[image: image1.png]Nz

AN

ASDAN



Level 3

Working with Others

Gweithio Gydag Eraill

                                        (Group/Team)

PLAN  ( Do ( Review

CYNLLUNIWCH ( Gwnewch ( Adolygwch

       W03.1 Plan work with others

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


	What are the agreed objectives for working together? 



	
	

	What is the group’s plan? (prioritise tasks that need to be done, agree who will be working on these tasks, and set deadlines)


	Tasks:


	Who is doing the work? 


	Deadline:
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       W03.1 Plan work with others

…continued from page 1

	

	Tasks continued:


	Who is doing the  work? 


	Deadline:



	

	What are your key responsibilities?


	
	 What are the working arrangements?

Start:    Date:  

             Time:  

	
	
	Finish:  Date:  

              Time:  

	
	
	Where will you be working?



	
	
	

	What health and safety rules do you need to follow?


	How will you keep each other informed of progress?

(You will need to check progress on two occasions)



	

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


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



	Candidate Name:  
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W03.2 Work towards agreed objectives

	How did you obtain and make the best use of resources, including support from others?  

	
	How did you organise your work to make sure you met deadlines and the required quality? 


	

	What safety issues did you need to address?



	

	How did you maintain good working relationships with others involved in the task? (eg take a lead role in anticipating needs of others, seek ways to resolve conflict) 



	

	What difficulties or problems did you have, and how did you agree to resolve them?


	

	How did you keep each other informed of progress and what changes did you make in order to meet objectives? 



	

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

	Witness/assessor (signature):  

(e.g. tutor, supervisor, course leader)

	Date:  



	Candidate Name:  
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       W03.3 Review work with others

	To what extent was your work with others successful and to what extent were objectives met?



	

	 What factors influenced the outcomes, including your contributions?



	

	How do you think your working with others could be improved in the future? (Include reference to  interpersonal skills eg listening, giving support)



	

	File References:

	Action Plan: 


	Log of Tasks: 


	Evidence: (eg tapes, photos, notes)



	Evidence of Progress Check One:


	Evidence of Progress Check Two:


	Reports on Future Plans:



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

	Witness/assessor (signature):  

(e.g. tutor, supervisor, course leader)


	Date:  



	Candidate Name:  
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