So give them
a tick if you (or your team) are required to use these skills for your PDS Activity.

PDS Activity: Task skills

There could be hundreds of tasks skills that you need for your PDS Activity.
Various skills might apply at all 4 stages of plan, organise, do and review. Some
of the more common task skills likely to be needed are listed below. But you
might need to predict, develop and then apply other task skills depending on
the nature of the PDS Activity. e.g. A budget will only be needed if the activity
has financial elements to it. And for a team you will have to allocate roles and

responsibilities to team meﬁrs. o
LeVIEW

U do a project brief Ll prepare written U organise equipment

4 plan timel t”s;a Lle t@nedia

0 organise rdbed cl:a 0 im pr @resentation

0 organise team fill in forms 0 contact people
members alﬁldgN t U complete evaluations

U organise a roster w. e qga tQ 0 organise guest

O create to-do lists U research information speakers

U make appointments a C a Eresentation U organise travel times

PDS Activity: Safe work skills

Whether your PDS Activity is a solo or team effort, and no matter the focus
of the activity, you must work safely. This involves physical, emotional and
personal safety, including digital safety. This crosses over with WRS.

PDS Activity: Working safely

U Use equipment safely including U Know appropriate food preparation,
appropriate training. hygiene and certification standards.

U Use proper manual handling and U Minimise stress and conflict, and not
lifting techniques. harass or bully team members.

U Move, transport and travel safely. U Get supervision and assistance for

O Only use tested and tagged dangerous tasks.
appliances. U Complete risk assessment and

0 Use ICT devices safely and hazard control where needed.
ergonomically. U Be careful with personal information.
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PDS Activity Skills 4.16

PDS Activity: Equipment, technology and materials skills

Many PDS activities require the use of equipment, technology and materials. This
means that you have to develop and apply operational, manual and technical skills.

PDS Activity: Using technology and materials *

U Determine the most suitable
equipment, technology and
materials for the activity.

U Follow appropriate safety guidelines.
U Undertake suitable training.

U Read and follow instructions.

U Book, set-up and return equipment.
U Use ICT devices safely and ethically.

ZIN

U Seek permission for using images
and other people’s words and work.

U Use presentation, AV and multi-
media equipment competently.

U Source and budget for suitable
materials.

U Use materials and inputs sustainably.

U Follow safe handling procedures for
materials.

Preview

Look at the lfmtnca
the correct st o’ PIM, X OfgMise,
apply for more than one stage).

PDS Activity: 6_0_N_0t

PDS Activity Skills A

amplez:::
eW. NGt & ®skills might

Plan

Do

Copy

Organise

Review
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4.17 PDS Activity Planner

A PDS Activity planner

Use this planner to guide you through the stages of Plan, Organise, Do
and Review for your PDS Activity. Then present this to your teacher for
checking and feedback.

1. What does the PDS Activity involve?

2. Who is involved in this activity?

Preview
Draft Sample:

3. What are the main benefits of doing this activity?

Do Not
Copy

4. What are the key timelines and deadlines?

5. What equipment, technology and materials are needed?

78
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PDS Activity Planner 4.18

6. What are the key requirements in the Planning phase?

=
=
=
7. What are the key requirements in the Organising phase?
=
=
=
P Vi
8. What are th key!:qﬁm nt!iQeWg phase?
Draft Sample:
ple:
=N

- Do Not
9. What are the quO in phe Reviewing phase?
E> p

10. What are other important requirements, including safety?

79
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4.19 Assessment Task

AT3 PDS Team Activity

Overview This task focuses on:

You are going to undertake a teams-based = planning and organising a
Personal Development Activity related PDS Team Activity related
to one or more of these focus areas: to a PDS outcome

Self development; health and wellbeing; = applied use of specific
social, family, and/or environmental knowledge and information
responsibilities; or participation in a = applied use of specific skills
democratic society. including OH&S

Your teacher will inform you of the focus = applied use of problem-
T solving skills related to the
The PDS Activity might involve the same outcome

PDS outcome for every n.1emb<.ar' of the = el Al e 6
class; such as a leadership training

member of a team.
program, the developm | s’r

skills, or completing a sp@FMic Dé{V' ew

that is integrated with other units.

Alternatively, DS Activi ig Ive as ecn"c ou’r me (o; goal) that
your smaller m -t’ru ogether.

Your teacher will descrlbe the key reqmremenfs for y®ur 'reqms bc:sed Personal

Development Activity. So w hese do
DLOw Not
PDS outcome (goal) to be achle!ed aydri of the activity is:

Key dates and timelines are:
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Assessment Task 4.20

Required
For this activity you have to complete the following stages.
1. Successfully plan and organise the team activity.

2. Find, collect and use appropriate knowledge and information related to
the PDS focus area outcome.

3. Identify and apply appropriate skills to complete the activity, including
working safely.

4. Use problem-solving skills to explore issues or problems related to the PDS
focus area.

5. Work effectively as a team to complete the activity.

You will then prepare (and possibly present) a group report based on your
PDS Activity.

As part of this you have to review your own and your team’s performance
(p.84 & p.152) in completing the PDS Acfi\.'ify (and the PDS outcome /goal).

Preview

= It is recommended that you use the PODR Planning process to support you.

= You will n 0, ctids ia Jgitfrofelyyou with the
PDS Activ r ﬁ A

= When you investigate your PDS focus area, you will have to address a
problem (or problems) o ac n Qutcome (or goal). Your
teacher will give you s thils. 6

= Your teacher will guide and support you and your team in doing this PDS
Activity. So you will be ex d to seek and _act on feedback throughout
all stages of your PDS Actigity

= You might be called upon to apply skfs f your other VCAL units.
U Preparing your report might be a Literacy activity.
0 Developing safety guidelines might be a WRS activity.

[ Presenting your final report might be an Oral Communication activity.

N

O You will have to develop criteria to review and assess both your own,
and your team’s performance, in relation to this activity.

Other important information
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4.21 Assessment Task

Name(s): Key dates:

PDS Activity and outcome/goal:

Tasks - AT3: PDS Team Activity R.e'd Due by Done Teacher

quire initials

Stage 1: Planning and organising

Negotiate the PDS Activity with your teacher.

i. Complete PDS Activity planner, p. 78-79.

i. Develop overall timeline.

i. Identify key tasks required.

SN S

iv. Allocate roles and responsibilities.

Determine resources neeP r E i i

i. Get feedb i P

<

vi.

v

Stage 2: Demo in ()
. Discuss key knowledge rela o the area tivity.
. Find svitable information foﬁ Q GCN ot

iii. Interpret information to suppo ctivity.

iv. Use information to undertake ﬂC\o py v

AN

vi. Get feedback, reflect and review.

Stage 3: Demonstrating skills

i. Identify skills needed to complete the activity.
ii. Apply skills needed to complete the activity.

iii. Work safely to complete the activity.

SN NS

iv. Use equipment and technology safely.

vi. Get feedback, reflect and review. v
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Assessment Task 4.22

Name(s): Key dates:

PDS Activity and outcome/goal:

Tasks - AT3: PDS Team Activity R_e-d Due by Done Teacher

quire initials

Stage 4: Solving problems

i. Develop problem-solving skills. v
ii. Discuss issues related to activity problems. v
iii. Suggest solutions to address activity problems. v
iv.

v. Get feedback, reflect and review. v

Stage 5. Working effectively, eam
i. Investigate interpersonal re v ' e W
. Work effectively as part of a team.

...Draft Sample:
vi: Get feedback, reflect and QO N Ot/

Reporting

i. Prepare a draft report includielﬂnp v
sup

ii. Present to your teacher to get feedback an rt. v

iii. Prepare your final report including evaluations. v

iv. Present your report to the class (if required) 'é

Additional information: )

S Signed: Date:
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4.23 PDS Team Activity - Evaluation

84

Team Activity Evaluation Pro-Forma

Complete this evaluation of your own and your team’s performance in undertaking the
teams-based Personal Development Activity.

1. Planning and organising the PDS Activity.

(] 1 2 3 4 5 0 1 2 3 4 5
not shown low fair good very good | excellent not shown low fair good very good | excellent
My Team
successes: successes:
My areas Team areas
to improve: to improve:
2. Finding and using specific knowledge and information.
(o] 1 2 3 4 5 (o] 1 2 3 4 5
not shown low fair good very good | excellent not shown low fair good very good | excellent
My My
successes: successes:
My areas My areas
to improve: to improve:
3. Identifying and using specific skills including OH&S.
(o] 1 2 3 4 5 (o] 1 2 3 4 5
not shown low fair good very good | excellent not shown low fair good very good | excellent
My Y
successes: 7
My areas My areas
to improve: to improve:
4. Solving pro
4 5
very good | excellent
successes:
My areas
to improve:
5. Working effectively as a member of a team.
0 1 2 3 4 5 1 2 3 4 5
not shown low fair good very g cellent low fair good very good | excellent
My
successes:
My areas My areas
to improve: to improve:

6. Briefly comment on what you most and least enjoyed doing as part of your teams-
based PDS Activity.

| least enjoyed doing:

I most enjoyed doing:

Signed: Date:

Teacher initials: Date:
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5.01 Issues

Issues and problems

Life doesn’t always run smoothly and we can’t always get things to work out the
way we would like them to. At times we have to deal with issues that affect us and
other people. Sometimes issues present themselves as problems that need to be
overcome. But there are strategies that can be used to help you deal with issues
and problems.

So we are going to take an introductory look into issues and problems. You will
also investigate how you might be able to anticipate and deal with issues and/or
problems that might arise as part of your PDS Activity.

Issues

The world is full of issues. As people we agree
and disagree over different issues because we
have different values, beliefs and attitudes.

A value is something that you feel is important
and therefore influences your decision-making.
An attitude refers to your f or view that 0

you have or hold about anR er qw V -
en : :

situation. Your attitude to an issue wi
influence your Rehaviour.

For example,G E gft;oﬁg r .
and that the wornaowes anv

he expects to live on welfare rather than try an
find work. O
What makes an issue?

A concept or situation can only be fn issue |f |t suggests a position or a point of

Image:mandygodbehear/
Depositphotos.com

view. Also an issue cannot simp sjpbe debatable. However, we do
see many people now debate fa c nge sceptics). This approach
actually confuses the issue.

So simply saying, “The Environment” is not stating an issue. However stating, “We
need to reduce our consumption of plastics,” is an issue. This statement expresses
a point of view.

Many issues are also centred around questions. For example:
= “Should the legal drinking age be raised to 21?”

= “Should smoking be banned in all public places?”

= “Should the driving age be set at 17 in all states?”

'6 So which issues are important to you both now and for your future?

86

Issue involve stakeholders.

A stakeholder is a person or group involved in, or affected by, a decision. In any
issue there are a range of stakeholders on opposing sides. Sometimes stakeholders
might clash because they have different values. These stakeholders might also
have different levels of power depending on their role in the issue.
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Issues 5.02

Issues

Most issues can be grouped under certain ‘headings’, such as equality, gender,
economic, social, political, financial, environmental, health, lifestyle, education,

family, personal wellbeing and so on.

equality issues social issues

gender issues political issues

economic issues

education issues family issues

employment issues security issues

zuﬂﬁnéﬂléwana; | 3

the legalisation of same-sex marriage. Did you have a
jayg 0n this?

Depositphotos.com

(]
mmageibelchonock/ D raft a m p | e ) Issues A
For these 2 issue categori iefly desfib isslle that impacts on you,
or that you are concerned r eﬁ elp you choose the most

suitable category as some issues cross over more than one area. Choose 2
other categories.

Explain the issue in one senferciocpy«ords.

f environmental issues

Environmental issue Social issue
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5.03 Issues

Image:natalipopova,/

[%ﬁn@ @l:m Depositphofos.com

1. What is the issue?
= In one sentence, clearly explain the issue.

e.g. The School Council wants to ban sugary soft
drinks being sold in the canteen.

2. Who is involved

= List the stakeholders that are involved or impacted upon by
the issue.

= Describe their role in the issue or how they will be effected.

e.g. Students: They will no longer be able to buy their
favourite drinks at school.

Preview

3. What are the facts?

ecPDraftSal mp le:

= Do this without taking sides. You might be describirfg some
statistics or numbers.

= e.g. Students purchase a.@treNmGta day
from the canteen.

4. What are the main opinions?

= Find out and summarise key opinions related to the issue. Do this
without taking sides.

= You might have to interview people and take notes.

e.g. The Parents Group says that this is contributing to an unhealthy
life for students.

5. Conclusion and summary/recommendations
= Prepare a conclusion that summarises the issue; and/or
= Make recommendations based on your analysis of the issue.

e.g. I feel that this ban should be implemented first as a 2- PDS

week trial to see how it goes. gklllﬁlé
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Issues 5.04
Analysing an issue B

1. Complete a fuller analysis of the issue of the School Council wanting to ban @
sugary soft drinks being sold in the canteen. You might do this in pairs.

1. Issue?
2. Who? 3. Facts?
4. Opinions? 5. Conclusion/recommendations
[
Preview
Draft Sample:

2. Your teacher is going t inate a gergonal dgvelopment issue that you ¢
might need to investiquQ PN .Jlternatively, they might let
you negotiate an issue of your own choosing. Complete this table.

Copy

2. Who? 3. Facts?

4. Opinions? 5. Conclusion/recommendations

89
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5.05 Problem-Solving

90

Problems
Ok. Life is not always easy. We all have to face various problems from time-
to-time.

Problems such as not having enough time to get everything done, or
not having enough money to buy everything we want. Problems such as
interpersonal stress and conflict in our relationships.

Big problems such as not being able to find a job, or dealing with personal
illness.

Transport problems such as failing your driving test or your bike being
stolen.

People problems. School problems. Work problems. Family problems.
Health problems. Wealth problems. Relationship problems. Pet problems.
Problems, problems, problems.

However, it's not all doom and gloom! People face different problems every
day. But most people find ways to deal with their problems. They develop

strategies to deal with thei strategies

to help solve their problemp)ﬁréVi éw rcome their
problems. And then they get over it and get on with life. You too can do this.
It’'s about buildi silience.

- Jraft Sample

One of the key drivers to success, both in your personal’and in your

professional life is the ability vegarobl Sglvig problems can assist
you to achieve your goals. 6

The ability to solve problems is a skill that can be built and developed.

Throughout this entire unit you h een Iearnlng useful strategies to

assist you to deal with problems have been developing

and applying skills to deal with pro ems as@oci W|th your PDS

activities. In the next few topics you are going to develop some applied
problem-solving techniques. Dapageiteneery!

Some key skills that support problem-solving include:
goal-setting
planning
organising
decision-making
reviewing
communicating
negotiating
compromising

S O L L L R L

collaborating (where appropriate).
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Brainstorming

When you have a problem, basically you are
stuck and unable to move forward.

Brainstorming is a technique whereby you list
whatever thoughts come into your head that
you relate to a key concept or idea. The idea
is to get a free flow of key words and terms.
No suggestion is criticised or rejected (that
comes after).

Brainstorming generates a list of words

for a concept. Brainstorming is useful for
solving problems because one word, leads
to another, and then to another, which can
help people come up with new ideas and
approaches.

In a team situation, the w

group, then focus in on the bf ideas,

Brainstorm all of the words

safely). Highlight those wo
of the problem-solving process.

f other peoplee

can drive you or someonePf vg
with new solutions. When fhish h

Problem-Solving 5.06

Effective brainstorming

1. Write the key idea for everyone
to see; on a whiteboard, or
somewhere clearly on a page.

2. Set a short time limit, between
60 seconds and 3 minutes.

3. Someone has to lead the
group and write down the
responses.

Use 'hands-up’ for ideas.

5. Write down all ideas for all to
see.

. Ideas are not criticised or
rejected.

. Make sure to encourage
everyone to contribute.

éw allow one, or just a

POS
SUPER
SKILLS

mbers to dominate.

°
Sample:.... »
i rms tha your
with in response to a problg CN
r

s/terms WhICh W|I

am, or your class comes up
ctivity (such as how to work
e further investigated as part

( )

)
(

)

Problem?

TN N NN YN Y

)
]
)
)
I

(
(
(
(
(

VN W) WA WA W—

]
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5.07 Problem-Solving

Problem-solving process

One way to tackle problems is to use a problem-solving process. The 4-stage IASM
problem-solving process is an effective tool to help you, or your PDS Activity team,
start to tackle a problem. The IASM stages are:

1. Identify the problem

2. Analyse the causes/facts

3. Suggest some solutions

4. Manage the chosen solution.

IASM Step 1. Identify the problem

= Clearly identify what the problem really is. Note: Some people waste
time trying to solve the wrong problem!

e.g. In our PDS team people don’'t know what they are supposed to do
and tasks are being completed late, or not done at all.

IASM Step 2. Analyse the causes/facts
= Work out j Il causing the problem.
= Talk to stakPTévré n be controlled or
possibly changed.
= rt of this ider secondary outgomes or ‘becauses’.
Draft Sample:
eg. la ks aren't betng done because PD e® do not seem
to know their roles...

o DO-NOL

= Identify 3 possible solutions that could help overcome the problem.

= Consider the pros and cons h and then rank them based on
how likely they might help dfal
ore

= Pick solutions that tackle m fthe problem.
e.g. One solution is to have a team meetmg and clarify and clearly
communicate each person’s role.

Another solution could be to create a Google doc with calendar alerts
so people get reminded of deadlines...

IASM Step 4. Manage the chosen solution

= Pick the solution(s) over which you have most control and which will go
the furthest to solving the problem.
e.g. We think that an urgent meeting will go a long way towards helping
people know their responsibilities...

= Plan smaller changes as part of this solution. Make sure that you
change behaviours to stop the problem from happening again.
e.g. Create an e-roster at the meeting which will outline all tasks and due
dates... PDS

= Check to ensure the solution is working. If needed make adjustments. g:gl'ﬁ';
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Problem-Solving 5.08

IASM in action B

Use the IASM problem-solving process to solve a problem that you are ¢

N

experiencing (or might be likely to) as part of your PDS Activity.

(For example, a team member being absent from school with important work that
the team needs to move forward to the next task).

1. Identify the problem

2. Analyse the causes/facts

Preview

Draft Sample:
Do Not
Copy

4. Manage the chosen solution
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5.09 Interpersonal Effectiveness

Interpersonal effectiveness

As people we mix with others
throughout our personal,
educational, social and working
lives. A key part of your
personal development is to be
able to work with other people
as part of a team.

One of the most important
skills that you can have is your
ability to work as an effective :
member of a team. So in order Image: Angelice/iStock/ Thinkstock
to develop yourself fully you need to build your team, or interpersonal, skills.

Some people, i.e. those who have well-developed social competencies,
find they have good socialisation skills and work well with others.

For example, Jake has al layed team s@orts and has been team
captain before. When he i tﬁMt%nds it easy to
communicate with other people,an is'ab e ple on track to
achieve their shared goal. He g/so finds that he is quite good at instructing
and assisting oﬂ ‘ ﬁo& LN l ooty
and basketball. I: a-) g mﬂ ) ®PDS

Activity.

However, other people, dueﬂr SOrENtils k of experience, are
not naturally suited to team an at djust when dealing
with and working with others.

For example, Josianne is very g t gavelonin, mes using coding. She
comes up with new ideas all the@%y; all hours in her room.
But when she did her work placement at andCT &mn, she found that people
wasted a lot of time talking with each other and making noise. She tried to
avoid these distracting people as much as possible as it stopped her from
getting on with things.

In reality most of us fall somewhere between Jack and Josianne, and this

can vary depending on the situation. Some people are very communicative
in social situations, but quiet and reserved in professional situations.

Others, who you might think are shy, actually step up and lead others when
they are given responsibility in professional situations.

But there’s one thing to be sure about. The more you work with others, the
more you get out of it - depending on how much you put in!

@ So what are your prepared to do to help your team?
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Interpersonal Effectiveness 5.10
Me and teams A

Complete this table based on your experiences working with others and in
teams. Explain how you could use these skills, or learn from your previous
experience, for your PDS Activity.

A team situation | was part of was: My teams-based PDS Activity is:

My role in the team was to: My role in the team could be:

[
Things and tasks | didEe;l vr e v ' @stks | could do well are:
Draft Sample:
ple:
Things and tasks that | found chi@re:Ns@#&w that might be too challenging
could be:

| most enjoyed being and working in the team | will most enjoy doing:
because:
But things | didn’t enjoy about being in the | am not likely to enjoy:
team were:
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5.11 Interpersonal Effectiveness

Image: FogStock/
FogStock Collection/Thinkstock

Working in teams 101

I's not always easy working in

teams, and working in teams is not
necessarily better than working alone.

But it can be!

Effective teams require support,
training and most of all;
communication.

Effective teamwork requires a range
of interpersonal skills. Working with
others is often very hard and can lead
to wasted time, conflict and stress. Interpersonal effectiveness requires
emotional intelligence and also an understanding of varying multiple
intelligences.

Effective communication is the key to successful teamwork.

It is important to understand that team work is based upon collaboration.
This means that members Plf together to aghieve the objectives of the

team (and not personal or myj/gw
Collaboration creates synergy and n Mv eXibtlity, negotiation

and compromise. But not allfm members are always willing to be so

accommodatinD t rS le °
Building effecti a[s.a) t W di a‘nmp Q’sskills
and personalities. This creates synergy. Synergised teams consist of team
members who have comple tremtaknesses.

When a team works well togdiias ibem e@ba sense of
belonging. This feeling helps to boost motivation and satisfaction. It can
also help decrease conflict betw bers,

Effective teams also need peoplm@nﬁnyeam members rely on
one another to get their tasks done.

Some tasks are pre-requisites
for others. In your PDS Activity, if
others are waiting for you to finish

your tasks then they can’t move
forward - and vice versa!

Effective teams

Make sure that your team does the
following. You could consider these as
team rules!

© Communicate clearly with each other.

96

Other tasks are co-dependant.
This means that workers rely on
each other (i.e. they collaborate) to
simultaneously complete all tasks.

For example, a pair of furniture
removalists is in big trouble if one
team member keeps chucking
sickies every Monday!

© Have a balanced range of skills and
strengths to create synergy.

© Collaborate and work positively with
each other.

© Be willing to negotiate, and if needed
compromise.

© Be reliable and complete tasks on time.

© Support one another; lend a hand FDS

where needed. SUPER
SKILLS
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Interpersonal Effectiveness 5.12

ilcamsRelatediSkills

Developing
interpersonal skills. o .

Following instructions Communicating with

and orders. colleagues.

Negotiating work Dealing with
roles and tasks customers and clients.

Getting/giving help Learning new skills
feedback, or advice. and abilities.

Image: buchachon /iStock /Thinkstock

Using ICT devices
effectively.

Communicating with
diverse people.

Planning & organising
tasks and people.

Setting goals and
making decisions.

Solving task-related

problﬁ £
eam -related skills B
1. Describe how you mighauotﬂﬂ Prelated skills in teams-
based activities. Even b b ou have actually done

these while working with others.

Dealing with work
Itress and conflict

2. Do this for 3 more team-refote own choosing.
Communicate with ollow insigucti Negotiate with others
colleagues
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5.13 Effective Teams

Effective teams

People tend to take on roles when working in teams. You will investigate these more
fully in Section 9 in Unit 2.

When you are in team situations you will naturally take on certain team roles.
So too will others in your team. The role(s) a person plays is influenced by a
combination of factors, such as their:

= personality

= position and responsibility
= skills and experience

= enthusiasm and motivation.

The way people interact in teams drives interpersonal relationships. A
combination of differences in people can make teams more successful. Once again
this is an aspect of synergy.

However, teams must be managed successfully. By following the 8 Tips For
Effective Teams shown oppgsite, you will fungtion as a more effective, and therefore

valuable, team member. T re [mt

And remember that you do®’'t ne®d M d everyone in teams-based

situations. But just because someone isn’t your friend, they’re not your enemy.

In order to minimi aﬁoﬁ |o t@lerant and

cooperative, a t’ | gh am pj e S

Four key important team member roles that are usually present in all team situations

are leader, recorder, time-k r e agar. Mour teacher will discuss

'é these with your class. Which mﬁou’N@t
A Team roles
1. Describe the types of thin Gcllpyr a person to do for each of

these team roles in a PDS Activity. Ad¥ 2 m®re team roles that are vital for
team success.

2. Rate your likelihood of being able to successfully undertake each role for a
team-related activity.

Leader Recorder Time-keeper
e.g. Set the goals. e.g. Take notes (minutes). e.g. Organise a roster.
Encourager
e.g. Provide assistance to
others.
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Effective Teams 5.14

lipsiEorEffectiveylieams

1. Communicate
clearly.

2. Follow
team rules.

3. Assign roles and
responsibilities.

4, Listen and 5. Build and

be fair. support synergy.
6. Make team ’ 7. Record
decisions. important
information.  PI§
8. Set clear SUPER
Image: Kalawin/ ObjectiveS. SKILLS

iStock /Thinkstock

Teamwork in action B

1. For each of these situations identify what is not going well for the team.

2. What could the tea ‘ i B@tion?

Situations Wha.', the preble...? What could be done?
es prefers

Jraft Sample:

Beck has a habit of going

missing when the tough or dirty
tasks need to be done.

Lee works hard at tasks she likes
doing but doesn’t really chip in

for other tasks. C O py

Kat disagrees a lot with others
especially when they suggest a
different way of doing things.

In team meetingg
to check her phd
take in what

Pol leaves many things to the
last moment and then does them
differently from what the team

has asked.

In meetings Mick sits with his
arms folded and with what
looks like a scowl on his face.

Yul asks if people want to
take on tasks, but when no-one
volunteers, he does them.

ZIN

3. As a class develop a set of team rules that your team could use when ¢
working in team situations or undertaking group activities. Record these in
your workbooks. A poster would be good too!
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5.15 Assessment Task

AT4 Action Stations This task focuses on:

= planning and organising a
short-term PDS team activity
to develop an action plan

[ % For this assessment task you are required
to complete a short-term Personal

Development Activity, working in a team = Gl e 6 g

f than 4 le.
ot no more fhan < peopie knowledge and information

This PDS Activity requires you to develop = eyt wee 6O g

‘planning’, ‘organising’ and
‘doing’ team skills

an action plan.

Your action plan should help and advise

le how t | with i that S .
peesls eny e ecel wiin [ures, 6 e = ‘reviewing’ the effectiveness

they are better able to achieve positive o i e e e

personal development outcomes and
goals. Consider these possible action plans:

O achieve a personal physical, and /or, emotional health and wellbeing goal
O help young people d ith online socigl wellbeing issues

O assist your family to erFeeiVs'e.Wshopping budget)

U achieve positive environmental outcomes (e.g. a recycling program).

Your teacher e h s ngd suitable
action plan t ?ﬁa I t s s and goals.

It is likely that this PDS Activity will run for no more than 2 weeks. Of course,

the benefits that come fro Q" P i on to last much longer. You
should report back to the ¢ 2 .

Name(s): Key dates:
Action Plan to: o py
i. Form into teams; choose a suitable Personal Development action plan. S ) "
ii. Describe the focus of the Personal Development action plan. T N
iii. Outline 3-5 key specific issues to be addressed. T N
iv. Outline specific actions that will help deal with these issues. S "
v Recommend specific behaviours that need to done, or changed, to Due: |/ Done:
" support these actions to achieve the outcome/goal(s).
. . oge Due: Done:
vi. Discuss how working with others helps to create positive change. i ¥
. . . Due: Done:
vii. Suggest support that could help to achieve these actions.
Due: Done:
viii. Develop ways to assess that positive changes have been made.
Due: Done:
ix. Discuss how teamwork helped your team undertake this activity.
. . . , Due: Done:
x. Prepare a summary report (and if required, a presentation.) '<
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Unit Self-Reflection 5.16

Unit Self-Reflection Pro-Forma

Which Personal Development skills did | develop during this entire unit2

How have the skills of Personal Development helped improve my personal life?

-
—’
L
How have the skills of PersEcl Eggnvl‘llewmer ways?
-
(]
-

How would | rate my perforer Oc c&giping my Personal

Development skills this entire unit2

0 1 ‘ 2; lo 4 5
not shown low re o very good excellent

What were my strongest areas of performance, and what should | work on improving?

My strongest topics/skills were: But | need to improve my skills in:

Signed: Date:

Teacher initials: Date:
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5.17 Unit 1 Assessment Record

Name:

LO1: PDS Activity
- Plan, organise and do

Your teacher may direct you to | Due
list specific tasks that you are | date:
required to complete for LOT. Done?

List these below.

Teacher:

PERSONAL DEVELOPMENT SKILLS: FOUNDATION - UNIT 1 SUMMARY RECORD

LO2: PDS Activity
- Knowledge

Your teacher may direct you to

list specific tasks that you are

required to complete for LO2.
List these below.

Due
date:

Done?

LO3: PDS Activity
- Skills

Your teachegmagdirect you to

list specific tgsks that you are
required t te for LO3.
List elow.

Due
date:

Done?

LO4: PDS Activity
- Problem-solving

Your teacher may direct you to

list specific tasks that you are

required to complete for LO4.
List these below.

Final due date:

Due
date:

Done?

LO5: PDS Activity
- Teamwork

Your teacher may direct you to | Due
list specific tasks that you are | date:
required to complete for LO5. Done?

List these below.

>
Q.
O

O

Previ

Q
S
©

p)

=
©
C

-

Are all tasks completed
for this outcome?

»
.

Date:

Are all tasks completed
for this outcome?

Date:

o

]

Are all tasks completed
for this outcome?

Date:

»
.

Are all tasks completed
for this outcome?

Date:

»
.

Are all tasks completed

for this outcome? D
Date: _ _

102

PERSONAL DEVELOPMENT FOUNDATION 2ed. - FOR VCAL AND APPLIED LEARNING
Written by Michael Carolan. Copyright © 2020 DELIVER Educational Consulting and its licensors. All rights reserved.



My Community

Contents

6.01 Introduction
6.03 Communities
6.09 Rights & Responsibilities ....

Activities 6: My Community p- Due date/Done?

6.01A PDS Unit 2 requirements

6.02B PDS activities

6.04A Communities P 107
lO

6.06B Local community 9

A
(]
6.08C Commun nﬁsa 1 e °
6.11A Rights and ResponsibilitD 114

6.12B Community issue

6.14A Community engagement C qm

6.16B You and community 19

ATl My Community

6.19 Self-Reflection

(Commenfs:
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6.01 Introduction

Personal Development Skills - Foundation Unit 2

Welcome to the second unit of your Foundation PDS studies. This part of the
resource is structured so that you can learn and apply tools and techniques to help
you satisfy your unit requirements. You will also be expected to apply many of the

skills you developed in Unit 1.
PDS Foundation: Unit 2

You are expected to do
the following for a social
issue and/or for community

It is likely that you will have to undertake a series
of ongoing Personal Development activities.

Given this, you will be expected to complete a

number of individual and teams-based social activities.

and community activities depending on how your 0 Investigate community
school has structured your studies for this unit. characteristics,

In some cases your PDS Activity might even be members, roles, rights,
integrated with other VCAL units. irfssfeins'b"'“es and

Your PDS activities will explore community

) . _ U Plan and organise a PDS
environmental, cultural and social issues and will

Community Activity (or

focus on your own commu involvement. ® ctivities).
Activities might involve co mun'; eWOIIect, interpret

volunteering, leadership programs enwronmental and communicate

programs and actlve pa atio t heIp inf mati.on; and _
address a com i &e effectively
@: teacher now w i woblems.

Demonstrate teamwork

skills.
A PDS Unit 2 requiremer N Ot

Your teacher will discuss your unit requirements with you and give you an
overview of the tasks you nee righe & grder to complete a successful
unit. Summarise these here, a e them throughout the unit.

PDS Activity Description/Explanation Outcomes Dates
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Introduction 6.02

r Q @ () )
PossiblelPersonaliDevelopmentyActivities
a community service U radio station U school guides/ambassadors
L volunteer work ( fashion show d catering for staff luncheon
) environmental programs (L school uniform designs (| primary school mentoring
a leadership programs L school social organisation 4 OHS/WHS audit
L relevant structured workplace (J radio station U school signage
learning Q fund-raising activities: U school furniture rejuvenation
J relevant part-time work = child sponsorship U car wash
a relevan.t School—baeed . = Red Shield U cross-class quizzes
Aus.trallan App.renhcesh|p = Red Cross (L school website design
8 design competitions = Clean-Up Australia a publications/websites:
peer-support leadership = RSPCA = social media safety
U first-aid course and training = Smith Family = careers factsheets
J VET, TAFE and short courses = Red Nose Day =  comics & graphic novels
0 re: community services. = Good Friday Appeal = youth guides
VE.T' Tt_IA_FE e:id sh%r_t czursl;:-s = Jeans for Genes Day = school magazine/blog
irsq'par;v\e(:\::niens 1P & el = Walk Against Want = ICT guides
0 i . = World’s Greatest Shave = birthday greetings
industry-specific training
= RSA E> Movember = safety factsheets
. o = i
= licenses and certificatio CanTeen o website FAQs
= fitness instruction ? @VVI:@ N apps
o =
Q cross-age tutoring for: school functions/expos
. fash|on show open day activities
= primary | klds q
= Year 7& r‘etmg esign
hooI ompetltlons
= older pe .
= migrants te
= functlons catermg school environment cleanup
Q team-building activities Itural map medla/vﬂeer\p;rod:ctlg.ns
() outdoor education activities ays o community TV-and radio
Q . UId school band
mentoring programs Q :
a |nd|genous programs music CD
Landcare programs Q. o
Q . mg program music video
community gardens 0 O
Q . DJ-mlxmg battles
water-saving programs 0
Q . dance performances
sporting programs . : .
O . . O on going enter ises sportlng and fitness seminars
coaching clinics : .
Q . . . = second-hand books U martial arts displays
translation & interpreting . 0 .
Q . = catering/breakfasts drama/theatre productions
aged-care visits ; . .
Q . = environmental work (L school environmental audits
emotional wellness . . .
Q . . = shopping services (L school beautification
anti-bullying programs o programs
() gender-positive programs .
0 8 pos progra (] parent-teacher night hosts U student competitions
school social organisation
L S

PDS activities

Possible PDS activities are shown above. List those of interest or add your own.
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6.03 Communities

Community

A community can be described as a group of people or enterprises that interact
and/or live together. The members of a community normally have shared interests,
values and identity.

We are all members of various communities. Being a member of a community helps
us by:

= mixing with other people

= getting help and support

= building friendship networks

= building work and professional networks

= working together for a common goal.

Being an active member of a community is a two-way process. Community
members gain benefits from being part of their community, such as help and
support. Community members are also expected to contribute to their community by

helping and supporting others.
Many not-for-profit, welfarp’rhav ious organisations are
active members of their co nterprises also unite

people who share common values. Many of these enterprlses provide community
~...-Draft:Sam
Listed below a Bacnember of.

Alternatively, you mlght become a member of some oft ese communities as you

grow, mature and broaden yu en
@: So as a class, have a discu ﬁ hat arise from being a

106

member of these communities.

Image: Rawpixel/
Depositphotos.com

family
communities

neighbourhood
communities

cultural
communities

school
communities

work
¥ communities

religious
communities

online
communities

sporting
communities

retirement
communities

hobby/recreation
communities
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Communities 6.04

Communities A

1. In your own words, describe what it means to be part of a community.

2. Choose 3 of the communities from the diagram on p.106 or add some
of your own choosing. For each one explain how you are part of that
community.

e.g. Cultural communi am part of thgCook Islands Dance troupe. We

perform cultural danc rgmﬁ festivals and fairs. There
are 17 of us in the trdupe &ged™fon?7 Thr3¥ghY1o %2 years old!
Draft Sample:
ple:
C o pymmunity

community
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6.05 Communities

Local community av

When you look around your local community there are
many organisations that are being managed and run
by community groups and people as volunteers.

These organisations exist to provide some sort of
social, community or member service, benefit or
assistance, such as the CFA. They usually operate on
a not-for-profit basis.

There are also many organisations that provide
free services and support to those less fortunate
in our society, such as The Smith Family. These
organisations often use a combination of paid and
volunteer workers.

Many local sporting clubs run on the goodwill of
the local community. These sporting teams may be
the central focus of the co nity. Many regenal
towns combine football, nPﬁWIt@
and participate in fundraisiflg, cammbfity Profectsan
community support.

Draft-Sample;

Local sporting clubs often unite
people in communities.

businesses
families D N t libraries
I O o visitors
meever Gom
m@mﬁ@ local councils
police .
sporting
retailers clubs
recreation
schools groups
arts/.ml.xsm medical
societies | providers
|
emergency care facilities
services ..
charities
rellglpus welfare
bodies agencies
volunteer environmental
groups groups

108

community
groups

community
centres
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Communities 6.06

Local community B

1. Describe your local community.

2. List some community groups and organisations that are part of your local
community.

Preview

®
3. Outline 3 communities that you are a member of. Describe some of the

benefits that come from Wniﬁes.

4. What online communities are you a part of¢ Why?2 Find out about a new or
different online community that interests you.
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6.07 Communities

Community benefits
When you are a member of a community there are many positives that may
occur for you and for other people that you come in to contact with.

Communities are normally formed around people who have similar interests
such as sporting clubs, environmental groups or online forums. This leads to
social interaction, shared knowledge and other benéefits.

Communities may be based on people who live near one another. This
leads to social interaction, and can also provide care and support, with
people looking out for one another, as well as helping to create a sense of
belonging.

Community organisations and volunteer groups normally perform some

sort of community service, and as such they can offer help and advice and
network contacts. Community organisations and volunteer groups also give
people the opportunity to make a contribution to help others.

@< So what do you think are the benefits that you might experience from being

part of a community? P reVi eW
Draft Sample:
Do.Not

knowledge.”
“A sense of “Help and
belonging.” n y  advice."
o’ = 4
“Social
“Care and interaction.”
T 4 B Community; 0o

Inl

“Making a

Lo, “Network
contribution.

n
contacts.
Image: game_gfx/
- pepertptetercon
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Communities 6.08

Community benefits C

Communities rely on people contributing to help others. So if you help and
support a community, many more people can get assistance. And sometimes
helping your community actually helps you in other ways.

e.g. Volunteering with a animal rescue group helps the animals and the group;
it also gives you experience, contacts and a feeling that you are contributing.

1. Complete this table for 3 benefits that come from communities. First explain
how you might benefit; and then how you helping could benefit others.

Benefit How | might benefit? How | could benefit others?

Preview
Draft Sample:

2. Choose 4 of the commuy ember the gram on p.108. For each
of these, explain how y w RN @ t from these community
members.
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6.09 Rights and Responsibilities

Rights and responsibilities

People, organisations and groups have certain rights and responsibilities.
The interaction of rights and responsibilities is an interdependent process.
You can’t have one without the other. You can only have rights if you are
prepared to accept and meet the responsibilities associated with that right.

Q Image: Sashkin7 /
Depositphotos.com
Rights

As humans we have the right to be treated with respect, to be protected
under the law and to be free from discrimination. These rights extend to
personal, social, work and other settings. Therefore these rights reflect the way
that society is structured SFO ensure thatgeople are treated humanely.

The acceptance and enfor mV%ean way to creating
hawoul®

community standards of

For example, inAustralia it is ected that people should ngf be subjected
to racism at wﬁ anﬂ?ut I,étam % I%s is the
law. These rig ec e | M O ps ®unished
according to the law.
As a community we also exp rtaiMMre provided by
government agencies. We taligg#a f th§gs d because they have
become basic community expectations. Some key rights include the following,
@ but there are also many more. S ich ha\ﬁou experienced?

y

= Protection and community support through the police.

= Access to universal healthca
= The option of ‘free’ public education.

= A fair and equitable justice system.
= The provision of emergency services, such as fire services and ambulance.

human
legal T civil
) -7
consumer - [h]f@ —_ personal
economic “~ ¢ - employee
workplace
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Rights and Responsibilities 6.10

A personal right might relate to your freedom to choose the types of lifestyle
activities that you want to pursue, so long as the pursuit of these activities does
not breach any law, and your actions do not harm anyone else.

For example, Efrem has the right to collect scary garden
gnomes which he buys from local markets. But his

: friend Manny wants to collect scary garden gnomes
ﬁ b ~ from local people’s gardens.

Manny does not have this right as his actions
breach the rights of others, which relates to the
protection of their own personal property.

Image: IvanNikulin/
Depositphotos.com

Responsibilities

With rights come responsibilities. Rights cannot exist unless people,
organisations and groups act in appropriate ways to uphold these rights. This
means that it is the responsibility of people to act in such a way that they do not

infringe the rights of other I °
Responsible behaviour b umi:EQM'JetWople’s basic rights

are not infringed. That behaviour is driven by responsibilities that individuals

have as part of ommuniti ithi ich they exist and i teract..These
include local ¢ rﬁ 0 tm |amﬁ ir;e and digital

communities.

Many rights are set down in | s humangighgs. For gxample, equal
opportunity and anti-discrim@eg es it illegal to discriminate
based on a number of areas dimg gender, Tace, region, age, sexuality, family

status, disability and other areas. Therefore it is our responsibility as members of
a community to make sure that a , y that discriminates against
people. It is our responsibility to tSypf others.

In some circumstances it may even become our responsibility to protect the

rights of others. Sometimes laws cannot cover all potential problems faced by a
community. So it might fall to a community to help set the standards for people’s
rights. This is driven by social values and ethics. In these situations people

band together and bring to attention a wrongdoing that is infringing others’ rights.
Various pressure and lobby groups often take on this responsibility. Consider

Sea Shepherd, or sensible petitions on Change.org! O\

In these instances, concerned people, welfare organisations and community
groups step in to try and assist others. They take on the responsibility to improve
the rights of marginalised or threatened people or groups; or even to protect the
natural environment.

Consider examples such as residents joining together to help stop developments
that threaten local wildlife, services for homeless people and legal support for
asylum seekers.
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6.11 Rights and Responsibilities

A Rights and responsibilities

1. Identify 7 rights that you feel strongly about. Then for each of these,

explain your responsibility in respect to these rights.

Personal rights

Right Responsibility

= I have the right to not be harassed =
and bullied by others.

= =

Human rights

Right Responsibility

= I have the right to not be
discriminated again

. Preview

Draft OSam ple:

Right

= I have the right to be t
public hospitals free o O
=
. Copy

2. Create a cartoon or graphic about rights or responsibilities and present this

to the class. Draft ideas below.

ZIN

rights and responsibilities in action.

Alternatively, work with classmates to develop a short role-play about

K
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Rights and Responsibilities 6.12

Community issue

For this task you are required to start an investigation info a community issue.

This might then turn info a PDS Activity.

Complete each of the tasks below. You may need to research online, and
perhaps also actively within the community.

Community issue: Overview
Describe a community environmental, cultural or social issue.

Which community (or communities) is (are) affected?

Community issue: Stakeholders

Who are the key stakeﬁers involved ad what are their roles in the issue?

review
Draft Sample:

Community issue: Problems

Outline 3 specific proﬂxﬁc arNJ@trelation to this issue.

Community issue: Strategies

Discuss possible strategies that could help deal with this community issue.

Community issue: Information

Identify information you will need to explore the issue further. List sources of

this information.

PERSONAL DEVELOPMENT FOUNDATION 2ed. - FOR VCAL AND APPLIED LEARNING
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6.13 Community Engagement

Community engagement

As people we are individuals - but we all live, learn, grow and thrive as part
of different, but shared, communities. We connect both between and within
communities based on shared interests, shared values, shared beliefs,
shared history, and shared geographic bonds. Community is sharing!

Australian society is one big community (all 25 million plus of us!). The world
(and all its 8 billion or so people) are the entire global community. Your local
state, city, town or suburb is a much ‘smaller’ community and might reflect
varied social profiles; although it is a smaller part of a greater whole.

And then we participate in other communities including sporting groups,
recreation, arts, music, culture, environment, religious, interests and
community volunteering. Of course people are increasingly connecting through
online digital communities - with mixed results!

One important part of personal development is a person’s ability and
willingness to actively engage with, and contribute to, a community.
Community engagement i es give and take. Members of communities
enjoy real benefits from c ;’T@Vr'sa munity members
also give back to others by hel ing with people in

their communities - and by sharing.

o Dratt- Sample::
community me s@n tackle

adversity. Many urban and inner C|ty dwellers seem to have less connection
with community. Yet they still nstitutional
communities, work comm nI cﬁ jties.

But all over Australia (and the world) people and families unite and engage
with local schools, sporting club igus ipgtitutiogs, volunteer and
community groups, arts and culﬁéyl traders, hospitals, police
and emergency services - even the local ge#eram#iore, post office or pub in
some small towns!

@< So what about you?
How do you engage
with your local
communities?

Image:mangostock /
Depositphotos.com
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Community Engagement 6.14

Community engagement A

Have a look at all the bolded terms on p.116. Use these terms in a short
description to show how they relate to communities you are aware of. Use a
range of different communities for your examples. You can get a feel for how
best to do this by looking at the example. Pick 2 more terms of our own choice.

interests values

e.g. Every Friday a bunch of local people
gather down the park, dressed up in
medieval outfits, and have mock battles.

I've always thought that this LARPER
community looks like a lot of fun.

shared history engage

Preview
Draft Sample:
Do Not

Copy

deal with problems volunteer
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6.15 Community Engagement

Positive involvement

When individuals and groups are engaged with their communities, then
people, and broader society, experience a range of positive outcomes.
You first looked at these community benefits generally back on p.110.

Now we would like you to consider these benefits more specifically in
relation to communities that you are aware of, or indeed, even a part of.

In doing so you will start to develop a better understanding of the different
types of communities in your local area. You will also gain a better
appreciation of how you can be assisted by these communities; as well
as how you yourself can contribute to these communities.

Once you have done this you will also gain a broader understanding of

the types of personal attributes, as well as the types of skills, that can

help you to become a more effective member of your community. Some

of the most important personal attributes are listed below. And of course

the skills can be wide and varied and applied to all situations. S

And then all that’s left is fo ° Depositphotos.com
you to use your growing e Y a R .
understanding to start planning — A

e
and organising gg2ersonal \/
Development A t|v f "‘:
address an en G

cultural or somal issue.

“Only people can make a difference!”

respect

understanding empathy

~ i s

communication atience
aEaEPersona | g ?
engagement bUt'es -~ connectedness

resilience support

care
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Community Engagement 6.16

You and community B

1. Reflect on the personal attributes that could lead to positive involvement in
your local community. (Add 3 more of your own choosing.)

2. For each attribute explain how you demonstrate this in a positive way.

3. Describe how you could apply this attribute to engage positively with your
local community; (or even how you have used this attribute to engage).

Personal How would you describe these How could you apply these in

Attributes attributes in relation to yourself? your local community?

engagement
respect
care
[ ]
[ ]

understanding E ' I |

communication C

resilience
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6.17 Assessment Task

AT1 My Community ‘Map’

Overview This task focuses on:

This assessment task requires you to a create =~ = planning and organising

a profile ‘map’ of your local community. a short PDS Project
The profile map should incorporate images, = identifying the roles of
text and other elements. local community members

= profiling key local
community members

The profile map needs to include:

U local community government services .
= ‘mapping’ key members

U local emergency services .
gency of the local community.

O local sporting and recreation clubs and
facilities

O local arts and cultural enterprises and facilities

O local volunteer servic

Q local welfare and SUFR‘ gev i ew

U local community support enterprises

= Praft Sample:

Format

The map does not need 'roeur t lik aditioflal map. But it could be.
Alternatively, you might cr 6?0 s, idggram, a multimedia
resource or some other visual representation of your local community.

You should include an outline ﬁp p kgy services provided by these
local community members, as oW details. You could include
these descriptions and contact details directly on your ‘map’, or in a separate

list that is clear and easy to understand.

Note: If your local community is large, your teacher might get you to focus on
just a few specific local community members and their services.

Your teacher will give you more details of your task requirements, deadlines,
size and format, including risk management. Record this information below.

@ You might also have to make a presentation to your class.
[

Important task information
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Assessment Task 6.18

Name(s):

Key dates:

Teacher
initials

Re-

Tasks - AT1: My Community ‘Map’ quire

d Dueby Done

Stage 1: Planning the profile ‘map’ activity

i. Negotiate the requirements of the task. v
ii. Develop a possible format for the profile map. v
iii. Obtain approval from your teacher. v

Stage 2: Drafting the profile ‘map’ activity

i. Research local community members. v

i. Record information about local community members. v

iii. Find or create images o I i oh
iv. Organise information abdut Iocr:cguyn!rrgwsw
v. Draft a prqu f qft:ni rs, | ®
vi. Draft each ri;rc:na I msam p e ®
vii. Draft contact details of loc munity m@abds. v
viii. Check accuracy of informqD 0 N Ot/
ix. Arrange information on your pr, ‘map’. v

opy

= Apply strategies to deal with risks from the activity. v

Stage 3: Completing the profile ‘map’ activity

= Prepare a final draft of your profile ‘map’. v

= Have your teacher check your final draft. v

= Prepare and submit your completed profile ‘map’. v

= Present a report to the class (if required). '6
(" Additional information: )
L Signed: Date: )
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6.19 Self-Reflection

Self-Reflection Pro-Forma

Which Personal Development skills did | develop during this unit?

How have the skills of Personal Development helped improve my personal life?

-
—’
L
How have the skills of PersEcl Eggnvl‘llewmer ways?
-
(]
-

How would | rate my perforer Oc c&giping my Personal

Development skills this unit?

0 1 ‘ 2; lo 4 5
not shown low re o very good excellent

What were my strongest areas of performance, and what should | work on improving?

My strongest topics/skills were: But | need to improve my skills in:

Signed: Date:

Teacher initials: Date:
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Personal Development
Activity

7.01 Community Issues 7.17 Effective Organising
7.05 Environmental Issues 7.23 Effective Doing

7.07 Social and Cultural Issues.. 130 7.25 Effective Reviewing
7.09 PDS Activity - Planning 7.27 Assessment Task 2

7.11 Effective Planning 7.29 Evaluation: PDS Activity
7.13 PODR Activity Planner

7.02A Community issues

7.04B Local issues

7.06A Environmental issues

7.08A Cultural and social Issues

7.10A PDS qchv. rlaft
7.11

Activity Brie
7.12 PODR Brainstorm D
7.13 PODR Activity Planner O

7.17A TEMP-O

7.18 Activity TEMP-O

7.20 To-do lists

7.22B Activity Action Roster

7.24 Event Doing Planner

7.25 PDS Activity Review

AT2 PDS Community Activity

7.29 Evaluation: PDS Activity

]
J
J
J
J
J
J
J
J
J
J
J
J
J
J

Comments:
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7.01 Community Issues

124

Issues and stakeholders

There are many issues in society that impact on all communities. When you are
investigating an issue it is important to be aware of all the stakeholders who are
involved in, or impacted upon, by that issue. A stakeholder is a person or group
involved in, or affected by, a decision.

residents
traders & education
businesses T providers
. 7
sports & local services
> & councils

. ‘—
recreation clubs Cemmu
religious - Stakeholders —_ welfare

bodies agencies

&~ ‘ N
Preview
Big pict i -

o] p|<-: ure is - | .
Some issues ag rl.c% sges. |aeﬂa:p @lmpact on all of
Australia (or even the world). For example, unemployn§ent is a Dig Bicture social

issue impacting throughout alLgf Australia
But the impact of big picture a h anN@ ent is usually felt throughout
all communities. For example; d unempPloyMie ight result in poverty and

homelessness in a local town or region.
And the effects of big picture issane'g in even more severe
impacts on specific communities e agommunity. For example, youth

unemployment is a specific effect of broader unemployment.

environmental
agencies

community
groups

Some communities might experience the impact of this issue more severely than
others. For example, youth unemployment is usually much higher in regional and
rural areas.

And these specific or micro impacts might play out in
different ways depending on the community effected.

Image: Gmint/
iStock /Thinkstock

For example, an unemployed teenager in Melbourne
might access a local TAFE course to build their skills.
However, an unemployed teenager in Shepparton
might not be able to access a suitable TAFE course
in their local area. So the outcomes for these
similar people (unemployed teenagers) might vary
depending on their local community.
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Community Issues 7.02

Community impacts

Communities and members of communities might be impacted by various
circumstances related to some of the following issues.

= family & relationships = mental health support = substance abuse

= cost of living = homelessness = litter and waste

= unemployment = environmental issues = sport & recreation
= work/life balance = environmental facilities

= social welfare damage = emergency services
= cuts to services = public transport = local council services
= community care = access to education = welfare and charities
= access to medical care = access to TAFE = online safety

= aged care support = graffiti & vandalism and many more!

= child-care services = crime & punishment

= NDIS services = fitness and lifestyle

Preview
Draft Sampte: - »

Remember how to turn a focus phrase into an issue? R is about expressing the

issue either as a question, a point@f-gew stcgement. For example:

“There is not enough aged-Dsérf Qtec:.”

“The closure of our local TAFE will make it harder for young people to get skills.”

1. Express 4 terms or phrasefirel fg cgmmunity, as issues. Choose
relevant ‘community impac afbve, or add 2 of your own.

2. List the key stakeholders likely to be involved or affected.

Impact What's the issue? Key stakeholders
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7.03 Community Issues
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ZIN

Local issues

Communities experience issues that impact at a local level. And as you just
learned, some of these might be the result of how big picture issues play out
locally. However, many local environmental, cultural and social and issues
are specific to a particular region, town or group within a community.

Sometimes issues may crossover different ‘areas’ and be both a social/
environmental issue, or a social/cultural issue, or even an environmental/
cultural/social issue - all at the same time. Your teacher will guide you.

Consider these potential local issues.

Changes to local services, such as libraries and community centres.

Impact of local environmental issues, including recycling programs.
Availability of local sporting clubs and recreation facilities.

Changes to local business, such as closures or new traders coming to town.
Availability of community services and support, such as child and aged-care.
Accessibility to local fagiidies for people wigh diverse mobility needs.
Development of local i u

Availability of essential services, such as schools, medical, etc..

Changes to vailability sport. o

Access to, E Ivaft\/olSeam e .SES, etc..
You can find out about these issues by paying attention®o what is

happening in your communit etimes issu re written about

in your local paper (or their ﬁm m;tght even have

been impacted by an issue - er |t|v y ol negatively. Or perhaps

you might know people involved. You can do some prlmary research to
find out a bit more.

| LR U U U U

You can often help with these iss t|ve member of your

local community. This means you mlght need to f|nd a key stakeholder

involved in the issue. This person might then be able to suggest Image: Siocksoltions/
ways that you can help.

Some communities experience issues with waste management. This can
cause local problems and is an environmental/social issue.

Some of you might

already be doing this
through volunteering,
fundraising, community
service and other activities.

And of course your research
of, and involvement in, a
local community issue,
might then turn into a

really productive Personal
Development Activity.
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Community Issues 7.04

Local issues B
1. Consider these situations. For each one explain what the issue might be.
2. Briefly outline how different stakeholders might be affected.

3. Describe how the issue might impact on you if this happened within your
own local community.

The local council approves a skate park for your area, but some residents object on the
grounds that it will attract youths and lead to ‘anti-social’ behaviour.

What's the issue? Effect on stakeholders? Possible effect on you?

A new government-funded sports centre is proposed for your area, but it doesn’t provide
access for wheelchairs and people with other mobility issues.

What's the issue? Effect on stakeholders? Possible effect on you?

Preview

Local reside

r bomeless men
e main shopping [grecinct.

What's the issue? Effect on stakeholders? Possible effect on you?

The community is divided about recgophy(which is the main street!) to reflect
its indigenous heritage based on the lo®al tridgoing back 1000s of years.

What’s the issue? Effect on stakeholders? Possible effect on you?
Application:
Your teacher is soon going to discuss with you and your class about potential ¢

local issues that might be suitable for your PDS Activity. Before that happens,
list some possibilities that you might be interested in.
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7.05 Environmental Issues

Environmental issues

The world is going through an ongoing
but vital shift in regards to its attitudes
towards environmental issues.

Sustainability is a key environmental

= ™\
issue impacting on communities locally,
nationally and globally. g Q
In general, sustainability involves a
reduction in the use of non-renewable
resources, such as fossil fuels.
Partnered with this is an accompanying
shift towards the use of renewable
resources; as well as the reduction of
over-consumption and waste. This
issue is one of the most hotly debated Depmpoto
within various communities, with varied staket.wlder opinions.

One thing is for sure, envi rﬂmlm with you - in
what you do, what you cor@ume® h o] | W , and how you

voice your values in relation to environmental sustainability.

--Draft Sample::
as seen with gl@aafc h@nge ‘SM ugg t N

address in 2019 by Greta Thunberg, and other communlty environmental

activism.
@< So what's your view on issue Oo t t? And what are

128

some environmental issues impacting directly on your local community?

. CORY..

climate change greenhouse gases

sustainability pollution

DO
YOU NEED SO

use of renewables MuGH - use of fossil fuels
i LIKEREALLY?

recycling over-consumption

carbon footprint single-use plastics

landcare

water availability

government policies
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Environmental Issues 7.06

Environmental issues A
1. Consider these situations. For each explain what the issue might be. Add
one more relevant local issue.
2. Briefly outline how different stakeholders might be affected.

3. Describe how the issue might impact on you if this happened within your
own local community.

Your local town decides to ban single-use plastic shopping bags entirely.

What'’s the issue? Effect on stakeholders? Possible effect on you?

Your council stops collecting household recyclables as they are too expensive to dispose of.
What'’s the issue? Effect on sfckelplders? Possible effect on you?

Preview
Rraft. Sample...

What's the issue? Effect on stakeholders? Possible effect on you?

Do Not
Copy

What's the issue? Effect on stakeholders? Possible effect on you?

Application:

Your teacher is soon going to discuss with you and your class about potential
local environmental issues that might be suitable for your PDS Activity. Before
that happens, list some possibilities that you might be interested in.
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7.07 Cultural and Social Issues
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Cultural issues

Some issues that you might investigate can be broadly classified as cultural
issues. Culture refers to the shared characteristics, values, beliefs and history
of a particular group of people. Culture may manifest through ethnicity, language,
geography, religious and spiritual beliefs, social norms and habits, creative and
performing arts, sport and recreation and many other characteristics.

When we use the term culture it is important to understand that it is a positive term
that celebrates characteristics that both link and unite people. However, in a diverse
society such as Australia, cultural misunderstandings may occur. This is why it

is important that people develop better cross-cultural communication skills.
Cultural acceptance is enabled by developing an understanding and tolerance of the
natural diversity that exists within different peoples and varied cultural groups.

When some cultural issues effect a broader group of people (such as equal
opportunity and anti-discrimination), they naturally become social issues.

Social issues

All issues that impact on g ~ iog i s. Some social issues
impact locally, some impajgt ac sHt |31E re even global social

issues. People who have shared beliefs, values and attitudes are said to be

united through Mg social (or iet lues. Governmerfgs create policies and
. . ()
provide fundin E 'a th ( amp e o

However, varied social values can lead to conflict. People with opposing views

might try to correct a ‘social " that theu fael isn’t geing addressed (e.g. animal
welfare activists protesting a tom. ome social issues might
arise due to commercial acti (Y- enVro al ®gradation). Whereas

others come about due to a focus gn profit over care (e.g. aged-care issues), a lack

of power or recognition (e.g. ind@u i some circumstances, direct

exploitation (e.g. underpayment )  Image:z
epositphotos.com

SomelCulturaljissues SomelSocialflssues

R . . “l don't have an issue
indigenous identity with my culture!” poverty

Image:zzzdim/

Australian identity homelessness

youth culture crime and punishment
cultural diversity unemployment
cultural identify isolation
equal opportunity animal rights

anti-discrimination environment
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Cultural and Social Issues 7.08

Cultural and social issues A

1. Consider these situations. For each one explain what the issue might be.
Add one more relevant local issue.

2. Briefly outline how different stakeholders might be affected.

3. Describe how the issue might impact on you if this happened within your
own local community.

Medical advisers lobby the government to raise the drinking age to 21.

What's the issue? Effect on stakeholders? Possible effect on you?

The local council votes to boycott Australia Day celebrations.

What's the issue? P Effect on stakehglders? Possible effect on you?

review
—raft.Sample......

What's the issue? Effect on stakeholders? Possible effect on you?

Do Not

C

What's the issue? Effect on stakeholders? Possible effect on you?

Application:

Soon, your teacher will discuss with you and your class about potential local
cultural and/or social issues that might be suitable for your PDS Activity. Before
that happens, list some possibilities that you might be interested in.
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7.09 PDS Activity - Planning
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Planning a PDS Activity

You have just investigated some key topics and issues related to communities
and your teacher is likely to have introduced you to more information about
your local community.

For this unit you are required to undertake one or more Personal Development
activities that involve a community focus related to an environmental,
cultural, or social community issue or problem.

Image: macrovector/
Depositphotos.com

When you are planning and organising an
activity you can make it a lot easier for yourself
and your team by making sure that you record
all the steps involved. This makes it much
easier in the doing stage. An of course, you
are then required to do some reviewing of how
you and/or your team went.

WY O

m X s
b

In this section there are a range of planning,
organising, doing and revi\ﬁ tools that yow

can use for your PDS acti v ' e
&

If needed, make copies of each of these pro-

formas, perhap eate a boo
o DraftSam
review your P . ‘.

Personal Development Actlxl Mner - Foundation

= A tool that can help you to effectively plan,
organise, do and review your Personal
Development Ac’c_l\{lty is the Personal ‘ PERSONAL DEVELOPMENT.
Development Activity Planner - Foundation Activity Planner:
workbook. Foundation

= Your teacher might even be getting you to use
this planner to complete all of the steps required
for your PDS Activity.

= Many of the pro-formas and planning tools in
Section 7 are based on those in the planner.

= However, the planner does go into planning,
organising, doing and reviewing an activity in a
more detailed, specific, and step-by-step manner.
It also acts as a very handy all-in-one evidence
portfolio.

Michael Carclan
DELNAR Feationd Cormilieg
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PDS Activity - Planning 7.10

PDS activities planner A

Use this planner to record all of the different planning, organising, doing

N

and reviewing steps and dates that are needed for your PDS activities. Do *
this in consultation with your teacher and your team members (where relevant).

Step PDS Activity 1 PDS Activity 2 PDS Activity 3

Description

Activity Brief,
p.134

PODR
Brainstorm
p.135

PODR
Activity Planner

[
pp.136-9
review
TEMP-O
p.141

s Draft Sample:
~“ 1 Do Not

Event
Timeline

oo Copy

Diagram

Event
Planner
pp.146-7

Event
To-do Lists
p.146 & 143

Event Risk
Management

Reviewing
pp-148-9

Evaluation
p.152 & p.194

Other
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7.11 Effective Planning

Activity Brief

4 1
The first stage of any activity is the overall activity brief.
= The brief outlines the key goals and requirements of the activity.
= Your teacher will discuss the activity brief with you and your class.
= Use short sentences to record key activity details.
\_ _J
1. What does the activity involve?
=
=
=
°
Preview..
=
Draft Sample:
= p o
" Do Not
3. What are the m@ﬂs ing this activity?
. y
=
=
4. What are the key timelines and deadlines?
=
=
= PDS
SUPER
SKILLS

134
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Effective Planning 7.12

PODR Brainstorm

4 N
The second stage of any activity is the PODR Brainstorm.
PDS Activity is:

= List the main tasks that you will likely need to do in each of the 4
PODR phases for your community activity. Your teacher will guide

you in this.
(Tip: You can use some of the tasks skills listed on p.76 as a guide.)
- J
1. Planning Phase 2. Organising Phase

Preview
Draft Sample:
Do Not

3. Doing Phase

Copy

4. Reviewing Phase

POS
SUPER
SKILLS
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7.13 PODR Activity Planner

PODR Activity Planner

( )
You have done some brainstorming of ideas so now it’s time to develop

a written plan for your Personal Development Activity.

Use this PODR Activity Planner to record the key elements related to
your activity. When finished present this planner to your teacher for
feedback.

i. Planning stage
(For your overall PDS Activity.)

Write a one sentence description of your activity.

o310y D@ VA@ M v
Draft Sample:
Do Not

Who else is involved iG @ip\yt skills can they offer?

POS
SUPER
SKILLS
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PODR Activity Planner 7.14

ii. Organising stage
(For your overall PDS Activity.)

What is the overall timeline? (By when do key tasks need to be done?)

Which external stakeholders might be involved?

What resources, material, equipment and technology might be required?

Preview
Draft Sample:
Do Not

What are the main roles of each person for this activity?

Copy

List potential safety hazards, risks, legal requirements and permissions?

POS
SUPER
SKILLS
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7.15 PODR Activity Planner

iii. Doing stage
(For your specific activity outcome or event.)

What is the timeline for doing the specific activity outcome or event?

What supervision is needed when doing the activity outcome or event?

Preview

What tasks need to be done for the specific activity outcome or event, who

Draft'Sample

What? What? What?

Who? & When? Who? & When? Who? & When?

Whate What? What?

Who? & When? Who? & When? Who? & When?

What? What? What?

Who? & When? Who? & When? Who? & When?

PDS

SUPER
SKILLS
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PODR Activity Planner 7.16

iv. Reviewing stage
(For both your overall PDS Activity and the specific outcome or event.)

When will a progress report be prepared and discussed with your teacher?

What criteria will be used to monitor and check your progress?

Preview

Draft.Sample:.
Do Not

Copy

Feedback on PODR planner
Before you move on to the organising stage, you need to present this planner
to your teacher for feedback and possible changes.

PDS
SUPER
SKILLS
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7.17 Effective Organising

Organising
In this organising stage of PODR, you are expected to turn your plans for your
overall ‘big goal’, into achievable objectives.

Effective organising involves developing action plans, using resources and working
out and communicating the roles and responsibilities of people involved in the PDS
Activity. If you organise your PDS Activity well, then the doing phase will run more
smoothly. The key organising tool you will use is an Activity TEMP-O.

The four key components of successful organising are as follows.

1. Working out and then organising the tasks that will be required to get the activity
done, including safe work processes.

2. ldentifying, costing and organising any equipment that will be needed for the
doing phase, including safety issues.

3. Identifying, costing and organising any inputs, materials and other consumables
that will be needed for the doing phase, including safety issues.

4. Working out roles and people’s responsibilities for various tasks, the safety

issues they need to b [~ coa i ays to check and review
their progress. re
~ e Draft Sample:
Have a go at this practise TEMP-O organising tablebase your Shswers on

organising an activity such ggaplanning g cgr wash

Organise Descri fic . Examples
= What tasks need to be done?
= By when do these t eed to
Tasks be done? Q
= How can these task d py
safely?

= What equipment is needed?
. = How can we use it safely?
Equipment
= By when will this need to be
booked and set-up?

= What materials will be needed

. and what are their costs?
Materials .
= By when will these need to be

ready?
= How will we ensure safety?

= Who will be responsible for

various tasks?
People . .
= Who will organise and

supervise?

= Who will monitor safety?

140

PERSONAL DEVELOPMENT FOUNDATION 2ed. - FOR VCAL AND APPLIED LEARNING
Written by Michael Carolan. Copyright © 2020 DELIVER Educational Consulting and its licensors. All rights reserved.



Effective Organising 7.18

Activity TEMP-O

a )
You have completed a PODR Activity Planner and had it checked and
approved by your teacher.

So now it is time to start organising your activity based on these 4 key
resource categories by using this Activity TEMP-O.

i. Tasks that need to be done. iii. Materials that will be needed.
ii. Equipment that will be used. iv. People’s roles and responsibilities.
. J
1. Tasks 2. Equipment
(What, when & how?) (What, when & $?)

Preview
Draft Sample:
Do Not

3. Materials C O 4. People
(What, when & $?) h¥Wis responsible, who supports,

who checks?)

PDS
SUPER
SKILLS
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7.19 Effective Organising

Day-to-day organising
Two vital organising tools that can assist you are to-do lists and rosters. Both
of these can help you record important information and task responsibilities.

Making to-do-lists and creating and communicating rosters enables team
members to clearly see the steps involved in achieving objectives. This means
that both tools are also extremely important for the doing phase of your PDS
Activity.

To-do lists

To-do lists are one of the easiest and most useful tools that you can make use of
for your PDS Activity.

For a simple to-do list you just write down the tasks you are required to do, in the
correct order. You then tick these off as you complete them. People often use
diaries, post-it-notes or phone notes for their to-do lists.

To-do lists allow you to move from the organising stage to the doing stage. You
make the to-do lists in the igi . njp the

doing stage you actually dﬁ tﬁégv’iréw
list and tick these off as you successfully finish them. =

When you’re in gimsggctual doin ge igmften go-go-
go! Soitis easrﬁ @fg}s § g @)

from having to reMember hifg in r nead.
Lists also let everyone see w eds to beadoge. |
This means that team membm‘hﬁ:gt
others who might be falling be or®c

tasks.

You can also add deadlines and @hefi
a simple to-do list. Your teacher r
make use of this more complex type of a to-do list tor

your final PDS Activity this term.

Image: Rawpixel/
Depositphotos.com

To-do list
A to-do list involves the following steps.

I. Identify the key tasks (or steps) you ° ° e
need to do to achieve the overall goal. To Do | £

®
I 2
il. Number these key tasks in order. List i l \

iii. Estimate how long it is likely to take to
do each task.

You can use a diary or notebook, Post-It

° @
Notes, or the ‘note’ function on an e- 1. B : b. i 1
device. Simples! \ ‘ ‘

Image: mybaitshop/ = = = s ==

Depositphotos.com
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Effective Organising 7.20

To-do lists

( )
Now you have completed the Activity TEMP-O it’s time to create 4 to-do
lists, one for each category on the TEMP-O. (You only need to fill in these for
categories that suit your PDS Activity).
You might need to make copies of these.
. _J
To-do List: Tasks To-do List: Equipment
Details: Date: Details: Date:
Tasks to complete/who? D?fe Details Task D.o.n ®| |Tasks to complete/who? D?te/ Details Task D.o.n €
Time no. init. Time no. init.
Friday .
e.g. Pick up BBQ/ MC g7 MrSmith g Me
10.00

Preview
Draft Sample:

Do Not

To-do List: Materials
Details: DOC_O

Tasks to complete/who? I?r?fe/ Details Task D.o.n €
ime no. | Inif.

To-do List: People

Date:

D)

2
asks to complete/who? Tim

Task Done

Date/
e no.  init.

Details
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7.21 Effective Organising

Rosters

A roster is tool that can be used to plan and organise times, tasks, roles,
responsibilities and resources. Workplaces use rosters to make sure that
they have enough staff available to do all the work needed.

You also need to develop a roster for your PDS Activity. This is so people will
know who is responsible for getting things done, by when tasks need to be
done, and how much time people have to get task completed (i.e. deadlines).
Rosters can be broken into blocks (time intervals) of months, weeks, days,
hours or even 15-minute ‘blocks’ depending on the timeline involved. (Note:
15-minute blocks are really useful for the shorter-term, doing, stage of an
activity.)

Rosters should be developed with other team members; and preferably at a
team meeting. All team members must get a copy of the roster so that all
parties know their responsibilities. Team members should be asked if they
understand their duties.

Rosters can also be creat d shared di |tall Google Docs or Dropbox
or a similar digital program @ ave done tasks
on the master e- roster This means that everyone in the team knows that

“"Draft Sample:

Rosters
A good way to set out a ted ~ is t anng the top (as a row),
and the times, days or week @ e s QI mn).
Then fill in everyone’s roles and duties, as well as their final deadlines.
This way, all team members cangagg what needs to be done.

Focus task/activity: Project la ers, Monday 24/8 at 10.30 am.
Tasks Develop Set up the Book the S¥Ect emails/ Send out Pre-organise
18/8 to Eﬂ:'éegg Social media | conference Tﬁwreeer: gtf emails & texts| tea, coffee
2 e-flyers. pages. room. launch. about launch. | and biscuits.
Freda
Monday by 3.30
John & John &
Tuesday Cassie Rigo
by 3.30 by 3.30
Wednesday
Freda &
Thursday Sham
by 12
- Sham emails
Friday - Freda texts
by 8pom
PDS
Cassie by end
Weekend of Sunday gEFLELré
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Effective Organising 7.22

Activity Action Roster

An Activity Action Roster is like a master set of to-do lists and rosters all rolled into
one. An Activity Action Roster allows groups to plan, organise and record overall
task responsibilities and other important information. Then each member might write
their own to-do list based on their role outlined in the Action Activity Roster. Your
teacher will let you know if you have to use this type of roster for your PDS Activity.

Activity Action Roster

PDS Activity: Student BBQ Specific Objective /Task: Organising the food and drinks

Supervisor: Ms Tri Bags Supervisor’s phone: 0040 2301 2301

By? Person Equipment/

Task 3
(The action) Dgy ,/,-ﬁfge responsiLl)e? money/materials information

Other When?

Done?
Day/date /i

& time
Tuesday

Deadline:
1. Order the Need to pre-pay. Must ensure they Aug 25, RX/
sausages. Au;ggrgﬁagpm Rex & Adut Have $75. are Halal. ng])‘toeé’l AN
Tuesday

Must be kept
Rex & Adut Need to pre-pay. separate from the Ag]gtgf' RX/

Haveg25. meat.

Deadline:
2. Order the Thursday

vegie patties. Aug 27 by 2p

school.

3. Pick up the Deadline: e kept cold  Friday
sausages and Friday . ¥ oltthe way to Aug 28, AN
vegie patties. | Aug 28 by 10am school. 8.30am.

4. Organise the % riday
bread, onions, iy Fi nce V! S %Eug 28, Igé
sauce and oil. 1 @9am.

Must be able to Friday
nsport these to | Aug 28,
school. 10.15am.

Deadline:
Friday
Aug 28 by 10am

vT/
JR

5. Organise the
drinks & ice.

inh & en puying. t
0.

Activity Action Roster B

Use the sample Activity Actio swer these questions.

What is the overall PDS|  What is the specific involved? How much is the
Activity? objective /task being budget?
organised?
What pre-ordering is What on-the-day When do you think How did they go with
needed? buying is needed? they’ll start doing the deadlines?
BBQ¢
What safety issues What cultural issues What comes next? Would this tool be
exist? exist? useful for your PDS
team?
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7.23 Effective Doing

don’t have an actual ‘one- vent.
'é Your teacher will guide yolas r » "

146

Getting it done
Now it is time to work on the doing stage of your PDS Activity.

For teams-based PDS activities you might be required to undertake, or ‘do’, some
type of event. For example, your team might be hosting a conference, preparing
a luncheon, delivering a training activity, or undertaking a fundraising enterprise.

All of your previous planning and organising using the tools and pro-formas in this
section will have helped prepare you to deliver this one-off event for your activity.

However, not all Personal Development activities will have actual ‘events’. Your
activity might involve ongoing community participation, or a presentation to the
class, or preparation of a report or multimedia product, or indeed some other
‘less ambitious’ outcome. However, these should be treated like an ‘event’ for the
doing stage.

Here are some key steps for this ‘doing’ stage that might apply

to your PDS Activity. Some may not be needed for activities

that only involve you, nor for PDS activities that

Image: Lembergvector/
Depositphotos.com

to which ones you need to do

for your particujge@ersonal
Development A r'a

Event Timeline

f Event Diagram
task times and other importqnl@io py\,ehp a visual mindmap, or
information. gram that includes key roles,
work stations, equipment location,
safety issues and other information.

Create a timeline, roster, estim

Event Planner

Develop lists of all the tasks, the
times and the people involved in
preparing, in doing, and in cleaning-
up (or de-installing) the event.

Event To-do Lists

Create and use to-do lists (on paper
or using e-devices). These are likely
to be similar to those on p.143.

Event Risk Management

Anticipate and control any hazards and risks associated with
the tasks, equipment and materials required for the event.
You will need to consult your teacher and/or safety
supervisors.
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Effective Doing 7.24

Event Doing Planner

( )
Your teacher will advise you as to which of the event doing tools you need to 'é

use, why these, what you need to include; as well as key timing issues.

They might also suggest some other tasks and/or tools that you need to
complete for the events.

Record this information below. Create and use these tools.
_ J

PDS Activity:

Event tools Why/why not? What is needed? Times/ deadlines

All events require

Event careful planning of
. . how long different
Timeline tasks will take so as to

. Preview
.. Draft Sample:
Do Not

Event
To-do Lists

Event Risk
Management

POS
SUPER
SKILLS
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7.25 Effective Reviewing

PDS Activity Review

( )
Feedback, review and self-assessment are important ways that can

help you to identify your strengths and weaknesses.

You need to reflect on what went well in your PDS Activity; and also
what might not have gone as well as you expected. This allows you

to grow and improve for the future. That’s why it’s called a Personal
Development AActivity!

Listed below are some questions that you are expected to answer
to review and reflect on your experiences as part of the Personal
Development Activity.

There is also an evaluation pro-forma on p.152.

Your teacher might also provide you with specific review and reflection
questions related to your activity and event.

.
Preview
Outline examples from your Personal Development Activity that you

achieved successfully.

- Draft Sample:
: Do Not
@ Copy

Personal challenges
Outline examples from your Personal Development Activity of things or
tasks that you found difficult or challenging.

®
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Effective Reviewing 7.26

Team successes
Use examples from your Personal Development Activity to describe how
teamwork helped achieve a better outcome.

©

Team challenges
Use examples from your Personal Development Activity to describe how
teamwork didn’t help achieve a better outcome.

e Preview
- Draft Sample:
: Do Not

Im@@ .
After discussing your perférma e&%r teacher, and getting

constructive feedback, list improvement strategies that can help you
develop in the future.

POS
SUPER
SKILLS
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7.27 Assessment Task

AT2 PDS Community Activity

Overview This task focuses on:

This Personal Development Activity requires = planning and organising a
you to undertake some type of community community activity

activity to help address an environmental, = communicating information
cultural or social issue or problem. = problem-solving through

It is very likely that your teacher will direct communication

you to complete this task as either a whole- = weorking effectively as a
class activity, or in teams. member of a team;
Required and potentially

You are required to use the PODR Planning = applied description of
Process to plan, organise, do and review community rights and

the PDS Activity. You will be expected to responsibilities.

use the planning pro-for nd tools in

this section, as well as otPaeFeIV '@Wg, doing and reviewing
tools.

Your assessmgq based on uII usmg the PO Ion.ning process
to complete yju . | a ée.d and

assessed on your ablllty to undertake the tollowing 'r sks.

O Plan the PDS Activity, in
O Organise the PDS Activi g (@s cé asks, equipment, materials

and people, including the use of feedback.

U Do the PDS Activity (&/or valygoarticipate in a safe manner.
U Review your own, and other p he PDS Activity.
PDS Activity

Your teacher will outline the scope and requirements of the activity.

(" The PDS Activity involves: The key dates are: )
My key requirements are:
The community activity, issue or problem is:
Other important information is:
. J
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Assessment Task 7.28

Name(s):

Key dates:

Tasks - AT2: PDS Community Activity q:}i:d Due by Done .Ii-ﬁﬂ‘i:glesr

Stage 1: Planning

Negotiate the PDS Activity with your teacher. v
i. Activity Brief v
ii. PODR Brainstorm v
iii. PODR Activity Planner v

iv.

Stage 2: Organising
i. Activity TEMP-O v

ii. To-do lists

e Preview
“-~Braft Sample:

ii. Event Timeline

iii. Event Diagram D N t

iv. Event To-do Lists 0 O
Event /Activity Risk Managemen

. Copy

Siage 4: Reviewing

. PDS Activity Review

ii. PDS Activity Evaluation v
iii.

Reporting
= Prepare a report about your PDS Activity. v

= Present report to the class (if required). 'é

(" Additional information: )
\Signed: Date: )
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7.29 Evaluation: PDS Activity

r

Evaluation: Personal Development Activity

This evaluation should be completed by your teacher/supervisor in relation to your PDS Activity.
Your teacher might also instruct you to self-assess and/or have your team member(s) complete
evaluations of each other.

Student:

PDS Activity:

Student’s role:

Evaluated by: Position:
ISthcentlachicrementat Excellent  Very Good Good Basic Not shown
Planning and organising............cce.... [ j [ j [

Communicating effectively ................. [ j { J [

)
)
Using information [ j [ J [ J
)
)
)

Being flexible ..........ccuuuuu.. — éﬁ @
Showing initiative .............. Pr

Solving problems { ] { ] [
Learning ne aft % ﬁ L
Managing ana eax. ...................... et
Using technology and equipmg ( ] [
Working safely .......cceeeeeeuenee. . [ ] [
Assisting team MEMBErS..uaeeeeeeereeennnes [ ] [
Working in teams.....cceeeeereeverecnsne [

Briefly describe up to three of this stc ntributions/areas of involvement.

lo

N N N N N N N N N N N )
NN N N N N N N N N
N N N N N N N N N N N\

© 6 6 O 60 6 6 6 6 6 6 6

—/

3

Briefly suggest areas that this student should aim to develop further.

2.

Feel free to comment further. (Add another page or a specific evaluation if necessary.)

LSigned: Date: p
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Communicating
Effectively

Contents

8.01 Community Issues 8.17 Discussing an Issue
8.03 Community Groups 8.19 Assessment Task 3....
8.07 Researching an Issue 8.21 Self-Reflection

8.11 Communicating Effectively...164

Activities 8: Communicating Effectively  p. Due date/Done? Comment

8.01A Community issues 154

8.02B Analysing a community issue 155 ‘ J

s conmny s [P L@V | W
8.08A Sources oDrraft

8.09B Researching an issue

162-

8.11A Communication

8.15B Communicating effectively Cl

8.18A Discussing an issue 171
A
AT3 Inveshgaflng a 172-
Community Issue 173
A
8.21 Self-Reflection 174

(" Comments:
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8.01 Community Issues

Community issues

We say that a community issue exists when there is some type of problem
occurring that is causing harm or potential harm to people, to groups of people, to
the environment, or causing some other negative outcome.

By now you are already aware of various environmental, cultural or social
issues that might impact upon a community. Indeed some of these issues might
be impacting on your community, and on you. Sometimes we actually experience
issues playing out right in front of us as part of our day-to-day lives. Examples could
include homeless people in your community, seeing rubbish in a local river or at the
beach, or even seeing someone you know being bullied online.

So the question is. What can you do to help deal with the problems associated with
community issues? Well that’'s what your PDS Activity is all about.

A Community issues

1. Discuss the type of community issues or activities being shown in the images.

Add 1 image of youP. °
2. Explain if this is an isse foﬂr&Mu'iiqure a part of.
==EDraft Sample:
= iad :

Image: londondeposit/
Depositphotos.com Image: kzenon/iStock /Thinkstock

Image: Zog/iStock /Thinkstock
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Community Issues 8.02

Analysing a community issue
Do you remember the five steps involved in analysing an issue?

Well in this section you are going to apply those 5 steps to help you to collect,
analyse and communicate information about a social issue.

1. What is the issue?

Who is involved?

What are the facts?

What are the main opinions?

A A

What is your conclusion and/or summary or recommendations?

This is an important requirement of your major Personal Development Activity for
this unit.

And in fact you are likely going to have to do this for any, and all, PDS activities you
do this semester.

P rev i«ew a community issue B

Choose a community issue that you are investigating as part of your PDS

Activity. This also invol our munity activity thd is aim.ed at helping
the local com Feai tor m e o

1. Fill out this summary table based on what you kndWw at this stage.
Do 'Not

2. Who 3. Facts

4. Opinions 5. Conclusion/recommendations

2. How might you be able to find out more information about this
community issue, and what sources of information could you use? Q
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8.03 Community Groups

Community groups

There are various enterprises in the community who act to try and deal with
community issues. Some are small, local grass roots enterprises, whereas others
might have a national or even international profile.

'é Some key types of community groups are profiled in this topic. As you read through
these profiles have a think about how you might be able to help out these groups.

Welfare
and charity

Community
and volunteer

groups Sy enterprises
B --k'\-
Pressure Not-for-profit
groups and and member
lobby groups enterprlses

departments

D ' a l t rsg m p | e Image: monkeybusinessimages/
iStock / Thinkstock
~Do-Not.-

= Community and volunteer groups operate to address a social issue or to

provide some sort of service heir
community. .
= Large groups may be compl€ S

such as the CFA and SES with many paid
employees. However, they also rely on
significant volunteer support from local
community members.

= Smaller local groups might be staffed
entirely by volunteers. They might rely
on fundraising, donations, government
(especially local government) grants
as well as money from charitable
foundations and trusts to survive.

= A lot of positive change and local
community services and support comes
from enterprising grass roots action by
community groups such as Rotary, The
Lions Club, the CWA, Surf Lifesaving

Australia and many other enterprises.
Image: Bernhard Richter/Thinkstock
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Community Groups 8.04

Welfare and charity enterprises

= Welfare and charity enterprises operate to provide support for disadvantaged
people and groups, and/or to provide social support services.

= Many welfare and charity enterprises work directly in the community with
people who might be dealing with problems such as financial hardship, job
losses, family breakdown, physical and mental illness, community isolation - the
list is almost endless. Image: KatarzynaBiolasiewical

= Many welfare and charity enterprises rely on el
donations, government grants, community
funding and the operation of community
enterprises (such as charity shops) to raise their
funds.

= They may have paid staff, such as visiting
care nurses for elderly people, combined with
volunteers making social visits to elderly people.

= Some welfare and charity enterprises are run
by religious organisations as part of their
commitment to positi ng cam
values, such as The Saﬂr‘xésvjrié

D'Paul and Anglicare.

= Others are major communij enter |ses W|th a
high profil
Family and

Pressure and lobby groups
= Pressure and lobby groups ﬁ ople with different social values
ote

voice and power.

= Pressure and lobby groups work to pro lues and behaviours that they
believe the government or the business world are not promoting or protecting.

= Pressure and lobby groups work to bring about change in the community.

= Smaller local groups might be staffed entirely by volunteers. They might
rely on fundraising, donations and grants, as well as money from charitable
foundations and trusts to survive.

= They try to bring about change
by lobbying key local influential
stakeholders; and they use their
community knowledge to network
key decision-makers.

= A lot of change in society originates
from enterprising grass roots action
by community groups, as well as
from many of the major pressure
and lobby groups.

Image: Wavebreakmedia Ltd/ T
Wavebreak Media/Thinkstock 5580
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8.05 Community Groups
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Not-for-profit and member enterprises

= Not-for-profit and member enterprises operate to provide a social or
community service for their members.

= Many not-for-profit and member enterprises operate like a business, and
indeed many are very large organisations. However, the aim of their operations
is to provide services or other benefits to their members, and for the
community in general.

= Examples of large not-for-profit and member enterprises include the AFL,
RACV, The National Farmers Federation, unions, employer associations and
many other organisations.

= At a local level these might simply be community groups and clubs including
local sports, recreation, arts and other clubs. These local examples often require
significant volunteer and community support just to continue to provide their
basic services to locals.

Preview
Draft.Sample:

= Governments at all levels federal, stategan Iocal re key community members
p ves tle t nity.
S elo P al with significant social

as they are the elected re

= Federal and state govern
issues. Some of these policies result in community service programs such as
education, public housing, h and social services including welfare support.

= Many community programs @nd @ ided by local government
such as libraries, sanitation, p .

recreation, child-care, community learning
centres, sporting facilities, community support
services, home care support and local arts,
sporting, recreational and environmental
programs.

= Broader state and Commonwealth government
departments and agencies offer essential
services. These include police forces, fire and
ambulance emergency services, environmental
protection agencies, national parks, health and
medical care, public transport and many more
services.

= Some of these services might actually be
operated by businesses, but in those cases
government is likely to supply most of the
funding.

Image: Keith Brofsky/
Photodisc/Thinkstock
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Community Groups 8.06

Community groups A

You are required to research information about 3 different community groups
that provide services and support for communities that you are a part of.

Complete the table below. It is very likely that one of these community
groups will become a source of information for you when undertaking your
investigation into a local community issue or problem. .

Your teacher might direct you to work in pairs.

Community group 1 Community group 2 Community group 3
Name, address, web Name, address, web Name, address, web
Mission/values Mission/values Mission/values

Preview
“Draft Sample:™
Do Not
Who they work with. Co 6Wﬁ9 Who they work with.

How you can help. How you can help. How you can help.

Other information Other information Other information
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8.07 Researching an Issue
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Sources of information

As part of your Personal Development Activity you have to communicate information
about the issue, problem or activity that you are investigating. To do this you will
have to research relevant information.

Your research will focus on identifying appropriate information, collecting that
information and then interpreting that information.

Relevant information could include direct contact with key people and groups
involved, summaries of information on websites and social media pages, as well as
finding and using information from other community stakeholders and the media.

Your teacher will guide you on the best sources - but a lot of the choices are up to
you and your team. You might also use skills developed in Literacy to help you do
your research more effectively.

Note: Relevant information includes both primary research and secondary
research. Do you recall the difference between these?

The four main sources of information for your investigation into a community issue
are described on these pa

°
1. People who are commlnityFe&Mr'je‘uWnunity groups.

2. Community group and other websites and social media pages.
3. Other comﬂr '
4. Relevant m 4 v
“For our activity into local services for g
residents we're going to talk directly

people who use these services and find
what they feel they need!”

Image: Imageegaml /|

iStock / Thinkstock

1. People who are community members and from community groups

Of course when investigating a social or community issue it is important to
do primary research with the people who are involved in that issue and/or
impacted on by that issue. This means that you might interview and even
survey people involved. Ask them to explain the following.

U What the issue is, or the service they are providing?
U Why they believe they need to help the community?
U Who are the main stakeholders affected or involved?
U The successes of what they are doing.

U Some of the challenges they face.

U How you and others could help out?
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Researching an Issue 8.08

2. Community groups and other websites

You will need to undertake secondary research to find out and summarise
information from key websites or social media pages of groups and
enterprises involved. You should find and summarise this type of
information.

U The nature of the group or enterprise and its history.

U The mission, values or objectives that drive the community group.
U Key opinions related to the issue.

U Key facts and statistics related to the issue.

U Sources of funding and support.

3. Other community stakeholders

When investigating a social or community issue it is important that you get
other points-of-view. These could be from people, groups and enterprises
who hold a different point-of-view. You might also seek information from
other sources who are involved in the community issue, such as local
councils.

°
You should seek informaprﬁeVs'reWwown in the
previous explanations.
Draft:Sample:
Many c ty [o] “Hel\ * | Ul e print

publications and websites. Some bigger issues get wider media coverage.
You might be able to s videos ceboofs and YouTube. There are
even TV shows and Dmm ﬂ ch as Craig Reucassel’s
excellent, War on Wast=€onWer tH¥es e

U Local newspapers both in print and online.

U Local radio and comm@

U Social media pages. b py

U TV shows and videos.

U Other media.

Sovurces of information A

Discuss and then list possible sources of information for your research.

People: Community members/ groups Websites: Community group & others

Other community stakeholders Relevant media

161

PERSONAL DEVELOPMENT FOUNDATION 2ed. - FOR VCAL AND APPLIED LEARNING
Written by Michael Carolan. Copyright © 2020 DELIVER Educational Consulting and its licensors. All rights reserved.



8.09 Researching an Issue

B Researching an issue

Use these tables to guide and organise your research into your community
issue, problem or activity. You might split into pairs within your group.

@: You might not need to fill in all rows, this depends on the scope of your activity.

Your teacher will work through an example for each of the 4 categories.

Source: 1. People who are community members and from community groups.

Information Specific source Interpretation/analysis

Preview
Draft Sample:
Do Not

Copy

Source: 2. Community group and other websites. O\

Information Specific source Interpretation/analysis
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Researching an Issue 8.10

Source: 2. Community group and other websites (continued).

Information Specific source Interpretation/analysis

Source: 3. Other community stakeholders.

Information Specific source Interpretation/analysis
Draft Sample:
(]

Do Not
Copy

Source: 4. Relevant media. Q

Information Specific source Interpretation/analysis
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8.11 Communicating Effectively

Communication process
Effective communication skills are vital for your personal development.

When you are performing tasks for your Personal Development Activity you have to
demonstrate well-developed communication skills.

You might have to communicate internally with your team mates, with external
stakeholders such as members of a community group, with your teacher, and with
an audience when you make a presentation.

The communication process always consists of
three essential key components, which are
explained in more detail on the opposite
page.

1. The sender.

2. The message.
3. The recipient.

Pre
S ol W
A CommuniCDlré

¢ Outline some examples of communication (the messages) that you and your
team (the senders) will be @ p d Q S Activity.
Explain to whom this messade will'Be commuUhic8ted (the recipients) and why.

PDS Activity:

ZIN

Communication Inter. al " x¢ oir i External recipients
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Communicating Effectively 8.12

The communication process

1. The sender
This is the person or group that is creating or sending the message.

For example, a local environmental community group (the sender) might make
posts on Facebook.

You as part of your PDS Activity team (the sender) might have to contact this
environmental group to arrange an interview.

2. The message

This is what is being communicated and the form that the communication takes.
For example, the local environmental community group might make a post on
their Facebook page about an upcoming working bee to clean the local creek (the
message in the form of a text post on social media). They might also include an
image of the creek showing rubbish (the message in the form of an image post on
social media).

You as part of your PDS A )Y oh, Igager of the environmental
group an email asking to affangQl a erview (the message in

the form of text in a ‘professional’ email).

-Draft. Sample;

message.

For example, the Facebook f thMl it7mental
community group are likely tOliga ficagio a \

own Facebook page about the working bee (the

recipients). They might also shagP™y st wi " ::__:--.-
other like-minded community megab é y <

more recipients).

You as part of your PDS Activity will ‘address’ the
email using the name of the person (the recipient)
and send it to their direct email address (a specific
recipient); or send a general email to the community group’s
address (the recipient). Other members of the community
group might share the email internally.

Image: Voyagerix/
iStock / Thinkstock

The communication process

When communicating you need to always clearly understand the three parts of
the communication process.

1. From whom, or from where, the communication is originating; i.e. the sender.
2. The form of the communication and what it ‘says’; i.e. the message. IS

3. To whom, or to where, the communication is going; i.e. the recipient. SUPER
SKILLS
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8.13 Communicating Effectively
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Communication methods

As part of your Personal Development Activity you are required to
communicate information about the community issue, problem or activity
to others. You will also have to communicate with your team members
while you are planning, organising, doing and reviewing your PDS Activity.
And it is also very likely that you’ll have to communicate with external
stakeholders as part of gathering information about the community issue,
problem or activity.

So the information you communicate, and how you best communicate this
information, will vary depending upon your objectives and your audience.

Two elements of communication to consider are explained in this topic. Use
these as a guide for your communication with team
members, with external stakeholders, and to (and
with) an audience.

Image: djv/
Depositphotos.com

1. Formality (and tone) o munication ¢ | (N g
The formality and tone of frgyulgﬁw é’
depending on the person, drganisatiOn or the'gr t

whom you are cgmmunicating —_—
Written corre'&&ﬂftalﬁ;ﬂ9 Lllgﬂj have
a formal profes¥®fal®one i .0 m I d®hot
quickly dismissed. It is also likely to generate a more favourable response.
This is vital as you are likely émg N:) tt from these people.
So in order to be an effective at Qd imagine how the
message will be received from the point-of-view of the receiver. You have to
tailor the message to the audiengf, ogaasign gnd also to the format in
which it will best be received. Cb py

If you were writing a letter or email to your Staté®Member for Parliament
you wouldn’t commence by saying...

“Hey PoliDude, you know the skate park you promised last year... Well FYI,
it seems like you have forgotten about it. Watcha’ gonna’ do?”

In relation to your PDS Activity, when you are communicating with fellow
team members you might be less formal.

For example, “Now guys we have to come up with a few possible solutions
to the problem of tagging on our local shops. What ideas have you got?
Perhaps we should brainstorm.”

But if you are communicating with a local councillor, or the local police, on
this very same issue you might need to be more formal.

For example, “So Councillor Atkins, what possible solution do you think the
community could try to help stop this problem of tagging of local shops?”
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Communicating Effectively 8.14

2. Method (mode) of communication

The method of communication you choose will also vary depending upon
what you are communicating, to whom you are communicating, and even the
urgency of the response needed.

Your method of communication might take the form of:

= verbal communication such as meetings, instructions and telephone
written communication such as memos, surveys and FAQs

digital communication such as emails, texts, PMs, DMs and videos
visual communication such as posters, symbols and signs

4 4 4 3

physical communication such as body language, demonstrations and
signals.

There are also many other methods that can be used.

For example, you might text (written/digital) a team member to check that they
have organised the survey they were supposed to. If this was absolutely urgent
you might phone them, or actually find tgem and ask them face-to-face.

If you are giving instructi mvr'eeWshould try to not give
ether.

more than three verbal instfuctionhs t

Also, any com ication that gareally gagportant or easily forgotten should be
put in writing. D rﬁft § am % ®

If you are doing a surve itten'as al DA Qn umCaflon will
be more formal. You will have tg determingif this shoyld be in print form and
delivered face-to-face, or as tﬁranOl% such as

Survey Monkey. i,

When it comes to interviews you have to adopt a professional
and confident tone and combinegfer i ven digital |
(recording) modes. /N

In some cases, especially if dealing with cross-cultural
and diverse groups, you might have to take into account
different languages and communication styles.

When you are making a presentation you will need to
present your information to your audience in a formal,
professional style. You will likely support your verbal
communication with images, diagrams and multimedia.

You have to be very mindful of your non-verbal
communication during the presentation so that you are
well-received by your audience.

N , -’
_ Sy
So this gives you a lot to consider about the tone and R %
formality expected, required and most suited to the 7 oo itery] §
communication; as well as the most Always be mindful of your body language. How would you @

appropriate method of communication. feel if you were communicating something importantta
Elsie here and this is how she was responding?
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8.15 Communicating Effectively

B Communicating effectively

% Use this 4-step process to plan communication related to your PDS Activity.

You need to do this to plan your communication with external stakeholders, as
well as communication related to a presentation you might have to make.

Communication Communication with an Communication for a

step external stakeholder PDS Activity presentation

1. What are
you going to
‘say’?

Preview

weexDraft Sample:

Do Not
Copy

3. How wiill
you make sure
that the way
you ‘say’ it will
be effective?

4. How will
you check that
what you’ve
‘said’ has
been received,
understood and
acted upon?
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Communicating Effectively 8.16

Giving a presentation

As part of communicating for your PDS Activity you are likely to have to
give a presentation to an appropriate audience.

Some key presentation tools that can assist you are PowerPoint or
Keynote. These ICT applications are designed to enable you to compile

professional-looking presentations that help engage the
audience. *

However, like all ICT applications, they

won'’t do the work for you. In fact, misuse or

overuse of these tools can make a

presentation less engaging or more ’
confusing.

Listed below are a number of

do’s and don’t’s to help assist

you to plan and deliver effective

presentations.

These guidelines apply eq ' e

matter which presentation software or

apps you use. D
K
-—Do-Not
v" Use a big font.

v" Include only 3 main points on each slide.

v" Try for no more than 10 worffs f GI

v" Limit the total slides, 10 is pl

v" Use appropriate visuals with suitable resolution.

v" Time each slide and the overall presentation to suit the audience.

v Make the audience focus on you, not on the slides.

v" Always have a timed run-through before your real presentation.

Image: emojoez/
Depositphotos.com

PowerPoint presentations - Don’'t!
% Use fancy transitions or distracting animations. (Complex graphics and
cute pictures won't make a presentation better!)
% Use fancy fonts or use small text or crowd the text. (Plain and simple is
better!)
% Just read out what is on the slide. (Talk to the audience, not the screen!)
% Jump from slide to slide too quickly or too slowly. (Pace yourself!)

% Let your PowerPoint slides cause the presentation to drag on for too PDS

long. (Too many slides make a dull PowerPoint even duller!) gEIPLELE

169

PERSONAL DEVELOPMENT FOUNDATION 2ed. - FOR VCAL AND APPLIED LEARNING
Written by Michael Carolan. Copyright © 2020 DELIVER Educational Consulting and its licensors. All rights reserved.



8.17 Discussing an Issue
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/Z

N

Discussing an issue

A discussion involves two or more people communicating to share ideas,
thoughts, facts and even opinions.

Discussions help focus people on a particular topic.

Discussions can often lead to an understanding of key facts, developing
new ways of thinking and even changes of opinions.

Discussions allow all parties to have their say. This helps you to gain
insight into how another person might be feeling; or why they might be
acting in a certain way. This personal development helps you to build
empathy as part of emotional intelligence.

In a discussion you would expect to communicate your opinion or point-of-
view. However, this also means that you must allow others to put forward
their points-of-view, even if their opinions and facts do not support or match
your own.

The aim of a discussion is to learn from others, help others to learn and

to develop and refine idea ta s 0 ow from the
experience. iﬂ"é V

Your teacher will often use discussion as a tool to get you involved in a
topic. They migimgk for your feelings in relationfjo an issue.
They listen to FWU s m &ed to
listen to what your peers communicate, as w as adV| g an feadback
your teacher gives.

Arrogant people, know-it- allsn\ﬁ N@ters who can’t bear
to listen to different points-of-Vicv ftert sh iscussions by being

uncooperative, by using slippery or.nasty language, or even by ridiculing

other people for questioning the@lﬁrp(?ent view!

Online discussions

Once upon a time there was this marvellous thing called the internet. All sorts
of people could come together in all sorts of forums and discuss all sorts of
interesting things. This made people all sorts of happy. image: oxiodl

Depositphotos.com

Except the trolls. What makes trolls happy is
making others unhappy. Trolls love turning online
discussion into aggression and abuse.

Social media sites such as Reddit, Facebook,
Instagram, and especially Twitter, are the bridges
under which the trolls live. And boy do they live!
Just try having a different opinion online and then
sit back and watch the abuse pile on.

It seems that online, and especially social media,
is no longer the place to have a meaningful, nor
even safe, discussion. What do you think?
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Discussing an Issue 8.18

Discussing an issue A

1. Explain the meaning of each of these terms in relation to a discussion.

sharing ideas and thoughts point-of-view

gaining understanding empathy

2. Form into pairs. You are going to have a discussion with a classmate about
the following topic.

“Young people waste ev - éw
Before you start, con®blete®theNefllo mI

Do you quee or disagree? What are the key words in the statement?

raft Sample:

Outline 2 points of informat ur. | ints of information against.
3. Have your discussion. Aim for about 5 minutes. As you do, note down key ¢
information that your classmates says.
How is their point-of-view similar? How is their point-of-view different?
Information they used Have you changed your view?
that you didn’t think of. Why/why not?
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8.19 Assessment Task

AT3 Investigating a Community Issue

7IN

172

Overview This task focuses on:
For this assessment task you are = describing community rights and
required to investigate a community responsibilities

environmental, cultural or social issue = planning and organising a
or problem; and then present a

R community activity
report on this issue.

= communicating information;
It is very likely that the community

issue or problem will be related to and potentially

the community activity that you are = applied problem-solving through
undertaking for AT2. communication
Required = working effectively as a member

You will prepare a report into the of a team.

community environmental, cultural or = applied description of community
social issue or problem, that includes rights and responsibilities.

the following. nP s

Stage 1: Describe a co un”eev;lta‘w

i. Summarise a community environmental, cultural or social issue or problem.
ii. Describe @\ fth’rﬁi i | e o

iii. Ildentify s escar amen ﬁmp 1

iv. Research and collect kexdinformatio

Stage 2: Interpret and su:EOfONCOt

i. Interpret and analyse this information.

ii. Explain challenges faced e community.

iii. Discuss this issue with reIe\Ece (your teacher will advise).
iv. Summarise this information.

Stage 3: Communicate effectively

i. Develop strategies to help you communicate this information.

ii. Use a problem-solving tool to assist you to communicate effectively.

iii. Communicate this information in an oral report. L 2

iv. Review how well you communicated this information.

Your teacher will give you more information about the requirements and due
dates, as well as risk management. Write this below.

4 )
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Assessment Task 8.20

Name(s):

Key dates:

Re-
quire

Teacher

Tasks - AT3: Investigating a Community Issue initials

d Dueby Done

Stage 1: Describe a community issue or problem

AN

Negotiate the PDS Activity with your teacher.

i. Summarise the community issue or problem.

ii. Describe community roles, rights and responsibilities.
iii. ldentify sources of information for your investigation.
iv. Research and collect key information.

= Apply strategies to deal with risks from the activity.

AN RN N AN RNHAN

= Get feedback from your teacher.

Stage 2: Interpret and summarise information
i. Interpret and analyse th rre e
i. Explain challenges faced by the community. W
iii. Discuss this ith releva opl ience. m 8
iv. Summarise n ft es p | e °

= Get feedback from your te v
Stage 3: Communicate effectively
i. Develop strategies to communic is information. v
. Use a problem-solving tool to ¢ Q py v
iii. Prepare a draft and practise your oral report. v
= Use strategies to deal with risks from the activity. v
= Have your teacher check your draft. v
Reporting
= Prepare your final report. v
= Present your report to the appropriate audience. 'é v
= Review how well you communicated this information. v
( Additional information: h
L Signed: Date: )
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8.21 Self-Reflection

Self-Reflection Pro-Forma

Which Personal Development skills did | develop during this unit?

How have the skills of Personal Development helped improve my personal life?

-
—’
L
How have the skills of PersEcl Eggnvl‘llewmer ways?
-
(]
-

How would | rate my perforer Oc c&giping my Personal

Development skills this unit?

0 1 ‘ 2; lo 4 5
not shown low re o very good excellent

What were my strongest areas of performance, and what should | work on improving?

My strongest topics/skills were: But | need to improve my skills in:

Signed: Date:

Teacher initials: Date:

174

PERSONAL DEVELOPMENT FOUNDATION 2ed. - FOR VCAL AND APPLIED LEARNING
Written by Michael Carolan. Copyright © 2020 DELIVER Educational Consulting and its licensors. All rights reserved.



Applied Problem-Solving 9
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9.01 Problem-Solving
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Problem-solving

You were introduced to the importance of problem-solving in Unit 1. In
essence, all things we do in life involve solving problems. Effective problem-
solving helps us to see issues from different points-of-view. This can be
very enlightening. Effective problem-solving also enables us to come up
with ways to overcome obstacles and move forward. Effective problem-
solving can lead to us become more informed, and therefore able to make
better decisions.

Being an effective problem-solver helps to build initiative, flexibility and
even creativity. It supports better planning and organising. It naturally
supports goal-setting and decision-making. And it certainly can help

you to build resilience so that you are better able to deal with issues and
problems that might occur as a natural part of your personal development in
your life.

Problem-solving tools

The problem-solving tools eadyigdvestigat nd used are:
Brainstorming and IASM %’fné\vi éqw

The problem-solving tools you will investigate in this section are: What/How
problem-solvi d Drillin whn. °
e e oo LY A b D VYD @ -
you deal with problems and to assist your decision-mak#hg. Your teacher
might prefer you to use somUese andgeagh you lgow to use them.

|O @ ving a Dealing with a problem is
up to L!

= Checksheets, which are goo collecting, recording and

collating information. O
= SWOT analysis which is useful for analgsinga#fferent

situations related to a problem.

= Flowcharts which are go
process or system.

= De Bono’s Six Thinking hats, which is useful for
coming up with new ways of looking at a problem.

Now of course it is not expected that you will use all of
these tools for every problem you face. Different tools
suit different types of problems.

However, using one of these tools, or a pair in
combination, can help you start to tackle many
problems. This will then assist you to make better
decisions. As a result you (and your team) will be more
likely to achieve your goals and objectives.

Image: tombaky/ S 0 I I I 0 N
Depositphotos.com
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Problem-Solving 9.02

PDS Activity and problem-solving

There are three different ways that you will need to apply problem-solving tools and
techniques as part of your PDS Activity.

1. PDS Activity task problems

To deal with problems that arise when you are planning, organising, doing and
reviewing your PDS Activity.

For example, your team might be falling behind and missing deadlines. Or perhaps
you are unable to find out key information related to a community issue. These are
problems related to the tasks you are required to do for your PDS Activity.

2. PDS Activity focus area problems

When investigating community environmental, cultural or social issues and
problems as part of your PDS Activity.

For example, your team might be assisting a volunteer animal rescue shelter to help
them raise more funds. Or perhaps you might be researching the lack of recreation
activities for young people g ur area. Thesg are problems occurring in the
community related to the f \

3. PDS Activity communication problems

Dealing with pr s that oc he mmunicating inforngation about your PDS
Activity, includiE”f)'ea\?f%blesamp:rte«?owns.
For example, your team might be arguing over who doe& what (roles. and
responsibilities) for your multi ia presergatian to thg class. Or perhaps you might
be finding that you and anotﬁ haﬁmtent views about the causes
of an issue, leading to argum g Sse Me tion problems that relate to
investigating, preparing and giving a report for your PDS Activity.

C O py PDS problem-solving A

These are common problems that students might face when undertaking PDS

activities. What would you do? '6
A team member is constantly missing You and a teammate cannot agree on the
deadlines for their responsibilities and main cause of a problem that is causing a
holding up the rest of the group. specific community issue.

When planning your presentation to the class When you interview a community stakeholder
no-one in your team wants to be the first to = about an issue they say, “That’s not actually a
speak fo the audience. problem, it’s their fault.”
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9.03 What/How Problem-Solving
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What/How problem-solving

One approach to problem-solving is to decide whether the problem is a
‘what’ problem or if it is a ‘how’ problem. This is a very useful first step
when dealing with any problem. It can also be used together with other
problem-solving tools and processes such as ‘IASM’ and ‘drilling-down’.

Let’s look at a Personal Development Activity situation so you can see how
this approach works.

What/How problem-solving: What?

Now what we are going to do is to apply the basic concepts of the What/
How process to resolve a problem about communicating effectively for
your PDS Activity.

As part of your PDS Activity you are likely to be required to report
back to your class (or some other group) about your investigation
into a community issue or problem. This means you have to deal with

problems related to preparinf and presenting an effective presentation
att

that communicates your m rgvuiiéfwmly.
p IS @ 3

“We need to know how to create an effective .
multimedia preﬂr p sksa r
Honest reflecti n u m p

means you know what the problem is.

“l have skills-gaps.” D N t
And now you are also ownin erm It O

responsibility. After all it's your PDS Activity!

O Image: Albert Primer/
A ‘What’ proBle Hemera/Thinkstock

= A ‘what’ problem occurs when you don't know what to do to solve a
problem.

= This inability could be based on a lack of experience and skills, poor
communication; or just having to deal with something you have never
encountered before.

For example, “We have to do a presentation to the class based on our
investigation into a community issue. I've never done this before. | don't
know what to do!”

= In response you could ask for help, or ask for advice on where to get help,
or get trained, supervised or coached so as to solve the problem of ‘what
to do'.

= For this example your teacher might advise this.

“Your team is going to need to learn how to use the digital data projector.
| want you to select two team members to stay back today and | will show P35

them how to properly use this technology.” gﬂﬁfg

So essentially you know
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What/How Problem-Solving 9.04

What/How problem-solving: How?

Now you just have to work out how to try and solve this problem.

“How am | going to overcome this barrier?”

By learning how to overcome this skills-gap you will be developing yourself
personally!

Dealing with the ‘how’ part of the problem might involve you getting some help from
others, doing some training, and then developing, practising and then applying your
skills. These responses are all a part of your own personal development.

By learning how to deal with the ‘how’ part of the problem, and then taking steps to
overcome your skills-gaps, you are building your transferable skills. As a result you
and your team will also make a more professional and effective presentation for
your PDS Activity.

A 'how’ problem

= A 'how’ problem occurs when you know what to do, it's just that you
don't really know to go about sglving the problem.

= This inability coul vtjle ience, skills or
knowledge. Howd#rer, i#miQ&aal e barriers preventing you

from coming up with the best solutions.

Fore Ne_ " kpow, av sedaultinedia cqui@ment for our
prese w Buﬁ ogsur a ek ibe éas and what
format Our pres iOn Meeds 10 b d . o

= So in this case this i roblem bgsed.on a lagk of knowledge. “I know
what to do, it's just tﬁjakn to do it.”

= In response to a ‘ho 0 y ourself, “Why am I unable

to do this?” Is your inability due to a lack of skills, time, commitment,
budget, resources, sup ermission; or a combination of these?

For example, "I need to get teacher so that | know the ins ppg
and outs of the digital proyectorwe bayising.” SUPER
SKILLS

What/How problem-solving A

1. Use the What/How problem-solving process to deal with this problem. ¢
(Your teacher will lead the class through this.)

7IN

For your PDS Community Activity your class is going to create a school
vegetable and herb garden.

2. As a team use the What/How process to deal with these potential problems
related to your PDS Activity.

QO Finding accurate information when researching your community issue.

U Disagreements between your PDS team members about their roles and
responsibilities.

179

PERSONAL DEVELOPMENT FOUNDATION 2ed. - FOR VCAL AND APPLIED LEARNING
Written by Michael Carolan. Copyright © 2020 DELIVER Educational Consulting and its licensors. All rights reserved.



9.05 Drilling-Down

Drilling-down
Sometimes a lot of problems can seem too big and way too hard to

overcome. This can cause stress for people, as they may think that dealing
with the problem is just too hard!

But have a think about the techniques you have learned in PDS about how
to achieve your big picture goals.

The key to achieve big picture goals is to break them down into smaller,
more manageable, bite-sized chunks.

Well, using drilling-down for problem-solving is a lot like that.

With drilling-down you take a ‘big picture’ or overall problem. And then
you drill-down to break this into smaller problems. These are easier to
tackle. After you have ‘unpacked’ the problem then you are more likely to
find that you arrive at some potential solutions.

Turning big problems into little problems

Breaking a problem down t p y uges’, recall that
from IASM?) means that y@u cafg s n lyse some of the

main causes of that problem.

By drilling-do t Si ygibtotackle thesdicayses (or
‘becauses’). Tgﬁaitejsé *s&pilés.ues

- some of which can be easily dealt with. This helps yousto start to deal with
the bigger problem.

Because drilling-down breakaks tpicture
problems into smaller issues ITNelpsThakeS complex

problems easier to solve. Q
When you ‘drill-down’ a proble@ﬂ
as you get closer to the right-ha I AYou
might already be starting to come up with some
solutions!

)\

These solutions help you to make useful
decisions to deal with the problems, and
also to make sure these problems do not
occur again

And you might also find that once you’ve
identified and dealt with all of those little
problems, then you no longer have a big
problem!

Image: patrimonio/
Depositphotos.com
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Drilling-Down 9.06

Drilling-down
= Identify your 'big’ problem; write it at the left of a sheet of paper.

= List the main points, issues or questions that make up this larger problem. Try
for 2-3. If stuck ask, ‘why’ or ‘why not'?
= List any points, issues and questions that influence these new issues. If stuck
ask, ‘why’ or ‘why not”?
= Finally analyse these (at the far right-hand side) to come up with some PDS

possible solutions. SUPER
SKILLS

DrillingzDownlin

There are more Solution? A

rubbish bins than -

recycling bins.

ycling )
Solution? h

rub r )

din y

together can overflow )

Many D raft p eSolution? A
do not ha

students are

not placing lnf rmatlo on
their cans and hat
bottles in the O D

appropriate

bins for
recycling. 0 lifg bins ( Solution? A
vailable
\ Rubbish is hroudhout the 17|
commonly entire schoolyard. \_ D
left around
the school
grounds. Some bins in the ( Solution? )
outer grounds
are being blown 3
or even ‘kicked’
over. L )
Drilling-down A
1. In pairs come up with possible solutions to the problem shown above. ¢

2. Use the drilling-down process to ‘unpack’ a community issue or problem you
are investigating as part of your PDS Community Activity.
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9.07 Applied Problem-Solving

A Team communication rules

¢ Although many students say they would prefer to work in teams, they soon find

182

that teamwork can lead to many problems!

One of the most common problems that people encounter when working in
teams is communication breakdowns. This can happen due to issues and mis-
communication in interpersonal exchanges.

Because you are a proactive member of a Personal Development team, you
are going to develop a list of team rules and guidelines to help prevent
communication problems occurring.

These rules and guidelines will also help your team to deal more effectively
when communication breakdowns occur.

1. At first, complete this draft planner individually.

2. Then come together as team to complete a set of team rules and guidelines

for communication b o s t not allow one team
member to dominate I Vr

3. Finally, write these rules and guidelines clearly and in short sentences. Make

- Draft @aﬁfpfl"e* v
.
What and when will your team need _What methods should it use for this
to communicqtﬁo o mmunication?

Copy
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Applied Problem-Solving 9.08

What could happen to cause your team to communicate less effectively?

Misunderstandings such as:
Disagreements such as:
Technology issues such as:

Unavailability of people such as:

Preview

Others issues and risks such as:

Draft Sample:
ple:
What guidelines caﬂﬁm N Gltnicate effectively?
Being respectful:
Listening to others: C O py

Recording information:
Sharing information:
Reporting on progress:
Decision-making methods:

Letting team members know of hold-ups or potential absences:
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9.09 Team Dynamics
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Team dynamics

Teamwork is a key skill that complements and supports every other skill. Team
skills are vital in personal, community and work situations.

In personal and family situations people work together to improve their lives.
Parents may share parenting duties, work and domestic responsibilities. Siblings
help each other out. Children often take on domestic duties, especially caring for
younger siblings, older relatives and even parents.

Many community groups consist of people who share common values and who
work co-operatively to achieve their goals and objectives. Communities work
together to provide local services, to look out for one another; and even to deal with
emergencies such as fighting fires!

In workplace situations colleagues must work together in work teams. Managers
and employees must communicate effectively as a team. Workers have to deal with
customers, clients and other external people. Just like you have to do in your PDS
Activity.

Effective team behaviouP y @W
You were introduced to some key team-related skills in Unit 1. It's not enough to

simply know ste word rder to complete a FCCGSSM teams-

based PDS Ac am pe @

Collaboration

Collaboration refers to the wilkag ess of t emb to work together to achieve
a shared goal. Collaboratlve binations of strengths and
weaknesses in team membe e ollaborative team members

prioritise teams goals over |nd|V|duaI achlevement and help each other out.

Negotiation Q g
Negotiation refers to the process Y e JJo as to create a win:win for all

involved. Team members may negotiate over their roles, responsibilities, deadlines
and expected outcomes.

As part of negotiation
team members may have
to give something up, i.e.
make a compromise.
This means that they give
something that the other
party wants, so that in
return they get something
that they would prefer.
This way, all the people
involved benefit.

Image: AllaSerebrina/
Depositphotos.com
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Team Dynamics 9.10
Team dynamics A

It is important that when you work as part of a team that you work as a
cohesive unit. Match the ‘8 Tips For Effective Teams’ with the appropriate

1N

examples. These will help you to work effectively with each other.
(Note: You will also use these for WRS!)

1. Communicate clearly. 4. Listen and be fair. 7. Record important
2. Follow team rules. 5. Build and support information.
3. Assign roles and synergy. 8. Set clear objectives.
responsibilities. 6. Make team decisions.
© Be willing and able to communicate © Clearly understand and know the
effectively with people; including goals/objectives of the team.

q ®
those from different bd?rew ew goals and objectives and
© Pay attention to what pdbple $hy. e Yr¥everybody has a copy.
_ Draft Sample:

© Assign roles and responsibilities to © Establish a set of rules or agenda for
team members including th ﬁ o or etings and stick to this.
e lzeeiz: Fﬁ m meeting rules/agenda

© Rotate team roles and share responsi- and get people to report on their
bilities, including being the quC progress.

© Someone must take notes (minutes) © Listen to, and consider other team-
of meetings. Share this responsibility members’ points of view.
aleuie) 58 el BYElEns gl & ge: © Put aside personality differences; and

© Record important information, dates work together. Don’t ever yell or get
and responsibilities. personal.

© Pair people together to help support © Decide on a decision-making process
and train team members. that everyone agrees to.

© Ensure that team members’ strengths © You might choose a majority vote and
and weaknesses are complementary. then stick with that, or another method.
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9.11 Team Dynamics

Team roles

When people are in teams they often take on team roles which creates
interesting team dynamics.

All teams need combinations of people fulfilling these roles. People with
particular personality traits tend to take
on specific roles. This helps to create
natural synergy.

Team members might naturally

perform one or more of these roles,
often at the same time.

i

€< so which of these sound like you?

Image: adapted from

UEEID R ES o orgorides

myers/Leaders o
Their role is to lead the Eg Vie goals.
They usually can see the Big piture®@nd dre abi®to evelop plans

to achieve goals and objectives for the good of all involved.

Key attribute i at NG ifhteay @
ratt--oampie:
Do:Not.:
Their rol (o) gnge Q ng with good ideas and

support the suggestions. They help to encourage other members

to ac (deas and may assist and help others.
Key attributes: Qup @ communicative, team-oriented,
renaogean

esponsible.

Recorders/Timekeepers

Their role is to take minutes/notes of meetings, keep records of
all important matters and develop rosters and timelines. They will
often act as the hub of communication for the team.

Key attributes: Organised, attentive to detail, accurate, numerate,
literate, tech-able and responsible.

Implementers

Their role is to put the plans into action by organising and doing.
They often respond well to directions, and complete varied tasks
based on their skills

Key attributes: Organised, conscientious, resourceful, able, skilled,
reliable and responsible.
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Team Dynamics 9.12

Critics
Their role is to challenge ideas to ensure that things are being
done properly. They ensure that teams don't do things that are
irrelevant, inefficient, unsafe or even unethical.
Key attributes: Independent, creative, have insight and foresight,
aware, conscientious and responsible.

Peacemakers
Their role is to ensure that team harmony is achieved and people
get along. They often help others deal with problems, including
interpersonal conflict.

Key attributes: Supportive, empathic, communicative, conscientious,
people-oriented and responsible.

Team roles B

°
Reflect on your pqr'ricipclion i'.feeV)la&inty. Complete the table

by commenting on your suitability for each of these team roles.

Team role Wh || ‘0. 0 edie "6 o1 ? W y nig’a 0. be suited?

Driver/

Do Not
Supporter/

Influencer C O py
Recorder/

Timekeeper

Implementer

Critic

Peacemaker
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9.13 Team Effectiveness

A Team roles in action

Sometimes people can get a bit carried away with their role in a team.

Essentially, they may become too focused on the title of their team role and as
such, they become inflexible.

1. For each of these scenarios identify the team role of the person.

2. Explain how what they are doing is causing the team to operate
ineffectively.

3. Give advice on how they might better perform their role to create a more
effective team.

Scenario Ineffective behaviour

Jim’s team is
disagreeing with his
plans. He says, “Look
I’'m in charge so you

have to do it my way.” P r'ev i eW

Moana has set
deadlines for tasks
to be done. B

== Praft Sample:

track.

Rennie has taken it
upon himself to find O O
fault in everything

the team is doing.
They are not moving

forward! C O py

Hermie has taken to
helping everyone out.
Problem is, he is not
completing his own
tasks.

Basile gets her tasks
done very quickly but
she wont do anything
else unless she gets a
direct order from the

team leader.

Noangela keeps telling
people if they have a
problem with others to
let her know. But they

are actually starting to
have a problem with

her always asking this!
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Team Effectiveness 9.14

Building a team B

1. Create teams of 4 (including you) from your classmates for these activities. (%
Add 1 more activity of your own (in your workbooks).

Identify people’s likely team roles and explain why they would suit this role.

A PDS Community Activity to teach elderly residents how to use an iPad to keep in touch
with their family and friends.

Team member Team role(s) Why these roles?

Preview

2. In which team roles did you perform best for your PDS activities this year?
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9.15 Team Effectiveness

C Team rules

@: Now that you have explored team dynamics and team roles it is time to put
together a list of team rules and guidelines for your team. You can base this
list on the ‘8 Tips for Effective Teams’.

However, you need to come up with a list of do’s and don’ts that team
members will follow. In a team it is important that everyone looks out for one
another. So it will be your role to make sure that your team members stick to
these rules.

When you finish get your teacher to check and approve these.

1. Communicate clearly. 4. Listen and be fair. 7. Record important
2. Follow team rules. 5. Build and support information.
3. Assign roles and synergy. 8. Set clear objectives.
responsibilities. . Make team decisions.
P review
v" Team members will... % Team members won't...

Draft Sample:
Do Not
PRSI O 10 ] o 7 S—_—"

3. Assign roles and responsibilities
v" Team members will... %  Team members won't...
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Team Effectiveness 9.16

4. Listen and be fair.
v" Team members will... x  Team members won't...

5. Build and support synergy.
v" Team members will... X  Team members won't...

Preview

Make team decisions.
X  Team membegs won't...

"Draft Sample:
Do Not

7. Reco@@i on.
v" Team members will... embers won't...

8. Set clear objectives.
v Team members will... x  Team members won't...
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9.17 Assessment Task

AT4 Dealing with a Community Problem

7IN

192

Overview This task focuses on:
For this assessment task you are = planning and organising a
required to investigate a community community activity

issue or problem, and come up with = communicating information

possible solutions to help the community =

solving problems through
deal with this issue. gpP 9

communication and discussion;
It is very likely that the community issue
or problem is related to the community . o
activity that you are undertaking for = applied description of
AT2 and AT3. community rights and
responsibilities

and potentially

Your teacher might direct you to work

in pairs, or in larger teams. = working effectively as a

member of a team.
Required

°
You will prepare an inve rwmmty environmental,
cultural or social issue or ProbemNaeit Wcl owing.

Stage 1: Describe a commupjty issue or problem

i. Summaris e oam p lg >

ii. Outline the Impact ot the issue or problem on atfgeast’ 3 di fetent
stakeholders or stakeh r groups

Stage 2: Use problem-sol @qul'@t

i. Use brainstorming to come up with key terms related to the issue or
problem.

ii. Use at least one other pro@@@yor technique to analyse the

issue or problem.
iii. Develop potential solutions to help address the issue or problem.

iv. Make recommendations as to how best to deal with the issue or problem.

Stage 3: Prepare a report

Prepare a written report, using digital technologies, that encompasses Stage

1 and Stage 2. You need to reflect on, and then review, how well you used
problem-solving skills. If required prepare a report to the class or to a specific
audience. Your teacher will give you more information about the requirements
and due dates, as well as risk management. Write this below.
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Assessment Task 9.18

Name(s):

Key dates:

Re-
quire

Teacher

Tasks - AT4: Dealing with a Community Problem initials

d Dueby Done

Stage 1: Describe a community issue or problem

Negotiate the PDS Activity with your teacher. v
i. Summarise the community issue or problem. v
ii. Impact on stakeholder/group 1. v
Impact on stakeholder/group 2. v
Impact on stakeholder/group 3. v

= Get feedback from your teacher.

Stage 2: Use problem-solv"Prrre(VfB W
. Brainstorm the issue or proble
ii. Use a probDl i Iftlyssp le | °
Use a prob olﬁat aM®lys am p e L4
iii. Develop potential solutions dress the
iv. Make recommendations to D~ Nh t/

= Apply strategies to deal with ri om the activity.

= Get feedback from your teach O py v
Reporting

= Prepare a draft report and get teacher feedback. v

= Prepare your final report using digital technologies. v

= Present your report to the appropriate audience. ’%

= Review how well you used problem-solving skills. v

( Additional information: )

Signed: Date:
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9.19 PDS Team Activity - Evaluation

194

Team Activity Evaluation Pro-Forma

Complete this evaluation of your own and your team’s performance in undertaking the
teams-based Personal Development Activity.

1. Planning and organising the PDS Activity.

(] 1 2 3 4 5 0 1 2 3 4 5
not shown low fair good very good | excellent not shown low fair good very good | excellent
My Team
successes: successes:
My areas Team areas
to improve: to improve:
2. Finding and using specific knowledge and information.
(o] 1 2 3 4 5 (o] 1 2 3 4 5
not shown low fair good very good | excellent not shown low fair good very good | excellent
My My
successes: successes:
My areas My areas
to improve: to improve:
3. Identifying and using specific skills including OH&S.
(o] 1 2 3 4 5 (o] 1 2 3 4 5
not shown low fair good very good | excellent not shown low fair good very good | excellent
My Y
successes: 7
My areas My areas
to improve: to improve:
4. Solving pro
4 5
very good | excellent
successes:
My areas
to improve:
5. Working effectively as a member of a team.
0 1 2 3 4 5 1 2 3 4 5
not shown low fair good very g cellent low fair good very good | excellent
My
successes:
My areas My areas
to improve: to improve:

6. Briefly comment on what you most and least enjoyed doing as part of your teams-
based PDS Activity.

I most enjoyed doing: | least enjoyed doing:

Signed: Date:

Teacher initials: Date:
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PDS Foundation: Self-Reflection 9.20

Self-Reflection Pro-Forma

Which Personal Development skills did | most develop during this year?

How have the skills of Personal Development helped improve me this year?

-
—’
.
What did | most enjoy do[g inﬁre:Mv'IEeWs this year?
—
(]
-

How would | rate my overallQchNoQtn developing my Personal

Development skills over the course of this year?

0] 1 ! 2 : D 4 5
not shown low re o very good excellent

What were my strongest areas of performance, and what should | work on improving?

My strongest topics/skills were: But | need to improve my skills in:

Signed: Date:

Teacher initials: Date:
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9.21 Unit 2 Assessment Record

Name:

LO1: Community members
- Roles, rights & responsibilities

Teacher:

PERSONAL DEVELOPMENT SKILLS: FOUNDATION - UNIT 2 SUMMARY RECORD

LO2: PDS Community Activity
- Plan and organise

LO3: PDS Community Activity
- Communicate information

Final due date:

LO4: PDS Community Activity LO5: PDS Community Activity

- Problem-solving

- Teamwork

Your teacher may direct you to | Due | Your teacher may direct you fo| Due | Your teachegmaggdirect you to | Due | Your teacher may direct you to| Due | Your teacher may direct you to | Due
list specific tasks that you are | date: | |[ist specific tasks that you are | date: | |ist specific tgsks that you are | date: | [ist specific tasks that you are | date: | |ist specific tasks that you are | date:
required to complete for LOT. Done? required to complete for LO2. Done? required t te for LO3. Done? required to complete for LO4. Done? required to complete for LO5. Done?
List these below. ) List these below. ) List elow. ) List these below. ) List these below. )
L]
|
—
Are all tasks completed Are all tasks completed Are all tasks completed Are all tasks completed Are all tasks completed
for this outcome? for this outcome? for this outcome? for this outcome? for this outcome?
—

Date:

Date:

]

Date:

[ ]

Date:

B

Date: _ _
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