Order form: Current from Term 3, 2015 (Note: All prices are GST inc.)

WACE: Career and Enterprise (exp. Dec 2015) Printed text e-version master Total
Career and Enterprise General 11 @ $52 @ $660
Career and Enterprise General 12/ATAR 11 @ $55 @ $660
Careers, Work Education & Personal Development Printed text e-version master Total
Career Pathways 2015 @ $35 @ $440
Work Experience Journal 2015 @ $20 @ $165
Work Placement Journal 2015 @ $27.50 @ $220
Personal Development Activity Planner:
Introductory 2015 @ $25 @ $165
Personal Development Project Planner:
Advanced 2015 @ $27.50 @ $220
Industry and Enterprise Printed text e-version master Total
I&E Unit 1:
Workplace Participation 3ed. 2015 @ $33 @ $440
I1&E Units 1&2:
Towards an Enterprising You 4ed. 2015 @ $42.50 na
1& E Units 3&4:
Towards an Enterprising Australia 3ed. 2012 @ $59.95 na
Industry-Specific Resources Printed text e-version master Total
Retail - Foundation 2014 @ $33 @ $165
Retail - Intermediate 2014 @ $33 @ $165
Community Services - Foundation 2015 @ $33 @ $165
Community Services - Intermediate 2015 @ $33 @ $165
VCAL/ Applied Learning Printed Printed CD Master CD Master Combined or license with
Resource Sets text/workbook activities book |text/workbook activities book  CD master sets | master e-version
Literacy - Intermediate 3ed. 9916
(pre-order for 2016) __@$35 ___@$2750| __@$165 __@$77 or__ @ $220 |or___ @ $330
Literacy - Senior New
(pre-order for 2016)) 2016 @ 9$35 ___@$27.50| __@$165 __ @9$77 or_ @ $220 |or___ @ $330
Numeracy - Intermediate 2015 _ @ $35 ___ @ $27.50| __ @ $165 _ @ $77 or_ @ $220 na
Numeracy - Senior New
(pre-order for 2016) 2016 _ @ 9$35 ___ _@$27.50| __ @ $165 _@9$77 or_ @ $220 na
PDS - Intermediate 3ed. 2016 _ @9$35 ___ _@$27.50| __ @ %165 __ @9$77 or _ @ $220 nya
PDS - Senior 2ed 2016 _ @$35 _ @$27.50| __@9%165 __@9$77 or_ @ $220 nya
WRS - Foundation 2014 ___@9$35 ___@$27.50| __ @ %165 __@9$77 or __ @ $220 nya
WRS - Intermediate 3ed. 2016 __ @9$35 __ _@$27.50| __ @ %165 __ @9$77 or __ @ $220 nya
WRS - Senior 2ed. 2014 _ @9$35 __ @$27.50| __ @ %165 __ @ $77 or _ @ $220 nya
Totals
Add Postage: CD-only orders = $5 Melb metro printed books = $11
Regional Vic and interstate 1 book = $12 2-4 books = $15 Contact me for larger orders. JLLHLEEH Grand
*In a hurry? | recommend an extra $5 postage for Express Post. (More for larger orders) J GRS Total $_
—_— —m s —
Order Details
Name:
Position:
e-mail:
School:
Address:
Order No: Approx. Amount $ ABN:
\\sss————————————————————————————————————————————————
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Check for samples at: www.delivereducation.com.au michael@delivereducation.com.au



Term 3, 2005 Update:

New resources for VCAL, Applied Learning, Career Pathways,
Work Education and Work Experience/Work Placement.

New Literacy and Numeracy resources for 2016

In line with the proposed VCAA review and implementation in 2016 of Literacy Skills and Numeracy Skills

new Literacy and Numeracy resource sets are now being developed.

= New: Literacy - Senior featuring a carefully planned literacy (and oracy) program designed to support students as
they develop into young adults. For the first time for VCAL includes the option of a master PDF e-version.

= Updated: Literacy - Intermediate 3ed, revised and refreshed and with more content, and also available as a master
PDF e-version.)

= New: Numeracy - Senior with content geared towards situations facing Year 12 students, and with all assessment
tasks offering the choice to apply to personal and/or work-related situations. (Note: Numeracy Intermediate,
released in 2015 will only be updated if necessitated by changes to the study.)

= New colour editions will be release of the workbook/texts for WRS - Intermediate 3ed, PDS Intermediate - 3ed
and PDS - Senior 2ed. This means that all VCAL titles will now be in full colour. If you are booklisting these you will
need to update to the new editions with new ISBNs. (Available from October 2015.)

= You can pre-order new resources now and/or booklist. Samples will be available soon.

Keep up to date with uploads of samples by joining the email list. If you receive this flyer without receiving an email

then you are not on the list. Contact me to join and to add relevant staff members so they can be kept up to date.

Released in 2015

A range of new resources are now ready for order. All of these new resources are available as full colour printed books

or as e-version PDF masters that students can complete using ICT devices.

= Personal Development Activity Planner: Introductory (suitable for PDS Foundation and introductory PDS
Intermediate activities and projects) & Personal Development Project Planner: Advanced (suitable for advanced
PDS Intermediate and PDS Senior projects).
These new colour-coded planning guides have been created specifically for schools and students to support
Personal Development activities and projects. The planners are formatted as write-in booklets with colour-coded
pages to support planning, organising, doing and reviewing a personal development activity or project.

= Work Placement Journal (suitable for year 11 and Year 12 students work-related and vocational placements).
Full colour A4 size and includes 40 pages of daily journals as well as all 20+ work-related application activities.

= Community Services: Foundation & Community Services: Intermediate (industry-specific sets)
These new industry-specific resource sets and workbooks support your VCAL, Applied Learning and work education
and career/pathways programs with content-based topics and applied activities.
Each full colour workbook includes targeted industry-specific material, explanations, examples, images and
activities. This flexibility allows teachers to teach general program content while disparate students within the same
class can apply this to their own industry experience and context.

Feel free to contact me to discuss which resource sets might be best suited for your teaching program.

Current resource list: 2015 into 2016 VCAL and Applied Learning (Master sets also available)

>> Literacy - Intermediate 3ed Workbook/text and Activities
Portfolio booklet (revised for 2016) !!!also new e-version!!!
>> Literacy - Senior Workbook/text and Activities Portfolio
booklet (new for 2016) !!!also new e-version!!!

>> Numeracy - Intermediate Workbook/text and Activities
Portfolio booklet (new in term 1, 2015)

>> Numeracy - Senior Workbook/text and Activities Portfolio
booklet (new for 2016)

>> Personal Development - Intermediate 3ed Workbook/text
and Activities Portfolio booklet (new colour ed for 2016)

>> Personal Development - Senior 2ed Workbook/text and

Career pathways, work education and personal development
(PDF e-versions also available)

>> Career Pathways

>> Work Experience Journal

>> Work Placement Journal (new in term 2, 2015)

>> Personal Development Activity Planner: Introductory (new
in term 2, 2015)

>> Personal Development Project Planner: Advanced (new in
term 2, 2015)

Industry-specific resources (PDF e-versions also available)

>> Community Services Foundation (new in term 2, 2015) Activities Portfolio booklet (new colour ed for 2016)

>> Community Services Intermediate (new in term 2, 2015) >> Work Related Skills - Foundation Workbook/text and

>> Retail Foundation Activities Portfolio booklet

>> Retail Intermediate >> Work Related Skills - Intermediate 3ed Workbook/text
Industry and Enterprise and Activities Portfolio booklet (new colour ed for 2016)
>> |&E Unit 1: Workplace Participation 3ed (& e-version) >> Work Related Skills - Senior 2ed Workbook/text and

>> |&E 1&2: Towards an Enterprising You 4ed (revised for Activities Portfolio booklet

2016)

WACE Career and Enterprise (PDF e-versions also available)
>> Career and Enterprise General 11
>> Career and Enterprise General 12/ATAR 11

DELIVER Educational Consulting
PO Box 40, Moonee Vale 3055 Ph & Fax (03) 9939 1229 ABN 80 922 381 610

>> |&E 3&4: Towards an Enterprising Australia 3ed

Check for samples at: www.delivereducation.com.au michael@delivereducation.com.au



Attention: VCAL and Applied Learning, Careers, Pathways,
and Work Education Co-ordinators and teachers.

New for 2016: Literacy - Senior and Numeracy - Senior

New editions for 2016: Literacy - Intermediate 3ed, PDS - Intermediate 3ed,
PDS - Senior 2ed and WRS - Intermediate 3ed (all now in colour)

Available as a master set on CD and/or as a printed workbook.

Each of these resource sets for Literacy, Work Related Skills, Personal Development and Numeracy includes a 160-
170 page Workbook/text written to support your teaching of VCAL, Applied Learning and work education units
with material aimed at satisfying skills-based assessment tasks. Each set also includes a supplementary Activities
porifolio booklet with approximately 50 extra worksheet style Applied Learning and Work Education activities that
add depth to your teaching program. Each of these resources are available as:
U Reproducible master sets on CD featuring PDF files of:

= Set A: Workbook /Text (WB) (reproducible master license)

= Set B: Activities Portfolio (AP) (reproducible master license)

= Work Related Skills also includes a work experience journal in both print and e-version formats.

U Professionally printed and bound books (and booklets for the Activities Portfolio).
U The new Literacy Senior and the revised Literacy - Intermediate 3ed master sets are available as optional e-
versions.
Key features of each Applied Learning workbook/text:
= Organised into sections to match learning outcomes.
= Cater for varied learning approaches with up-to-date, lively and engaging student-focused material.
= Pages formatted as a write-in workbook.
= Current and relevant weblinks that extend student enquiry.
= Each has 90-110 specially developed, engaging learning activities suitable for students of all abilities.
= Student-focused SuperSkills topics to develop transferable skills that can be applied in different situations.
= Assessment tasks written to satisfy multiple learning outcomes. Numeracy also has many other tasks suitable as
assessment tasks.
= Literacy supports delivery of Oral Communication.
= Includes self-assessment, evaluation and other pro-formas.
= PDS and WRS resources include pro-formas to support planning and organising enterprise activities.
Literacy Literacy Numeracy Numeracy Personal Personal Work Related Skills ~ Work Related ~ Work Related Skills:
Intermediate Senior Intermediate Senior Development Development Foundation Skills Senior
(2015) Intermediate Senior (2014) Intermediate (2ed 2015)
(Reisle:l 3«: 2_016) (New for 2016) (w for 2016) (Colour 3ed 2016) (Colour 2ed 2016) . (Colour 3ed 2016)
fLITE B LA ONAL

WORK RELATED WO RK IRy a0
SKILLS L »

1

X\ | - 3 o - =
= Workbook text = Workbook text = Workbook text = Workbook text = Workbook text = Workbook text = Workbook text = Workbook text = Workbook text
160pp 170pp 160pp 170pp 160pp 160pp 162 pp 166pp 170pp

978-1-925172-22-5 978-1-925172-23-2 978-1-925172-02-7 978-1-925172-20-1 978-1-925172-18-8 978-1-925172-19-5 978-0-9873519-8-2 978-1-925172-17-1 978-1-925172-09-6
Workbook: Contents Workbook: Contents Workbook: Contents Workbook: Contents Workbook: Contents Workbook: Contents Workbook: Contents Workbook: Contents Workbook: Content

1. Self Expression: 1. Self Expression: 1. The Shape Of TBC -Unit 1 -Unit 1 -Unit 1 -Unit 1 - Unit 1
Introduction Express Yourself Your World 1. Introducing Me 1. Planning and 1. Workplace 1. Work Conditions & 1. Workplaces &
2. Self Expression: 2. Self Expression: 2. Working The 2. Developing My Organising Investigation Entitlements Pathways
Getting it Down Identify & Values Numbers Skills 2. Social Diversity 2. Job-Seeking Skills 2. Job-Seeking Skills 2. Job-Seeking Skills
3. Practical Literacy: 3. Practical Literacy: 3. What Comes 3. Managing Myself 3. Communicating 3. Workplace Safety 3. Workplace Safety 3. Workplace Safety
Filling the Gaps Getting it Right Next2 Effectively Effectively Introduction Issues & Hazard Requirements &
4. Practical Literacy: 4. Practical Literacy: 4. Time Is Money 4. Becoming a Leader 4. Leadership in 4. Workplace Safety Identification Induction
Instructions - Being Instruct Away 5. Where Is It2 5. Interpersonal Action Issues 4. Employability Skills 4. Workplace Safety
Heard 5. Knowledge: 6. Measuring Up Effectiveness 5. Effective Decision- 5. Employability Skills -Unit 2 Hazard Control
5. Knowledge: Cutting Finding Out Making 5. Developing Work- 5. Team & Workplace
Through 6. Knowledge: Using -Unit 2 -Unit 2 Related Skills Technology Skills
6. Knowledge: Knowhow 6. In the Community  -Unit 2 6. Planning & 6. Planning & -Unit 2
Reporting Information 7: Issues & Debate: 7. Planning and 6. Community Issues  Organising Organising 6. Effective Planning
7. Public Debate: Researching Issues Organising 7. Community Project 7. Communicating 7. Communicating & Organising
Investigating Issues 8: Issues & Debate: 8. Problem-Solving & 8. Advanced Team Effectively Effectively 7. Quality, Enterprise
8. Public Debate: Presenting Your Case Decision-Making Skills 8. Problem-Solving 8. Effective Problem- & Innovation
Making Your Case 9. Communication 9. Advanced 9. Teams & Solving 8. Effective Problem-
and Team Skills Communication Technology 9 Effective Teams Solving
= Activities booklet = Activities booklet = Activities booklet = Activities booklet = Activities booklet = Activities booklet = Activities booklet = Activities booklet = Activities booklet
64pp 60pp 60pp 60pp 60pp 60pp 60pp 62pp 62pp

978-1-925172-07-2 978-1-925172-24-9 978-1-925172-03-4 978-1-925172-21-8 978-0-9871396-9-6 978-0-9873519-1-3 978-0-9873519-9-9 978-1-925172-00-3 978-1-925172-01-0
Note: All these VCAL and Applied Learning texts and workbooks can be booklisted without having to purchase the
master licenses. Extensive preview samples of all materials available on our website.
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Check for samples at: www.delivereducation.com.au michael@delivereducation.com.au



Personal Development:
Problem-Solving & Decision-Making
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8.01 Effective Problem-Solving

Problem-solving

Sometimes life can seem to be one long series of
problems after another. From the everyday and
mundane such as “l have to be get up at 7am,” to “I
want to eat Sugar Lumps for breakfast,” through to
complex problems such as, “I need to get a job” or I
want to retire a wealthy person at 50!”

ppl oftn v trubl slvn prbz
cz dey dn idntfy wot d prb

rEly z; r dey dn anlYz d

rEl corzs fd prb. fcors
sum ppl dn rEly wn dr prbz
slvd, dey js llk t cmplAn!

So how good are you at coping with life’s problems?
Are you a proactive problem-solver or a reactive
problem-solver? Do you create problems that don’t
exist? Do you turn simple issues into complex
problems? Or do you have well developed proble

solving skills?
Problem-solving can sometimes be a diffi@ult @
Ip

process but you can learn and use proble
solving techniques and skills. These can @so
r

you when planning, organising and d

community project or activity. Yo th
already been introduced to some in WRS.

-9 N

A 4-sta blem-solving pr reby the user id
nd analyses a prnblan@ cts and monitorgf8oluti
Qming 0 Drilling-down

method to break down, what
might seem to be a large problem,
into progressively smaller, and
therefore easier to manage,
components.

ee-thinking tool that

encourd@es participants taghi
and write down, as marY@ards
terms associated wi On@Bpt,
E.

as p

eets SWOT analysis

A tool for recor®hng and countin A summary snapshot of the
the number of occurrences internal strengths and weaknesses
associated with a particular and external opportunities and

activity. threats related to a problem.

Flowcharts

A visual tool for mapping out a process including all of the
process-steps and decision-steps.
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Effective Problem-Solving 8.02

Brainstorming j

Brainstorm a list of words related to the term ‘cool’ or some other concept provided by
your teacher. Try for 20. (Tip: You should already have been introduced to the techniques of

Brainstorming in Literacy or in WRS.)

P -solving tool
Research one of the prob ing tools on th age or anothe {

tool you are famili@P with. d some of you alfesearch below.

Make a brief preSghtation that explains e this tool. Make §lire th@ii you
include a vé of the tool a t of relevant web nks.
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8.03 Effective Problem-Solving

t IASM

The IASM is a problem-solving process that can help you work through any difficult situation.
The key; in the first instance; is to clearly identify the problem. But be careful. Sometimes

the real problem isn't what it seems to be. It might take 2 or 3 goes before you identify the
problem. Your teacher will work through this (or another example) problem with your class.

Problem:
“I have no money!” (Or is the problem really...)

Identify the problem 2
2 “I don’t have enough money to buy everything
that | need!” (Offis it, “..everything that | want¢”

and is the eally “everything?”)

= [learly identify what the ‘real’ problem
actually is.

= Write this problem in as short and
sharp a sentence as possible.

Analyse the causes/facts

= Work out what and who is causing the
problem.

= Focus on issues that can be co

= [onsider secondary or ‘'beca§@s’ (i.e.
The order is late...beca re
taking too many bre

= Try to list 3-6 gin reas

solutions

, -4 possible solutid
p solve this problem. ©

= these based on are
to deal with the pr .

= Pick solutions th ore than one
'side’ of the e

_
Ma e chosen s @ o
= Pick the so/®on(s) over whichie

have most control and which will'go the
furthest to solving the problem. o

g

= Plan smaller behavioural changes as
part of this solution.

= Make sure that you change behaviours ©
to stop the problem from recurring
= [Check to ensure solution is working. Yy
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Effective Problem-Solving 8.04

IASM in Action _DJ

Use the IASM to help deal with a problem you are facing in relation to planning and
organising community activity or project.

1. Identify the problem

2. Analyse the causes/ o

e chosen solution
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8.05 Effective Problem-Solving

Flowcharts

A flowchart is a visual diagram that shows a process or system. A flowchart shows
all the steps in a particular process, as well as decisions, flows and changes of
direction in flows. A flowchart can also indicate all inputs and outputs that constitute
a process. The visual components of a flowchart include the following symbols.

rounded rectangle: rectangle:

start/end or process/ processing step diamond:

decision and also

accompanied by
yes/no, on/off

and so on.

parallelogram:
an input or output

How can we increase can
and bottle recycling at

school?
Measure curren ocessmg
Does the school .
ave adelzquate campaign A
recyF 'lng rate amon ff tudents.

One or more steps

might be needed here,
before finishing...
Finish
One or more steps
will be needed here,
before finishing...
Will the Yes?
school invest in ) Investigate cost-effective
new recycling - recycling solutions to suit your
bins? school.
No?
FDS

Note: More steps will needed from here, SUPER
what do you think these might be? ( SKILLS
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Effective Problem-Solving 8.06

Social issue or problem E

Use IASM to help manage a social issue or community problem. Also develop a flowchart
to map out the issue /problem and also utilise one other problem-solving tool. Use your
workbooks if you need more space.

1. Identify the problem

2. Analyse the causes/ o

e chosen solution
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8.07 Effective Decision-Making

Decision-making
Decisions, decisions, decisions, it's not always easy...so how do you decide?

There are a number of decision-making models or processes that are available to
help people better manage their decision-making. These include PODR, a SWOT
analysis, the GROWMA planning process, TQM tools and other techniques.

Decision-making styles take many forms and some common examples are
included in this topic. However at the simplest level decision-making styles can
be can be classified into:

= autonomous decision-making or

= consensus decision-making.

@
1. Autonomous d -maning ®
= In its simplest form, autonomou$*dggis g is when an i 8
decision by themselves. For ex o will'Sell hand-paintegdssh™@ito rai

money for Oxfam.”

= Ina personal se i§ all ous decision-ggke s when
you make a d Ei@urself based on yo wledge without
consultinggdihers: xample, a parent migh on the primar
scho child, or you might he type of car you w
= |In ted situation aut ion-making is ofigmuse
auto anagers. They or consulting othe @ B
rules, pro@@dures and quiggli Iready set dow . Nasaer or
: eader decides who gé&hiﬂs on a roster. 0

=

= nns should be brought up during the decision-making

ts should be listened to.

=> [onsensus works successtifly if all the parties agree to
abide by the rules of consensus; that is, argue and
discuss during decision-making but once the decision
is reached, they must fully support that decision.

= This style of decision-making is suited to a
participative or collaborative style of management
when a teams-based approach is used.
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3. Majority rule

= This can range from a simple majority
rules verdict through to needing a set
proportion of votes. i.e. unanimous, 75%.

9%, etc.

= This method is useful in elections and
might take the form of a show-of-hands or
even a secret ballot.

o
ds for some ®
o Q wrongdaing.
!\ An imparti

<

= Arbitration is wh

= Arbitratj
arbiter.

often u

=

ne with authority

\§Q

6. ppl hurntwLn 2 tAk rspnsblty 4 thr
cshns trst chne n fAt n mYt flp a coin, thrw
a drt, cnslt a 4tune-tLr r sk n octops!

endent third pa

settle disp s%
@ generally creates jitiation as th

Effective Decision-Making 8.08

4. Conciliation/mediation

= This is where aggrieved parties are
brought together to settle their
differences (grievances).

= [onciliation may
invlxe one of the
apologising
q

mediatagpdiig

p @ noffate. !‘
. Arbitratiua
B BCision.

settings. For D Bisan

nal and b ecision is made

O

* Well | certainly didn't
see that one coming!”

b )\ &
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8.09 Effective Decision-Making

b Which decision-making style?

For each of the following situations suggest the most likely decision-making methods from the 6
styles, (yes 6), that you have learned in this topic. Use each method once. For each situation
outline an advantage and disadvantage as a result of using this style for decision-making.

Situation

Two neighbours, Vinh and
Malia have had a long and
nasty dispute about fruit trees
hanging over their fence. The
local council is going to bring
in a third-party to help the
parties reach an agreement.

Method

Conciliation/
mediation

Advantage

An unbiased person will
be able to help Vinh
and Malia listen t
consider eac

point of

Disadvanatge

This approach takes
money because an expert
in dispute settlement will
need to be used by the

coum‘

Grenda has received marriage
proposals from both Glonsork
and Jahoody.

She decides to see a fortune-
teller in order to work out what
to do.

Linda has just been appoin
checkout supervisor an
drawn up her first staff-r
scheduling staff t rk wh
o work.

to lunch but the class
decide on Mc Lardos,
er or Pizza Glu

Larry, a student, sugg that

they put it $
ogiyests*fo Mr.
Smiff & di@ss that they
might be discussing i

as a group ear different
points of view, but then decide
as one.

Mr. Smiff is getting frustrated
by the inability of his class to
make a decision, so he says
that if they can’t decide then he
will decide for them and take
them to a vegan restaurant.
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Effective Decision-Making 8.10

Which style for us?

Identify which decision-making styles might best suit your team for its health/community
services activity. Explain advantages and disadvantages. Perhaps first discuss these as a

class and then definitely discuss these with your teammates.

Which decision-making
style would | generally
prefer to use?

Why so, what is an advantage of
this style¢

Which decision-making
style would | generally
prefer to work under?

Why so, what is an advantage?

What might be a disadvantage of
this styleg

ight be a disad.nfcge?

N

ght be a disadvantage

R

What else should we j

.\
Which decision-making Why so, advantage?
style(s) might work best
for our group?
Why so, what ntage?

R

Whafimight B¢ a disadvantage?

hen deciding which

jon-making style to use for our group?

What are the rules of decisio

n-mc;hcn‘ our group will follow? (¢More space = use workbooks!)
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8.11 Effective Decision-Making

C A heart decision to make

8 people are waiting on a list for a donor heart. A suitable match has been found in W.A..
The heart is being flown over for transplant tomorrow and now it’s up to the medical board to
decide who is to receive the heart. You must choose only 1 recipient, but bear in mind, none
of the waiting donors will survive for more than a month without the heart. So will the right

decision be made?

-

=
=

Shazza McTazza
22 years old, has been waiting 7 months.
She is a single mum, her children are 3 and 7.

Shazza is estranged from her relatives and the
whereabouts of each father of each child is
unknown.

Shazza left school at 15 and survives on a
pension.

She is a recovering heroin addict.

~

Aliz Aziz
38 years old, been waiting 7 weeks.

She is in detention for being an ill

immigrant.

Aliz is a doctor, and with he evoted

When Aliz’s husb
escapeonab

Her conditiog.has

is a lawyer.
Alfie recently retir

never having been

Alfie has neve
goes to e
Was Vi

His hea

ol, never smoke
and before his i

28 year old single male, waiting 6 months.

Top football star, male-model, and has
appeared in movies and has recorded albums.

= Flash has set up a youth charity to help
disadvantaged young people succeed and has
had offers from Hollywood and from political
parties.

= His illness was aggravated by a sporting injury.

= Flash is gay.

n is geneti
sh Fandango )

.

-

=

~

Dr. Long Nguyen

72 years old, been waiting 2 years.

Her husba
and both

r of charities,
arity; her family
th to this charity.

Qlivia is on the board o
cluding the Nati
donates a lot of

ea
ir w

.
Grace Vella )
n waiting 10 months.
sband is an interstate truck driver.
aged 17, 15, 13; all studying.
ce is a full-time housewife.
She is a very heavy smoker.

Grace has an addiction to poker machines
where she spends a lot of her time.

Her condition is smoking-related.

Y,
Biffa Blockhead )

15 year-old male, been waiting 5 months. Biffa
is currently in youth detention.

Biffa was involved in racist, gang-related
assaults and comes from a very unstable family.

He has been assessed as having ADHD and
high 1.Q..

His condition was brought on by a poor lifestyle
and injuries.
=

\

He is due for release, has been a very good

inmate and has a pre-apprenticeship lined up.

.
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Effective Decision-Making 8.12

= Role Play

8 classmates will take on the roles of the recipients while the rest of the class is the medical
board making the decision. The recipients go out to rehearse, while the board decides how to
set the room up, time limits, questions, decision-making strategies and other logistics.

Shazza: notes Dr Long: notes
Aliz: notes Olivia: notes
Alfie: notes ra otes

Flash: notes Biffa: @
V\Q

Before the class did theaac which he 8 recipien ul have chosen and why?

Describe the QI board’s ded

d you have to o carry is role?

ons. Explain whether you agree or not.
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8.13 Generic Evaluation

B

r

Evaluation and Assessment

Team /person:

You should complete and copy this pro-forma for general evaluation of relevant activities.

Activity:

Specific task(s):

Assessed by: Date:

Abilif)’ to effecﬁvely: Excellent d Good Basic .Nof shown

L
)
—J

Briefly describe 2 transferable skills that were demonstrated doing this activity.

\_ Signed: Date:

This file is for preview purposes only and is not permitted to be reproduced in any form.

PERSONAL DEVELOPMENT INTERMEDIATE 2nd ed. - FOR VCAL AND APPLIED LEARNING
Written by Michael Carolan. Copyright © 2012 DELIVER Educational Consulting and its licensors. All rights reserved.




Personal Development:
Communication and Team Skills

Contents

9.01 Presenting Information ....146  9.11 Team Evaluation
9.05 Effective Team Work 150 9.12 Assessment Task
9.09 Team Dynamics 154 9.13 Self-Acsessment

Activity p. Due date/Dcne? Comment

v5 |
9.02A Your information sources 147 5 m
b -
X N d—
9.04A Just the facts please! 9 / ‘

9.07A Our team 152

)
9.08B Multiple intelligences | "

)
9.09AgTea @
9.10 ective teams checQ
9.11 Team Evalua (

AT3 So ness Camp

9.13 Self-Assessment

This file is for preview purposes only and is not permitted to be reproduced in any form. 145

PERSONAL DEVELOPMENT INTERMEDIATE 2nd ed. - FOR VCAL AND APPLIED LEARNING
Written by Michael Carolan. Copyright © 2012 DELIVER Educational Consulting and its licensors. All rights reserved.



9.01 Presenting Information

Information Effective communication

When you are required to present information

you need to consider the most effective way to When you are planning to

present that information to your audience within cummuniuat.a any key Message you
the guidelines you have been given. should consider the follawing four
questions.

At times you will be required to either; prepare
a written report, present an oral report, make . What are you going to 'say'?
an audio-visual presentation, give instructions,
participate in a discussion or debate or some
other method.

Your team members will have different strengths
and weaknesses. Some may volunteer for public
speaking while others might avoid all written
communication. You must ensure that all@a

members do actively participate, to some )
when communicating information to an au@ien
Whichever method you are using to jcate
your information there are some les to

follow that will help make your, ugication 0
more effective. These shoul@&lrea ave been

covered in more depth ingmiera@y and WRS so

we will just summarisegi ere. E

2. How are you going to 'say’ it?

3. QHow will you ensure that the
y you ‘'say’ it will suit the

dience and be eff

Plan your
communication; |
don’t just wing it.

o
Tailor the

message to suit |

location. the audience.
Eliminate ‘noise’ Follow up; ensure

and distractions;

the message has

don’tover- been received and/
~ ommunlc “ Encourage feedback, . understood! ¢

take questions and
- make changes if
. required.
M

—
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Presenting Information 9.02

PowerPaint presentations - Dol
lse a big font.
Include only 3-4 main points on each slide.
Try for no more than 10 words for each point.
Limit the total slides, [0-13 is plenty.
Use appropriate visuals with suitable resolution.

Use a high contrast, colour tem

Time each slide and the ove ntation to suit the audience.

[ )
Make the audience f ot on the slides. °

Have a prin.iha\ Plufl in case. \

PowerPaint pr, & Don't! 6 s
® se fancy transtinns@ing animations. 0
® lse fancy fu‘ Q
® lsete i mall or crowded. 6 o
st @ ouiWhat is on the slide N
slowly. 0 ~ 180 many slides make a dul|
0

PowerPaint even duller!

- Talk to the audience, not the
screen,

- Don't just read gut what's on the
screen,
Q - Complex graphics and cute pictures

© 606660006 6 06 6

p from slide to slide to

® LP®our PowerPoint
for too long.

e presentation

won't make a presentatign better.

PowerPoit presentations - Be prepared!
Make sure your version of PP will work on the computer you are using.
Always have a timed run-through before your real presentation.
Arrive early, there are often problems with the computer & projector.

lse a good quality memory stick and have a back-up on CD. ADsS

SUPER
SKILLS

& & & & &

Some networks won't allow new memory sticks to be installed.
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9.03 Presenting Information

Feedback

When communicating any sort of message it is vital that the
communicator knows that the message has been not only received, but
also that it has been understood by the recipient. Therefore, a process
of feedback is vital as part of effective two-way communication.

Feedback is an important method that can be used to assess whether
we are doing things right and achieving our goals and objectives. This
also applies to your social awareness activity. How will you know

that the activity is being delivered effectively? How will you know that
audience has taken in your message? Just take a guess, @k is there a
better way?

o
Criticism ®
Criticism is a normal part of personal devg =85 humans we
to learn, make some mistakes, learn fro &stakes and gr
A process of feedback includes both and negative crifi@ism <@s

long as that positive and negative

iISm1S given cons I Itis
not simply enough to say, or be.t something is g bad),
or that you are doing this wrgfig. erson giving the 18 ack must
explain why something is ad or otherwiseg® they must explain Q

just what is it about a t. IS%eing done in
And of course the feed

ocess shoul rategies for
chanc implement t ategies for re.
is why effective pl% decision-maliing igvital.

improvement an
assessment. T

It gives yo ve trial run, get eedback, identi istgkes
and tigen i @ nt improveme

It ta at you are and act upog.te k that is
giveRgL his will help you ilience, enable evelop your
transfer@le skills and

Performance app &

People’s pe eeds to be d so as to determine whether
they are ly*Carrying Q activities and responsibilities

related to es and/q

In the busine orld perfd appraisal allows an
organisation to Investigate e yee performance in
terms of its key performance indicators. So therefore,
performance appraisal is a system or process of checking
whether employee performance is meeting the goals and
objectives of the organisation.

Performance appraisal is also important in our personal
lives as well, it’s just that we don’t necessarily have
someone standing over us with a clipboard ticking-off
everything we do!
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Presenting Information 9.04

Feedback: Asking the audience

= You can ask directly for feedback at the end of the presentation. But be careful, as
sometimes the audience member most likely to give you feedback, might be the loudest and
most arrogant audience member who wants to score points at your expense. And bear in
mind that at other times people might be too polite to give you an honest answer.

= [evise and distribute a questionnaire asking about the quality of the presentation. It is
best to make this easy to fill-out such as tick boxes, or rankings from |- or some other
continuum. However, questionnaires take time at the end of the presentation and people
might feel like they are being put on the spot or tested.

= Have someone else not associated with the presentgtio audience. This cggremove
biases associated with the two points above. & d the information @ck to gu.

Feedback: Testin t
= Testing the audience directly is tricky IJut ECtiVE way to degdf mieikhey have

taken in the message of your present
= You could devise a question and ,atrue or false qu e, a multi- uhmce
set of questions, a fill-in- thE— actiViy™ir some other ESSESSITIE ud that sum
the key points. For example roportion of humEI e in Sunschray is [.
‘ d then ascertain w ymassages Q

or 0%?  Collect the gg
communicated.
careful as tHe audlenn nc feel that thEy which
re that you make it t as part of yuur PD Outcomes
oWive teedback on yo

= But once agai

edback: Peer or e EWEd
= This type of g@¥ew ly more object] ou a more honest assessment
of yuur CE. obviously eXfighience¥bis sort of feedback at school by your

t Work by your mangers andSlpervisors.

ne of your peersfio your performance using a pre-determined set
pria or @ pro- gifld work with your peer or adult mentor from unit
#itvise assessfie o8, or from a work-related point of view, key performance

Feedback: Self-Assessment

= All throughout your VCAL programs you have participated in a process of reflection, self-
assessment review (ie: PODR) You should utilise those tools, strategies and pro-formas to
assess your performance on this, or any presentation.

= Review both your own and others' performance honestly; then take steps to make SIEIEESR
improvements so as to improve outcomes. SKILLS
(
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9.05 Effective Team Work

Teamwork

8 tips for effective

Effective teams need to be united to achieve a common goal teams
or objective. Given this, team members might share the same B communizate
values.

_ _ clearly
Effective teams should also have pre-determined rules and

e enlui . © set clear

procedures for communication, problem-solving and decision N
making. Each team member needs to have the opportunity to objectives
be heard and must be treated with respect. © build synergy

An effective team also needs team members with varied
and abilities, wide-ranging personalities and different stre
and weaknesses. A mix of abilities will make a team s
This will result in a synergised team.

Have you heard the saying, “The sum of tg ig’greater P
than the sum of the parts?” That's syneraxergy is when [si0

you get a better outcome from peopleguoriing together in isten and be fair
g individual

teams, than you would have by pe
alone.
If a team is synergised it will e of skills, person

ills  * © assign roles/
hs responsibilities

© follow t@m rules

and intelligences. You dop’t d everyone in t am to
be loud, or quiet, or bo going. Asyn team
should balance peopl multiple int C
Successful teamgfare bui und a mix o sgnd abilities
and not friends . Often, a team of little syner
ork done at all! agp, many friendshi

and won't g
hav de D poor synerg business@ii@ations.

eam

o

Consider your team.
people’s skills, stre

crib factors that i ergised team. Consider
hs@nd wedkhesses, who beWpbrking with whom, and so on.
Identify any aregs t ight need addressing.

POS
SUPER
SKILLS

R
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Effective Team Work 9.06

Interpersonal

Are you good dealing with
other people?

Infrapersonal

Are you good at
“managing yourself?

~

Verbal-Linguistic
Are you good using
words & languages?

m Musical-Rhythmic
A o Are you good with

Visual-Spatial

Are you good with slliga -~
shapes, patterns and _music and sounds?
Naturalistic
o

Are you good in
outdoor environments
.in the natural world?

Bodi iNesthetic
Are, od at physically

urody and hands?
ner of !qrvard

-= Multip
the basis of emoti

lig@nces BI
eloping these ‘Multiple

Professor Howar
ligence. He concludied theit people have

&

jes: mplete this audit of your
|u one category but instead

Three multiple inf€lligence areas weaker in are...

Why so?

Complete an online test for multiple intelligences. These are just a guide and do not
accurately describe you, but they can make for an interesting discussion with your class.

The test at www.ldrc.ca/projects/miinventory/miinventory.php is OK.
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9.07 Effective Meetings

Team meetings

Effective teamwork is about managing people. One of the difficulties with teamwork
Is that team members need to be included in the communication process. This
involves both time management and people management.

It is vital that your group is able to organise and run effective meetings. This will

help the group move forward to achieve its objectives. However, meetings don’t plan
and run themselves and you need to consider many issues. Therefore, your group
should develop and agree to a set of operational and meeting rules.

e ditterence betwe ?
afteMoon meeting. Peop ®
nce enthusiasm a .

genda

Timing

Consider where and when the meeting is held. Co
breakfast meeting, a lunchtime meeting and
immediate workload will also influence tRRip at

Location

Hold the meeting in a room where
participants can easily hear, see a
write. If it is a consultative mee

then you should use a rou . nce. Stickigg
ill help the meegifg.st8
Q Have extra cofife
P e,
eedin

allow enough time Co-ordination

rough all the items pro

to be discussed

r ave a neutral persan run ar

but shalld not drag on. Bec : hair) a meeting. The chairperson
people do like to 'hog thegsPotligh makes sure that the meeting runs
a good idea to el its. o fairly and properly. Otherwise the
team leader should run the meeting.

yw decisions are made, how long people can speak for, the
8sing votes, how motions can be introduced and passed and
Pan be brought to account according to the standing orders.

Meeting standing ord
voting system@majority requirs
so on. If conflict occurs peoplE

A Team rules

Develop a set of rules that your team will abide by when having meetings. Consider the tips
and issues on pp.150-155 as well as other information.

Create a poster or graphic that outlines these rules. Make sure that everyone in the group
has agreed to these (perhaps use consensus) and that they all have a copy of these rules.
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Effective Meetings 9.08

Meeting Agenda
Group/team /activity title:
Location: Day & Date: Time:
Chaired by: Minutes by:

1.1 Attendance/apologies (Record those present/note absentees who have given reasons for being away.)

1.2 Minutes from previous meeting (Minutes of the last meetingmu: oved & voted on c‘orrecf.)

1.3 Correspondence (Report on any mail, e-mail, J@C. that has been v

2. Business arising (Update on the pro, issues that had to be s the previous meeﬁ!i

Qr before the agenda

ew [ % (Discussion of new it isSU 'ms must be submitted t
circd *

K

. bris from thoséW esponsibilities (e.g. finance, equipment, etc..) but only for
issues Hready covere

5. Next meeting(s) (Decide on next meeting location, day and time.)

POS
SUPER
(SKILS
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9.09 Team Dynamics

A Team roles

When people are working in team situations they tend to take on various roles. These roles
help create synergy and help drive a team forward. See if you can recognise yourself or
team members as these roles.

Driver

Their role is to lead the group
so as to achieve the team’s

Facilitator Monitor

Their role is to provide resources \ Their rol to chair, review and )
ma

\. and links that help goals get hat everything iéon
~—
Supporter Influencer ®
Their role is to go along with , @ Their role is !
good ideas and support what \ memb () epi/

Timekeeper

Their role is to make the team
aware of deadlines and t

Innovat

Their role is to su
and cre idea

acemaker

In"our team who

(Note: people might
facilitator m r
supporter influencer
timekeeper recorder
innovator implementer
peacemaker critic
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Team Dynamics 9.10

Effective teams checklist _BJ

So how effective is your team? Are you ready to take on the challenges presented before
you? Complete this checklist. Add some statements that might suit your team’s situation. Take
steps to improve on those aspects of effective teamwork that your team is lacking.

[ ] We pair people together to help support
and train team members.

[ ] We assign roles and responsibilities to team
members including the role of the leader.

[ ] We organise someone to take notes (min-
utes) of meetings and share this responsi
bility so that everyone develops this

[ ] We establish andfnlluw g1 Behino rules

isten carefully to whi
consider other memgl@Fs' p

decision-makin

. en stick witho
i l

[ ] We ensure that team members' strengths

and weaknesses are complementary. '

[]

We co gaie and clearly un stand
bjectives of the te

We are willing an
effectively wit Iudlng thnse

from dlfb unds

te team roles and s
including bein

We put aside [@ differences and
don, rsonal.

% '
developed a set of team rules that '

l 1S-

[ ] We record important information, dates
and responsibilities.

L]

y

POS
SUPER
[ SKILS
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9.11 Teaml/Individual Evaluation

r

Team Member/Individual Assessment

As part of working as a team you should undertake both self-assessment and assessment of
your team-members. Copy and use this pro-forma to honestly assess the performance of
your group members (or yourself) as part of your activity.

Team member:

Overall activity:

Specific task(s):

Assessed by:

ate:
Ability to effectively: Excellw Good Not shown

i.  Plan & organise

ii. Manage time

iii. Manage stress... ) )
iv. Demonstrate task skills........@"..." ) e _J
—

v. Apply leadership stra

vi. Communicate......... SaBicee.sttlecenneens

vii. Solve problgdis.................X\B..........
viii. Resolv Ty YT
gro J

i ontr up cohesion. N J
B describe your /this s ost successful Oti /areas of involvement.
) (

2.

Briefly su s that you/this @ can improve upon in their next task.
"Q

2.

Briefly describe 2 transferable skills that you/this student demonstrated doing this activity.

UUL

Signed: Date:

N\
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Assessment Task 9.12

Social Awareness Campaign Aﬂ

= Task overview

You are required to develop and present a Social Awareness Campaign about a complex

social or community issue that you have investigated throughout this unit. Depending on your

school’s scheduling of this task you may be required to either:

i. Plan and deliver this Social Awareness Campaign prior to undertaking your PDS community
project or activity; or

ii. Plan and deliver this Social Awareness Campaign as part of
PDS community project or activity; or

d in conjunction with your

iii. Plan and deliver this Social Awareness Campaign after co and reviewing‘our PDS

community project or activity.

Your teacher will inform of your school’s PDS Ir‘erm it 2 requirement ®
Record important information @aies, requiremen, \n.

@ Social chrenes
to promote aw munity issue that you

(

on given to a relevant a nce that is supported by the use of

ntation tools.
visual graphi e campaign.

her through the development of a website, blog,
ter being approved by your teacher and subject to

Specj red to:

1

2. U
these must be neg
following:

tivity. The suitability of
i your teacher Iude at least 2 or more of the

variety of ¢

ongoing supervision.
U A video, aural or other dynamic media component, such as a recorded advertisement.
U A role play, dramatic performance, song, poem or similiar creative performance.
U Other strategies as negotiated with your teacher.

3. Develop a process to collect feedback about the effectiveness of the Social Awareness PDS: Inter
Campaign. You should use at least 2 different feedback collections tools. 2

4. Complete a brief report that evaluates the effectiveness of the Social Awareness Campaign ¢
based on the feedback you have collected. 5 1
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9.13 Self-Assessment
(

Self-Assessment Pro-forma

Which personal development skills did | most develop during this semester?

Which tasks did | perform best at during this semester? Py

Which tasks did | most enjoy d and why?

Whi sks (if any) did I |
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