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 Scheme of work
: Study Skills 
	Unit – Study Skills 
Broad aim:  

Tutor(s):  

	Academic year:  

Number of weeks: 10
Duration of session: 1hour
Guided learning hours: 

Credits:
Non-supervised individual study time 
and research: 

	IA = Interactive Activities
PPT = PowerPoint

R = Research 
	SB = Student Book

AS = Activity Sheet
E = Extension for Stretch and support

NS = Non-supervised individual study time 
	


	Week
	Outcome
	Content
	Learner activity
	Resources
	Assessment and PLTS
	Stretch and support

	1
	 Learners will be able to: 
· Identify their hopes & expectations of the course 

· Acknowledge any anxieties about being a learner 

· Review the structure of the course 

· Clarify the assessment task 

· Log on & practise use of the organisation’s mle –Moodle system 

· Log onto & practice use of the organisation’s Virtual Learning Environment 


	 INTRODUCTION TO THE COURSE Why am I here? How am I feeling? What am I going to have to do & when? 
Aims of the Day Introductions Exercise Hopes & Fears Exercise Course structure & assignment 

Introduction to the organisation’s intranet Intro to the organisation’s Virtual Learning Environment (VLE) 


	See Lesson plan 
Individual completion AS1 activity – Hopes and fears 
Learners, in small groups to discuss students' and tutors expectations 

	Power point slideshow

Spider diagram display of unit content 
	Assessment


	Individual assessment audit

Individual expectation for future career  -why is study skills important to college students.

  

	2
	Learners will be able to: 

· Review what it means to be a autonomous  learner in adult education 

· Assess their study skills strengths & weaknesses via a self-assessment audit 

· Set up an ‘Action Plan’ of individual targets for improvement 

· Identify different reading strategies & when to use them 

· Apply different reading strategies appropriate to task 

· Practise reading for comprehension & summarising 


	 ASSESSMENT OF STUDY SKILLS & DEVELOPING READING SKILLS
 Review of what it means to be an adult learner

Individually completion of study skills self-assessment audit
Reading strategies ( SQ3R)
Reading comprehension Reading speed 


	See Lesson Plan
AS1- Individual completion of SQ3R questions.
AS2 - Small group task on reading and apply SQ3R technique to case study 
	See Lesson Plan
Power point presentation


	Assessments 
	Homework- students are encouraged  to read  comprehensions from different books.
Students are encouraged to make a reading list and discuss with their tutors during individual tutorial sessions. 

Students to synthesis comprehensions from different books 

	3
	Learners will be able to: 

· Identify how to get the best out of a lecture 

· Practice & evaluate a range of note-taking strategies 

· Identify what assignment questions are asking 

· Understand what tutors look for in assignments 

· Assess their own mid-way assignment using pre-set marking criteria 

· Reflect on & re-evaluate their assignment-writing skills as a result of tutor feedback on the mid-way assignment 

· Locate information from a variety of sources (books, journals, magazines, websites, CD Rom) 

· Select information from these sources relevant to their proposed assignment topic 

· Update their personal action plan 


	LECTURES, NOTE-TAKING, UNDERSTANDING ASSIGNMENT QUESTIONS & LOCATING INFORMATION

 Preparing for lectures Note-taking methods 

The purpose of written assignments

 Assignment questions 

What tutors look for in assignments 

Understanding marking criteria 
 Start research for assignments 

	See Lesson Plan 
AS1- Small group activity where student should produce spider diagram on case study
AS2: individual student to practice note taking exercise 

	See Lesson Plan

Power Point Slideshow

A4 note pad


	Assignment 
	Homework -
Students are encouraged to research particular topics relating to their core subject  and pending assignments and make logically and concise notes.



	4
	Learners will be able to : 

· Identify what constitutes an assignment, as opposed to a report etc. in terms of presentation style 

· Use the ‘PEEL’ technique on the assignment question
· Use the ‘5W&H’ technique on the  assignment question 

· Undertake the basic stages of essay preparation 

· Structure an assignment according to expected academic convention 

· Incorporate feedback into their assignment


	WRITING ASSIGNMENTS (1) PREPARATION, PLANNING & STRUCTURE & using Feedback

Identify what an assignment looks like The PEEL & 5W&H  techniques

 Essay preparation 
Essay structure 
Writing an Introduction
 Writing paragraphs 
Writing a Conclusion + Individual tutorials: Tutor feedback on 1st draft of assignment plan (focus on structure) 


	See Lesson Plan 
AS1 - Small group activity on how to write assignment
AS2- Individual activity on incorporating feedback comments 
	See Lesson Plan
Power point presentation

Internet websites on writing techniques 
	Assignment 

	Homework- students to research and  investigate other writing techniques and evaluate the best ones suitable to their individual writing style

	5
	Learners will be able to 

· Understand the purpose of referencing 

· Fully reference an assignment script to acceptable academic standards using the Harvard system 

· Compile a bibliography to acceptable academic standards using the Harvard system 

· Recognise the different dimensions of plagiarism & be able to avoid this in their own writing 

· Identify strengths & areas for development in general literacy skills 

· Appraise their own strengths & areas for development in assignment writing skills 


	. 

WRITING ASSIGNMENTS (2) WRITTEN STYLE, WRITING SKILLS, REFERENCING & PLAGIARISM 
Academic writing style 
Harvard referencing system Avoiding Plagiarism
 Plagiarism exercise 
Compiling a  Bibliography

 Writing skills –  PEEL & 5W&H 

written skills, style & referencing 


	See Lesson Plan 
AS1- individual activity on Do's and Don'ts of plagiarism
AS2- small group discussion on referencing
AS3- small group activity on Harvard Referencing 
	 See Lesson Plan
Power Point slideshow 

Internet websites and research 
	Assignment
	Homework - students are encouraged to investigate the consequences of plagiarism in FE and HE.
Students to discuss the conflict in plagiarism and referencing 



	6
	Learners will be able to: 

· Produce a written report in standard format 

· PowerPoint presentation on their assignment topic 

· Deliver this to their peers

	REPORTS, ESSAY & PRESENTATIONS,  Written reports, essay & presentations Preparation of PowerPoint presentation  


	See Lesson Plan 
AS1-small group activity - card sorting on Do's and Don'ts of presentation 

	See Lesson Plan
Power point slide show

YouTube link on 8 great point about effective presentation 
	Assignment 
	 Students are encouraged to analyse the correlation between successful companies and effective presentation.  


	7
	Leaners will be able to:
Identify how to prioritise based on order of importance 

Create folders on the computer

Back up assignments and course work

Plan their journey to college 

Produce weekly and semester planning routine
	ORGANISATIONAL MANAGEMENT & TIME MANAGEMENT 
Be aware of computer system failures and ensure that electronic work is regularly backed up
Effective time management tools to students busy schedules. Keeping track of time spent on daily tasks. 
	See Lesson Plan 
AS1- Small group discussions on the importance of effective organisational and time management skills

	See Lesson Plan
Power Point Presentation

Internet websites  
	Assignment 
	Homework:
 Students are challenged to analyse the  relationship between high achievers and organisational and time management skills 


	8
	Leaners will be able to:

Identify how being assertive can reduce stress
Learn how to take responsibilities of their own skills development – keeping record of their progress 
	STRESS MANAGEMENT & PERSONAL DEVELOPMENT PLAN 

Managing stress using assertiveness skills in balancing students’ needs and that of others 
Coping with stress and being aware of counselling services available at the college 
personal development and academic can maximise proficiency and lower stress

	See Lesson Plan 
AS1- Individual activity to complete task sheet regarding how to cope with stress
AS2- individual activity to complete task about learners personal development plan for future progress
	See Lesson Plan
Power Point Slide shows

Internet websites 
	Assignment 
	Students are encouraged to research how balanced lifestyle reduces stress. For example eating a well balanced meal, exercising and having enough sleep.
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