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Introduction to the Skills Builder Partnership

The Skills Builder Partnership brings together educators, employers, organisations and learners around a
common mission:

One day, everyone will build the essential skills to succeed.

We focus on building eight essential skills which have been shown
to most effectively prepare learners for education and employment.

Listening

The receiving, retaining
and processing of
information or ideas

Problem Solving
The ability to find a
solution to a situation or
challenge

Staying Positive
The ability to use tactics
and strategies to
overcome setbacks and
achieve goals

Supporting, encouraging
and developing others to
achieve a shared goal

Speaking
The oral transmission of
information or ideas

The use of imagination
and the generation of
new ideas

Aiming High

The ability to set clear,
tangible goals and devise
a robust route to
achieving them

Teamwork

Working cooperatively
with others towards
achieving a shared goal

The SKkills Builder
Universal Framework

The Skills Builder Universal Framework
shows how to build essential skills at every
stage of life. It breaks each skill down into
sixteen teachable and measurable Steps.
Developed over four years, the Framework
is used by 500+ schools and colleges, 120+
employer partners and 90+ impact
organisations - all building the skills of
200,000+ individuals.



Aiming High
The ability to set clear, tangible goals and devise a robust route
to achieving them

e This skill is about being able to plan effectively - both to achieve organisational goals,
and also to set their own personal development targets. Initially, this is about knowing
when something is too difficult, and having a sense of what doing well looks like for an
individual.

¢ The focus is then about working with care and attention, taking pride in success and
having a positive approach to new challenges. Building on this, individuals set goals for
themselves, informed by an understanding of what is needed, and then be able to order
and prioritise tasks, secure resources and involve others effectively.

e At the higher steps, the focus is creating plans informed by an individual's skill set, with
clear targets, and building on external views. At the most advanced level, individuals

develop long-term strategies. These are informed by an assessment of internal and
external factors, structured through regular milestones and feedback loops.

Why is Aiming High an important skill?

Further Education

When in Further Education, you will often consider and discuss your future. This might be in
terms of next steps in education, different types of job sectors or potential careers. Aiming
High is a skill that looks to provide support when planning for the future and breaking down
large goals into manageable steps.

Higher Education

In Higher Education, you may undertake large assignments or dissertations as part of your
qualification. These often require considerable research, analysis and drafting and
redrafting. Being able to plan for and break down this target is a key part of Aiming High.
You will also look into future careers at this time and Aiming High can support you to do
this successfully.

Apprenticeships

yourself targets linked to company aims, your personal development or wider aspirations.
Equally, in education, you will undertake qualifications that are made up of modules that
you must do well in. These two areas require the use of Aiming High to set goals, find
opportunities and make plans.

!-! Aiming High is important in both the workplace and when studying. At work, you may set

Employment

In the workplace, many jobs involve employees to be capable of planning and self-
structuring their time in order to be successful. Moreover, looking to the future,
employability trends suggest a continuing rise of less ‘linear’ careers and self-employment
which will require self-management skills like Aiming High to set goals, find opportunities
and make plans.

o )



Workbook overview

Purpose of the Workbook

The aim of this workbook is to support your development in the skill of Aiming High. As you progress, you
will reflect, learn new strategies and tools and gather examples and evidence of when you have
demonstrated a step of a skill.

Progression can take time. To fully understand, demonstrate and reflect on two or more steps with a year is
considered quick progress. Try not to race through and complete the workbook but take your time to build
your understanding and master each step in turn.

Expectations

In order to get the most from this workbook, it is useful to consider the Skills Builder principles.

Keep it simple

Make sure you use the Framework when talking about the essential skills. This ensures
that others have the same understanding of the skills as you do. Use the language and
vocabulary of the steps whenever referencing or discussing a skill.

Start early, keep going

Mastering the essential skills isn’t simple and takes considerable time and effort. The skills
are not just about employability, but about succeeding in all parts of life.

Measure it

It is important to think about and reflect on your strengths and weaknesses when it comes
to the essential skills. By fully understanding this you are able to highlight your progress
and work out what your next steps are.

Focus tightly

You will most probably have some experience in the essential skills already. It is important
to think about what you already know and understand and build up from that point. Ensure
you have committed time to specifically building the focus skill.

Keep practising

To speed up progress in the essential skills, you should try to use them as often as
possible and in different situations. Alongside this, you should make time to reflect on how
you have used them as well.

Bring it to life

When building your essential skills, consider how they could be used in the different parts
of your life. For example, you might think about how a particular step might support you in
the workplace, in your personal life as well as in education.



https://www.skillsbuilder.org/universal-framework/aiming-high

Workbook overview

Why should | use this workbook?

This workbook will support you to develop the essential skills which we need to succeed. It focuses on the
skills which almost everyone needs to do almost any job.

Focusing on one skill and taking each step of the Framework, this workbook breaks down the steps into
it’s parts. It encourages you to go out and apply what you have learnt and then record and reflect on the
experience. By doing this you will learn how to use the step in different contexts, supporting you to develop
positive habits. By collecting these examples, you will build up a bank of evidence for each skill which can
be used to support applications or interviews and demonstrate your strengths.

How it’s structured

This workbook focuses on one skill. The skill is broken down into steps and each step teaches you an
important part of the skill. In this workbook, we begin at Step 0 and build up to Step 10.

1. Choose the step you want to start with. This might be Step 0 to recap and build up your learning or
you may feel confident to start on a higher step.

2. Read the step descriptor, overview and the building blocks that form each part of the step.

3. Complete the self-reflection based on your current experience and understanding. Don’t worry if you
aren’t confident yet - it helps to know where you started.

4. The next few pages provide the details of the step. These should be read carefully and may need to
be revisited multiple times.

5. The end of this section provides ideas on how to practice the skill step. Plan when you are going to
do this on a few occasions. You can take the ideas directly from the list or use it as inspiration.

6. Once you have practiced the step a few times, there is space to record your reflections. The first two
questions focus on the knowledge of the skill - try to answer these from memory. Then share your
honest thoughts on how you applied the step.

7. Finally, there is space for a tutor, coach, teacher or manager to sign to show you have successfully
worked on the step.
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Step O

| speak clearly to someone | know.

Example completed Step pages

To achieve Step 0, you will be able to speak clearly to someone that you know - perhaps to
ask a question, to talk about something you are familiar with, or give an answer to a

question.

This is the first step of speaking in the Skills Builder Universal Framework, and starts with a
focus on speaking clearty — "~ ——— oo —

is the starting point for ew
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= 'What speaking means
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v E What you need to know

What is speaking?

Speaking is how we communicate using speech, and . )) '
is also called talking. We form words using our A

mouths and add sound to them wsing our lungs.

There are other forms of communication, including
through writing, performance, sign language, song,
and elecironic methods of communicating. Some of

the principles of speaking can m
forms of communicating too.

n

Why do we speak?
We speak for several reasons:

- To share information

- To share an opinion or view
= To express our feelings

- To ask for something that we
- Toleamn about others

= To build relationships

= To give instructions

= To encourage others

DOver a typical week, write
. Spmlang o o friew
+ Tulking to wj =pot
+ Telling muy family
Which reason for speakin

1 speske most often to ¢

& § Quick quesi

@ Reflection questions

1. What is speaking?

Spenking is how we shave pur idens, using wordls. ik can also be called

2. What can you do to make sure you speak clearly?

mmuspcﬂlzslowlﬂ_, mhzsmﬂlcm ﬁs!zniugispaaiag attEatiom,
think carefidly about what we wint tp say and Look, ot the person we're
speaking to.

3. Describe how you practised this skill in real life.

tmade o Lisk of all the pesple 1 spoke to i one day from stavt to finish. The

ol numher wis 14 which was mueh higher than 1 expected. 1 thewn reflectedd
ow the list vd waade and woted thit 10/14 weve people tlsew well.

1 asked my friend to chave some feedback, on how claarly 1 spoke and che
aisd she wis able b understund everyjthing 1 soisd

4. How might this step support you in your setting and/or beyond?
thave to speike to people everyyday so this step helps me not only in education.
bk .y wider Life. tf 1 cawn tulk tp people and they usdevstand we, vil be

happier as | . able to express how | feel. twill also help people support me
with whort 1 need.

5. How confident do you feel to continue using this step in the future?

O 1 - Not at all confident
o 2

o 2

O a4

X 5_ Very confident

6. Please include any other examples of when you have used this step in your life.
* Speaking with others in walj class

* Discussing my weekend with friends and family

* Speatking to wy wadsis tubor about an wpeoming show

Step signed off by:




Universal Framework: Aiming High

This workbook will cover Steps 0-10 of the Skills Builder Universal Framework.

Step O

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Step 9

Step 10

Step 11

Step 12

Step 13

Step 14

Step 15

| know when | am finding something too difficult

| know what doing well looks like for me

| work with care and attention to detail

| work with pride when | am being successful

work with a positive approach to new challenges

| set goals for myself

| set goals informed by an understanding of what is needed

| set goals, ordering and prioritise tasks to achieve them

| set goals and secure the right resources to achieve them

| set goals and plan to involve others in the best way

| create plans that are informed by my skill set and that of others

| create plans that include clear targets to make progress tangible

| create plans that are informed by external views, including constructive criticism

| develop long-term strategies taking into account strengths, weaknesses,
opportunities and threats

| develop long-term strategies that use regular milestones to keep everything on
track

| develop long-term strategies that include feedback loops to support flexibility and
adaptability

Page 7

Page 11

Page 15

Page 19

Page 24

Page 28

Page 33

Page 37

Page 42

Page 47

Page 52



Step O

| know when | am finding something too difficult.

To achieve Step 0, you will be able to identify when you are finding something too difficuit.

This is the first step in Aiming High, and the focus is first on recognising the limits of what
you can do.

=== Building blocks

The building blocks of this step are learning:

¢ How to know when something is too difficult
e What to do if something is too difficult

ag Step self-reflection

1. In one sentence, share what you currently think this skill step looks like in action.

2. When required, how often do you demonstrate this step?

Never
Rarely
Sometimes

Often

00000

Always




v e
5 — What you need to know

Why might we find something difficult?

When we first do things, we might find them difficult.
This is a normal part of learning to do something, and
over time it will get easier as we get better.

However, sometimes we might be in a situation where
we find something too difficult to do. We might find
something too difficult for different reasons:

* We do not have the knowledge to be able to
complete something.

*  We have never done something before, and don’t
know what we need to do.

* We are not sure what needs to be done.

*  We see that something is dangerous.

Lack of

knowledge Confusion

x

How might we feel when we find something
difficult?

We might know that something is too difficult if we
cannot work out what to do next, or how to do it, or
we cannot answer something. When something is too
difficult, we might also feel some negative emotions.
For example, we might feel sad, disappointed, angry
or scared.

Thinking about how to manage these emotions is
important, and we explore this in Staying Positive. It
is important that if something is too difficult, then we
don't just keep going because that might place us in
danger.

Sad

Y
I

Y (o]
a3 Quick question

Give some examples of when you have found something difficult.
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g — What you need to know

What to do if something is difficult: non-
threatening situations

It is important to think about the danger that is
present in a situation to know whether it is something
that we should keep trying at, or whether we should
not because it is too dangerous:

If something is not dangerous, then it might be worth
trying again, and persisting in case we can work it
out by ourselves. We might be able to find something
out or ask someone to help us.

What to do if something is difficult:
dangerous situations

If something is dangerous, then we absolutely should
not attempt it if we do not feel completely confident
that we know what we are doing. For example, if we
are doing anything that needs expertise,
qualifications or training that we do not have.

If something is dangerous or feels dangerous, then

we should never attempt to do it ourselves.

(] I W TT]
In this case, we should ask someone who has higher j . -:
expertise to help us, or a qualified person if required - . ¥
(for example, for repairs or anything involving gas, e | “"“ 'L

electricity or water). If that person isn’t available, then
we should stop and wait, or come back to it later.

& &\ Situational learning examples

How to practise this skill step

To best practise this step of Aiming High, apply what you have learnt to a real-life situation. Choose one or
more of the activities below, remind yourself of the key points in the step, and have a go!

* Play a new game and see what level you can reach before it becomes too difficult.

* Try out a new exercise routine or running route to find the right level of difficulty. You might want to
keep a record of your times so you can keep trying and see your improvements.

* Think about some examples where danger means that something is too difficult to try to do yourself.



@ Reflection questions

1. How do you know if something is too difficult for you?

2. Why is it important to think about the safety of what you are trying to do?

3. Describe how you practised this skill in real life.
4. How might this step support you in your setting and/or beyond?

5. How confident do you feel to continue using this step in the future?

1 — Not at all confident
2

O s
O -

O 5 - Very confident

6. Please include any other examples of when you have used this step in your life.

Step signed off by:




Step 1

| know what doing well looks like for me.

To achieve Step 1, you will be able to explain what doing well looks like for you.
In the previous step, the focus was on identifying when you were finding something too

difficult. This step takes a different angle, which is encouraging you to identify what doing
well looks like for you.

=== Building blocks

The building blocks of this step are learning:

e How to recognise good work
* How to know when you are making a useful contribution

ﬂg Step self-reflection

1. In one sentence, share what you currently think this skill step looks like in action.

2. When required, how often do you demonstrate this step?

Never
Rarely
Sometimes

Often

00000

Always

11
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3 — What you need to know

Recognising good work Happy

In the previous step, we looked at what it felt like to H
find something too difficult. This is the other side, ¢ ©)
which is knowing when you are doing something well. ot

There are two parts to explore. The first is how you

feel when you are doing something well, as it will i
normally give as a positive emotional response. This =
might feel like:

e Calm - when you feel relaxed because you know
that you don’t have to worry about something, you
are not feeling too challenged.

* Happy - a sense of joy, gratefulness or
enthusiasm because you are getting satisfaction
out of the work that you’re doing.

* Excitement — a feeling of energy and drive
because you are seeing that your efforts are
paying off.

Excited

Calm

Other signs of good work

Feedback
There might also be other signs that you are doing

well. This might be:
* Feedback - other people might tell you that you

are doing well -

* Personal satisfaction — you might feel that you are
learning and getting better — perhaps because
you know that you are now finding something
easier to do well than you previously did.

This combination of how you feel about the work you
are doing, and the other signs that you are doing
good work are both important.

It's important to remember that doing well rarely
comes from just doing the easiest possible tasks or
doing as little as possible. Over time, that will stop
being very satisfying and will just feel boring. You will
also stop improving at things, and people will
eventually stop giving you positive feedback if they
don’t think you are trying very hard.

Personal satisfaction

»

g .
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Working well with others

Although it is important, doing well is not just about
our work. A part of doing well is also about how we

contribute to wider tasks and support others to do E ,
well too. =

| = |
Once again, we usually feel a positive emotional E

response from helping others and the satisfaction of
seeing them do well. However, the difference is that
sometimes we might not get the credit for that work
because we have just supported someone else. In
this case, we might not get positive feedback from
other people, or see that leading directly to achieving

a goal.

If you are not careful, this might lead to negative E
emotions like disappointment, anger or envy. In these E
cases, you might look for feedback from those =

people that you have helped to see whether they feel
that you did well. In many cases though, you will do
best to take satisfaction from knowing that you
helped someone else to do well, and that you have
learnt something worthwhile in the process.

&3 Quick question

What are some examples of times when you have worked well with others?

& &\ Situational learning examples

How to practise this skill step

To best practise this step of Aiming High, apply what you have learnt to a real-life situation. Choose one or
more of the activities below, remind yourself of the key points in the step, and have a go!

* At the end of the day, pause for a moment to take satisfaction in something you have done well. If you're
not sure, ask yourself if anyone shared feedback with you.

* If you see someone struggling and you know you can help them, see if you can lend them a hand.

* Before you start a new task, think about what you will need to do that task well. For example, setting out
all your ingredients and equipment and checking the recipe before cooking a meal or removing any
distractions before studying or working.



@ Reflection questions

1. How do you know when you have done good work?

2. Why is it important to build good relationships with others?

3. Describe how you practised this skill in real life.
4. How might this step support you in your setting and/or beyond?

5. How confident do you feel to continue using this step in the future?

1 — Not at all confident
2

O s
ol

O 5 - Very confident

6. Please include any other examples of when you have used this step in your life.

Step signed off by:




Step 2

| work with care and attention to detail.

To achieve Step 2, you will be able to work with care and attention to detail.
In earlier steps, you considered how you knew when you were finding something too

difficult, and when you were doing something well. In this step, the focus shifts to how to
work well, starting with how to take care and pay attention to detail.

=as Building blocks

The building blocks of this step are learning:

e How to work carefully, and ensure you are taking your time
* How to pay attention to detail

ag Step self-reflection

1. In one sentence, share what you currently think this skill step looks like in action.

2. When required, how often do you demonstrate this step?

Never
Rarely
Sometimes

Often

00O

Always

15
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Working carefully before the task

Working carefully is an essential part of doing a good
job. It is the only way of ensuring that we do a task
as well as we can and that we make as few mistakes
as possible.

It means that before we start on a task:

*  We decide that we will do the best job we can.

*  We understand what we are trying to achieve.

* We have a good idea about how we will achieve it.

*  We have the right equipment available to us to
complete the task.

Try your best Have a good idea

Working carefully during the task

During the task itself:

*  We maintain focus by avoiding distractions.
*  We check that we are following our plan.

* We look for possible mistakes so we spot them
quickly.

* We ask for help if we need it.

* We keep an eye on the time so that we are not
late.

Limit distractions

Focus on the goal

©

Ask for help

»

Working carefully when finishing the task

When finishing the task:

* We look back at our work and think about whether
we could make it better.

*  We might ask someone else to check over our
work to give us feedback.

*  We make any corrections or improvements that
we need to.

*  We share our work in the best way we can.

If we follow these steps, then we will be well setup to
do the best we can do.

Think and improve Make corrections

~N~
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Paying attention to detail in written work

Check the big task

Something that sits alongside working carefully is
paying attention to detail. This means thinking about
what you are doing as you are doing it and making sure
that you are getting things right as you are doing them.

It also means thinking about not just the main things you
need to do in the task but all of the smaller bits too. That

might include making sure that: Check SPAG

In written work:

* You don’t have any spelling or grammar mistakes 4
when you are writing something. ==

*  You double-check any numbers that you use or
calculations that you make.

* You check facts that you include.

Check calculations

Check the little tasks

Check facts

Paying attention to detail in other work

In other work: = il

* You read instructions carefully and don’t skip any A

steps. AvL D
* You test your work before waiting for someone else g

to check it.

Paying attention to detail also means thinking not just
about the tasks that you are doing, but thinking about
the wider things that are going on too. We often have not
only our immediate task to concentrate on, but also
have to be aware of all of the other things that might be
going on around us. If we are not paying attention, we
might easily miss something — whether we’re learning, or
doing our work.

dan

Situational learning examples

How to practise this skill step

To best practise this step of Aiming High, apply what you have learnt to a real-life situation. Choose one or
more of the activities below, remind yourself of the key points in the step, and have a go!

* Think of a friend or relative who you haven’t seen recently and surprise them with a gesture that shows

Yyou care.

* Try out a new recipe or make something new, taking care to follow all the instructions.

* |f someone asks for your help with something, make sure you ask questions to check the details.

* Organise your work or study space so that you have the equipment you need ready and there aren’t

any distractions which will stop you from working carefully.



@ Reflection questions

1. What does it mean to work carefully?

2. When do you pay attention to detail?

3. Describe how you practised this skill in real life.
4. How might this step support you in your setting and/or beyond?

5. How confident do you feel to continue using this step in the future?

1 — Not at all confident
2

O s
O «

O 5 - Very confident

6. Please include any other examples of when you have used this step in your life.

Step signed off by:




Step 3

| work with pride when | am being successful.

To achieve Step 3, you will show that you recognise and take pride when you are successful.

In the previous step, the focus was on how to work with care and attention. The shift here is
to think about success criteria as an important part of being able to recognise when you
have been successful, and then to take pride in your successes.

=== Building blocks

The building blocks of this step are learning:

e How you know when you have been successful
¢ How can you take satisfaction in your success

ag Step self-reflection

1. In one sentence, share what you currently think this skill step looks like in action.

2. When required, how often do you demonstrate this step?

Never
Rarely
Sometimes

Often

00O

Always

19
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Feeling success

In Step 1, we introduced the idea of knowing what
doing well looks like for you. We looked at there
being two aspects to this:

* The positive emotional response that you get from
doing well — which can include feeling happy,
excited or relaxed.

* The other signs that you are doing something well,
like positive feedback, or the feeling that you are
getting better at something.

This is an important starting point, but we can build
off this when we think about what we mean by being
successful more broadly.

Happy

Excited Calm

Z

Seeing success

Being successful is about achieving what you set out
to do. This means that there are two parts of knowing
if you’ve been successful:

* Being clear what it looks like to do something
successfully.

* Being able to see at the end whether you have
done that or not.

We need both of these parts to know if we are
successful. We can think of this as setting success
criteria for ourselves — what do we need to do for us
to have completed the task successfully.

Success criteria

Success criteria met

3§ Quick question

List some examples of when you have been successful.
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Examples

Success criteria for Success criteria Success criteria for

new products for reports competitions
For example, we might be looking to design a new
product. We can only know if we have been
successful if we start out by deciding (or being told)
what the product needs to be able to do at the end.
This might mean that it can store 1 litre of water, be
dropped from a height of 2 metres without breaking,
and be made out of recyclable materials. We can
check against these success criteria once we have
finished the product to know if we have been
successful.

As another example, we might be writing a report.
Our success criteria might be that it gives four
different models of environmentally-friendly waste
disposal, recommends the best one for us, and is no
longer than two pages. This makes it clear whether
we have been successful or not.

As a final example, we might be in a competition. Our
success criteria might be to reach the final and to
improve on our score the last time we entered. We
can know then whether we have been successful or
not.

In the previous step (Step 2) we looked at the ideas
of working carefully and paying attention to detail.
This is still an essential part of being successful, but
it is not enough. We also need to keep ensuring that
we are working towards the success criteria we have
set.

Taking satisfaction in success

It is also important to celebrate and to take
satisfaction when we have been successful.

When footballers score a goal, they all celebrate

together and share congratulations. When projects

are completed, there is often a celebration. When

businesses hit their targets, they might pay people »
bonuses.
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Pride and motivation

awn 0 i /ﬁH @
These are all examples of taking pride in ' . — ﬂ%
achievements. Taking pride in achievements is vital I =a N ’
because it gives you a reward for the hard work that % I
usually has to go into being successful at something. ‘

Because of the effort that goes in, it is essential to
balance that out by taking enjoyment from having
done something well at the other end.

If we don’t spend the time to enjoy and take

satisfaction in our achievements, then we feel less ° —

motivated to try hard to achieve our success criteria ) - (

in the future. On the other hand, if we know that we ‘J s e l'
will feel good about achieving success, then we will § J’f I\ 2 %
be more willing to put in hard work now to get that ° o i & i °

feeling later on. = Y

&3 Quick question

List some emotions, behaviours or body language you might show if you were feeling
proud.

& &\ Situational learning examples

How to practise this skill step

To best practise this step of Aiming High, apply what you have learnt to a real-life situation. Choose one or
more of the activities below, remind yourself of the key points in the step, and have a go!

e Set yourself a success criterion for your day and one or two criteria for your week. Ask yourself at the
end of the day and week what you feel proud of? How will you celebrate your success?

* Before you start a task, check what your success criteria are? Have these been set by someone else or
can you try setting your own? What will you need to do to know you have been successful? Keep
checking these as you are working to help you stay on track.

* Think back to a recent celebration. What were you celebrating? What made you feel proud?

*  When you are working with a group, for example on a project or as part of a team, discuss how you can
celebrate your success.




@ Reflection questions

1. How do you know when you are successful?

2. Why is it important to take satisfaction in success?

3. Describe how you practised this skill in real life.
4. How might this step support you in your setting and/or beyond?

5. How confident do you feel to continue using this step in the future?

1 — Not at all confident
2

O s
O «

O 5 - Very confident

6. Please include any other examples of when you have used this step in your life.

Step signed off by:




Step 4

| work with a positive approach to new challenges.

To achieve Step 4, you should show that you can take a positive attitude to new challenges.
In earlier steps, you built some of the foundations of this step. You have shown you can

recognise and take pride in success, as well as knowing when something is too difficult or
dangerous to attempt.

=as Building blocks

The building blocks of this step are learning:

* Why new challenges are a good opportunity
* How to find opportunities for stretch

ag Step self-reflection

1. In one sentence, share what you currently think this skill step looks like in action.

2. When required, how often do you demonstrate this step?

8 Never
Rarely

Sometimes

Often

00O

Always
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Finding new challenges

In the previous step, we explore the idea of being
successful — that is, being able to achieve success
criteria. We saw that it was essential to take pride
and enjoy that success.

Over time though, we mustn’t just stick to safe
challenges - only doing things where we think that
we are very likely to achieve the success criteria. It
might feel that we are very successful initially, but
eventually we will take less satisfaction from doing
the same things over and over again.

The bigger problem is that if we only do the same
challenges or activities over and over again we will
stop learning.

Learning through challenges

When we first do an activity or use a new skill, we
tend not to be very good at it. We find it difficult
because we have to think hard about how to do it,
and we will often make mistakes. Over time though,
we get better at it - it starts to feel more natural and
we are more successful.

This is because we have learnt how to do the task
well, and we will be able to do that task again in the
future with success. This expands the range of what
we can do and means that we can be confident in
lots more situations.

Anything that we have learnt to do in our lives started
off being difficult — whether learning to read and
write, swim, ride a bicycle, cook, or any number of
other skills we have built over time. By working hard
at them, and adding those skills to our toolkit, we are
much better able to be successful in lots of different
situations in the future.

&3 Quick question

have worked to improve.

Describe an example of when you found a task or activity difficult at the start but you
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Spotting or creating challenges

Sometimes we will be given challenges to work on -
particularly in education where teachers will often
think hard about what the next thing to learn is to
give the right level of challenge. However, in
education, it is still good to push ourselves to try
difficult tasks, and outside of education - in the
workplace, or our broader lives — we have to take
even more responsibility for finding challenges for
ourselves.

In finding or setting ourselves challenges, we need to
get the balance right:

* Too easy, and we will just be doing something that
we already know how to do — we might be
successful, but we won’t be learning.

* Too difficult, and we might place ourselves in a
situation that is dangerous (see Step 0) or where
we have no chance of success, no matter how
hard we work at something.

Instead, we need to find our stretch zone. This is the
area where the level of challenge is just right — where
we have enough support to help us be successful,
but not too much to make it easy. In our stretch zone,
we should feel like it what we are doing is difficult
and needs us to think and work hard — but it should
not feel impossible.

The reward of working in our stretch zone is lots of
learning — and therefore being able to get better.

& &\ Situational learning examples

How to practise this skill step

To best practise this step of Aiming High, apply what you have learnt to a real-life situation. Choose one or
more of the activities below, remind yourself of the key points in the step, and have a go!

*  When we find something very easy or repetitive, we sometimes use the expression ‘I could do this in my
sleep’. What would you say you find very easy? Challenge yourself to take it to the next level and stretch
yourself.

* If you are working in a group, offer to take responsibility for something new or different from what you
would usually do (e.g. being the note taker or timekeeper).

* During the week, look for opportunities to try a new challenge in your stretch zone or ask someone to
help suggest ideas. You could try cooking a new recipe, improving your personal best in a game,
recycling instead of buying something new, starting a new book, reducing your screen time or
practising a foreign language. Remember to make sure it’'s not too easy but not impossible either.


https://www.skillsbuilder.org/universal-framework-steps/aiming-high-step-0

@ Reflection questions

1. Why is it important to be willing to take on new challenges?

2. How can you find challenges that work for you?

3. Describe how you practised this skill in real life.
4. How might this step support you in your setting and/or beyond?

5. How confident do you feel to continue using this step in the future?

1 — Not at all confident
2

O s
O «

O 5 - Very confident

6. Please include any other examples of when you have used this step in your life.

Step signed off by:




Step 5

| set goals for myself.

To achieve Step 5, you will show that you can set goals for yourself.

Earlier steps focused on building up to this by introducing the notion of what success looks
like through success criteria, then the importance of both taking pride in that success but
also the importance of seeking out new challenges to support learning. This step combines
those elements by introducing the setting of goals.

=ss Building blocks

The building blocks of this step are learning:

e How to set goals in a stretch zone
¢ How to know if a goal has been achieved

ﬂg Step self-reflection

1. In one sentence, share what you currently think this skill step looks like in action.

2. When required, how often do you demonstrate this step?

Never
Rarely
Sometimes
Often

Always

00O
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What is a goal?

A goal is something that we want to happen, and that we
will work towards achieving.

We might set goals in lots of different areas of our lives.
For example, we might decide that we want to learn a new
language, score more goals for our football team, or pass
an examination.

Different types of goals

Short term goals Mid-term goals Long-term goals

There are different types of goals that we might set

ourselves: . o

* Short term goals: These are things that we can achieve
quite quickly — for example, in a day or a few hours.
These might be things like learning some new -~ B v % A
vocabulary, mending something, or baking a cake.

* Mid-term goals: These are longer goals — perhaps they
take a few days, a week or even a month. For example,
we might want to improve our fithess or our accuracy at
scoring in basketball. Mid-term goals take sustained
effort to achieve.

* Long-term goals: These are goals that might take a lot
longer to achieve — for example, that might be a
promotion in work, achieving a particular qualification or
something in our personal lives. These are goals that we
need to work at for a longer time period and which it
might be hard to see progress on day-to-day.

All three of these different types of goals are important, but
we need to think about them differently. For mid-term and
long-term goals, we also have to think about breaking
these into smaller goals to keep us motivated to keep

trying.

Setting goals in a stretch zone

When we set ourselves goals, it is vital to think about
whether they are goals in our strefch zone. We explored
this in the previous step, but you know if a goal is in your
stretch zone if it is:

* Not so easy that you are sure that you will achieve it.

* Not so difficult as to make it dangerous or impossible to
achieve.

Setting goals in your stretch zone give you the best chance
of being successful and learning a lot along the way.
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Knowing if a goal is achieved

We have already come across success criteria. A
goal sets out what we are trying to achieve, while the
success criteria will be our measures of whether we
have achieved it or not. Therefore the two should
work together.

For example, you might set a goal of learning a new
language. This could be a great long-term goal, but
difficult to know whether you are being successful.
So, you could break this goal down into shorter-term
goals - like being able to learn some important
vocabulary, conjugate verbs in the present tense, and
have a short conversation.

SMART targets

Even then, if is helpful to start setting clearer targets.
The best targets are those that are SMART. This
means that they are:

e Specific - it is clear exactly what you are trying to
do.

* Measurable — you can measure whether the target
has been met or not.

¢ Achievable - it is in your stretch zone - not too
hard or too easy.

* Realistic - it is something that makes sense to do.

* Timed - you know when it needs to be done by.

For example, you could create a target towards
learning a language as ‘being able to accurately write
50 important words in the language from memory in
two weeks’ time’.

Putting numbers and deadlines on goals is
particularly helpful because it means we can see
exactly what success looks like and also see very
clearly whether we have been successful.

SMART GOALS

Achievable

o000

Specific

Realistic

Measureable

Nd
/

Timed

ag Quick question

Explain why it’s important to set yourself goals.
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ag Quick question

What type of goals have been set for you before?

O Short- term
O Mid-term
O Long-term

Describe what the goal/s were and whether you achieved them.

& &\ Situational learning examples

How to practise this skill step

To best practise this step of Aiming High, apply what you have learnt to a real-life situation. Choose one or
more of the activities below, remind yourself of the key points in the step, and have a go!

What is something you’ve always wanted to try? Set yourself a realistic goal and time frame to achieving
it.

Make a note of different goals you would like to achieve on sticky notes. Arrange the goals into
categories: short-term, mid-term and long-term, thinking about the time it would take to achieve those
goals.

For example, your long-term goal might be to pass an exam next year, your mid-term goal could be to
complete half of the topics in 6 months and your short-term goal could be to study a new chapter each
day.

Create a list or chart of the goals you are working towards, for education, work or life. What are your
success criteria? Keep it updated with your progress so you can see and celebrate your success.

Take a target you have been set or set yourself recently — is it a SMART target? Check that it is specific,
measurable, achievable, realistic and timed.



@ Reflection questions

1. What is a goal? How do we set goals in our stretch zone?

2. How do goals and success criteria fit together?

3. Describe how you practised this skill in real life.
4. How might this step support you in your setting and/or beyond?

5. How confident do you feel to continue using this step in the future?

1 — Not at all confident
2

O s
O «

O 5 - Very confident

6. Please include any other examples of when you have used this step in your life.

Step signed off by:




Step 6

| set goals informed by an understanding of what is needed.

To achieve Step 6, you will be able to think about goals based on broader needs, not just
your personal development.

In the previous step, the focus was on setting goals for yourself. By nature, these were

primarily focused on your own personal development. The shift here is to think about the
needs of your organisations or teams too.

=ss Building blocks

The building blocks of this step are learning:

* How to identify the needs of others — individuals, teams and organisations
* How to build these needs into goals

ﬂg Step self-reflection

1. In one sentence, share what you currently think this skill step looks like in action.

2. When required, how often do you demonstrate this step?

Never
Rarely
Sometimes

Often

Always

OO0

33
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Identifying needs

Other people Our teams Our organisations

So far, we have looked at setting goals for ourselves

based on what we need. ?’O. @
i 4
N

However, we also need to think about what else is
going on when we set goals — not just what is
important to us but to others as well. These might

include: m o> $ B v .
e Other individuals — whether relatives, friends,

teachers or students in education, or colleagues,
customers and stakeholders in the working world.

e Qur teams — perhaps we are part of a group which
has shared goals. In education, that might be a
learning group or a class. In the world of work, it
might mean teams of colleagues that we’re part of,
or other partners. In the wider world, that might
mean our family or group of friends.

e Qur organisations — most of us are part of
organisations which have goals - although some
might be more clearly expressed than others. In
education, that probably means a school, college
or university. In the world of work, that will be the
company or organisation. More widely, that might
be our town or city, or other groups we are part of
like religious groups.

Personal contribution to a team goal

We are all connected to lots of other people in these T
ways, and so we should think about what our " (ij) e .

- )| y' N o V' EES
contribution should be to the goals these other ; t g
groups might have. L 1 “ 1 | _IJ! -

= [ | - )
For example, how can we support other people? I _‘L “ _’L “__ P

Perhaps we could help a friend who is struggling at

something to get better, and that could be our goal.

Or we could look at the goals of our team and think

about how to make a contribution to that. Or we

could look at our organisation’s goals and think

about whether what we are doing helps. -

o =
—!ll
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Building needs into goals

As we think of our part in ever bigger groups of people, we
have to be realistic about what we can contribute. We are
unlikely to be able to achieve a goal for a whole
organisation through our efforts, but we can play a part.

There are several ways we can build others’ needs into our
goals:

e Create a goal that is directly about helping someone else.
For example, you could have a goal to help a friend to
learn a new language — when they make progress that
will be partly your success.

e Share a goal with someone else. Some goals might need
to be shared - for example, in a sports team, you might
have a shared goal with another defender not to let in
more than one goal in each match. You both need each
other to achieve this goal.

e Take on part of a bigger goal: For more significant goals,
perhaps of a team, you might need to take part of that
goal and focus on that. If each person does this, then
the different parts of your efforts might all add up to
overall success. For example, if you want to set up a
fundraising event, one person might be in charge of
finding a good location, another person in charge of
getting donations, and another person making sure
people turn up.

e Align your goals with a bigger goal: In an organisation,
sometimes goals are massive. In this case, we might
align our goals to make sure that achieving our goals
should support the bigger goal — and crucially, that they
are not going in opposite directions.

As we develop goals for ourselves, we should always be
thinking about what the effect of those goals is on others.

Help

Share

Play a part

Align

& &\ Situational learning examples

How to practise this skill step

To best practise this step of Aiming High, apply what you have learnt to a real-life situation. Choose one or
more of the activities below, remind yourself of the key points in the step, and have a go!

¢ Ask those around you, friends, family, teachers or colleagues, what is important to them and what goals
they are working towards? How could you help support those goals? Create a goal to help someone

else.

e Speak to a friend or relative and choose a goal you can share. Could you learn something new together

like a team sport or game?

* Find out about volunteering opportunities in your organisation or community. How can you support their

bigger goals?



@ Reflection questions

1. How can you identify the needs of other people when setting goals?

2. How can you create goals based on the needs of others?

3. Describe how you practised this skill in real life.
4. How might this step support you in your setting and/or beyond?

5. How confident do you feel to continue using this step in the future?

1 — Not at all confident
2

O s
O «

O 5 - Very confident

6. Please include any other examples of when you have used this step in your life.

Step signed off by:




Step 7

| set goals, ordering and prioritise tasks to achieve them.

To achieve Step 7, you will show that you can start turning goals into action by ordering and
prioritising the tasks that are needed.

In the previous steps, the focus was on how to develop goals, first by thinking about what

you want to achieve, and then thinking about the wider needs of others, whether in groups
or organisations. This step looks at how to start to work towards achieving those goals.

=== Building blocks

The building blocks of this step are learning:

¢ How to identify tasks to be done
* How to put these tasks into a logical order

ﬂg Step self-reflection

1. In one sentence, share what you currently think this skill step looks like in action.

2. When required, how often do you demonstrate this step?

Never
Rarely
Sometimes
Often

Always

00000
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Achievable goals

So far, we have been thinking of goals as what needs
to be achieved. We have looked at targets as how to
see whether a goal has been achieved or not.

Tasks to be done

Tasks are the pieces of work that need to be done. ' AL
Achieving any goal required lots of individual tasks to =

be done. Mid- or long-term goals might mean | o
completing tens or even hundreds of tasks to achieve | @
them. |

For example, if our goal is to learn a new language,
then one of our targets might be to remember 50 a
pieces of vocabulary accurately. Our tasks might

then be to write out the 50 pieces of vocabulary with

their translations, then to writing each out further

times, then to cover them and to try to write them

again, and then to check whether we had written

them accurately. We might repeat these tasks several

times until we are accurate.

If we are serious about achieving goals for ourselves,
we need to be able to break those goals down into
the tasks that we need to complete.

&S Quick question

Imagine your goal is to run 10km in 60 minutes. What are some of the tasks you might
undertake in order to achieve this goal?
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Putting tasks into a logical order

Dependency Priority External Parallel

The order of tasks matters. There are several ways to 9
think about how to order tasks: B= ' ’
« Dependency: It might be that some tasks can only — ®

be completed in a particular order. For example,

you can’t ice a cake before it has been baked,

and you can’t bake a cake before all of the - v -

ingredients have been mixed together. If w == - L E

something needs to be done before you can do
the next task, then this gives you a logical order.

e Priority: In some cases, when there are lots of
tasks to do and no dependency, then we will want
to think about which tasks are most important. For
example, we might have twenty ideas about how
to get people to come to an event - if we’re not
sure whether we might have time to do all twenty,
then it makes sense to start with the ones we think
will have the most significant effect.

* External dependencies: It might be that some tasks
rely on something or someone else out of your
control to complete them. For example, you might
need your oven to be fixed before you can bake a
cake. In this case, you could organise tasks to get
things ready and then wait until your oven is
repaired to moving on to the baking stage.
Alternatively, you might need someone to permit
you to do something — there will be some tasks
that you cannot do until that permission has
received, so you should plan around that.

e Parallel tasks: In some cases, it might be possible
to work on more than one task at a time. For
example, while the cake is baking, we might be
making the icing in preparation for the cake
coming out of the oven — or we might be making a
cup of tea to have when the cake is ready. In
organisations, individuals are often working on
different tasks alongside each other.

We can use these principles to help us to arrange
tasks into the order that makes it most efficient to
complete them and so to achieve our goals.

We can also think about how long tasks are likely to
take, so that we can put them on a timeline, and work
out how long achieving a goal is expected to take as
a result.
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ag Quick question

Using the example of running 10km in 60 minutes, put the tasks you suggested in a
logical order below. Give a brief explanation for your order.

& &\ Situational learning examples

How to practise this skill step

To best practise this step of Aiming High, apply what you have learnt to a real-life situation. Choose one or
more of the activities below, remind yourself of the key points in the step, and have a go!

¢ Before making a meal, think about the order in which you will complete the tasks. What will need to be
done first? What tasks can be done while it is cooking or in the oven?

* Before going out, make a list of the tasks which need to be done. What order should you follow? Which
tasks are most important? You could tick these off as you go or add them to a calendar or timetable.

¢ [If you have different tasks due, make a note of the deadlines you need to complete them by and how
long you think they will take to do. Work out which tasks are the priority and organise them into an
order.

¢ If you find yourself with some spare time while waiting for something, think about a task you could
complete in that time (phoning a friend, going for a walk, studying, checking emails or tidying up).



@ Reflection questions

1. How do tasks link to goals?

2. How can we organise the tasks that need to be done?

3. Describe how you practised this skill in real life.
4. How might this step support you in your setting and/or beyond?

5. How confident do you feel to continue using this step in the future?

1 — Not at all confident
2

O s
O «

O 5 - Very confident

6. Please include any other examples of when you have used this step in your life.

Step signed off by:




Step 8

| set goals and secure the right resources to achieve them.

To achieve Step 8, you will show that you can set goals, and then be able to secure the right
resources to meet them.

In the previous step, you focused on how to set goals, ordering and prioritising tasks to

achieve them. This step expands on that, by introducing the idea of having the right
resources to complete tasks.

=ss Building blocks

The building blocks of this step are learning:

¢ How to identify the resources needed for a task
* How to secure those resources

ﬂg Step self-reflection

1. In one sentence, share what you currently think this skill step looks like in action.

2. When required, how often do you demonstrate this step?

Never
Rarely
Sometimes

Often

OO0

Always

42
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Identifying the resources

Human resources Financial resources

Resources are those things that we need to use to

complete a task. a0

Lots of things can be described as resources, and ﬁ_ﬁ“ﬁﬁ

we can divide them up into different categories:

* Human Resources: These are things that humans
bring to complete a task. These include: the time
and effort of people who can complete tasks, and
their knowledge, skills and experience.

* Physical Resources: These are tangible things that
we might need to be able to complete tasks.
These include: machines, technology, buildings or
physical spaces.

e Financial Resources: This is the money that we
might need to pay for things we might need to
complete the tasks.

* Natural Resources: These are the materials that we
might need to complete the task like water, gas,
minerals and lots of other things.

We are likely to need a combination of different
resources to complete a task.

&5 Quick question

Choose a resource category.

O Human
O Physical
O Financial
O Natural

Using the goal example from Step 7 (running for 10km in 60 minutes), what tasks would
fit into the resource category you have chosen?
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Securing the resources

To turn a plan into reality, we need to know not just the
resources we need, but also how to secure them.
Securing them might not mean owning the resource — we
might hire or borrow the resource instead for the time we
need it to complete the task.

How we do this depends on the type of resources:

Resources

How we might secure them

Human
resources

* |t might be that you can provide the
effort required if you have the right
expertise and enough time.

* If not, you might need to persuade other
people to help you out — sometimes you
pay people for their time; other times
you might be able to convince them to
help you without paying.

Physical
resources

¢ |f you need special equipment for a
short time, then you might be able to
hire this. However, if you use up the
resource through use, then you will
have to purchase it.

* In terms of space, you might be able to
hire that space, or you might be able to
borrow it.

Natural
resources

* Natural resources are the raw materials
that you need to produce something.
We usually will need to purchase these,
although we might be able to recycle
something already existing, or to have
them donated if we need.

Financial
resources

* Financial resources are the money you
need. How much finance you need will
depend on the other resources that you
need to secure.

*  You might be able to fund this work
yourself, you might need to borrow from
someone else, or if you might be able to
secure the budget from your
organisation if you can convince them it
is a good idea.

As you can see, there are several ways to secure the
resources you need. It is also worth remembering that if you
can’t obtain particular resources, there might be other ways
of achieving your goals without them, or by changing some
of the tasks you decide to carry out.

EEEE
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How to practise this skill step

To best practise this step of Aiming High, apply what you have learnt to a real-life situation. Choose one or
more of the activities below, remind yourself of the key points in the step, and have a go!

Think of an event you have coming up and make a list of the resources you will need and how you will
secure them.

Before you start a piece of work, write down the different resources you will need and make sure you
have everything ready.

Challenge yourself to make something (like a card or gift) which only uses resources you have already
and can recycle.

Make a snack or meal with ingredients you have available at home.

Adaptor design a new game to play with items from around the house. Is there somebody who can help
you?

Think of something you are saving up for or planning in the future. What will you need to achieve your
goal? How will you get those resources?

Find out which resources can be hired in your local area, this could be a library, events space, sports
or music equipment, tools for home improvements, or even transport.



@ Reflection questions

1. Why do we need resources to complete tasks?

2. What does it mean to secure resources?

3. Describe how you practised this skill in real life.
4. How might this step support you in your setting and/or beyond?

5. How confident do you feel to continue using this step in the future?

1 — Not at all confident
2

O s
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O 5 - Very confident

6. Please include any other examples of when you have used this step in your life.

Step signed off by:




Step 9

| set goals and plan to involve others in the best way.

To achieve Step 9, you will have to identify where you need to involve other people in your
plans and how to engage them with the effort.

In earlier steps, you explored how to set goals and start to develop plans by thinking about
the required tasks and resources. Although the previous step touched on the importance of
human resources, involving others in plans is worth additional focus.

=ss Building blocks

The building blocks of this step are learning:

e The support others could give you
* Who the right people are to support you at different times
e How to engage people with plans

&3 Step self-reflection

1. In one sentence, share what you currently think this skill step looks like in action.

2. When required, how often do you demonstrate this step?

Never
Rarely
Sometimes
Often

Always

OO0

47



 a=n

z — What you need to know

Why you might need to involve other people

Advice Resources Connections
Sometimes, we cannot complete our goals by :é?,
ourselves. This is particularly true for bigger goals, or
long-term goals.
Share tasks Work together Help to set the goal

Other people can play a critical role in bringing plans

into action. They might offer support in many different a= .
forms: : "/ :

* Advising on your goals or plans.

* Making connections or introductions to other
people who can help.

* Helping you to secure the resources that you
need, including financial resources.

* Completing some of the tasks.

* Sharing the goal with you if it is something you
want to achieve together.

» Setting your goal to start with — perhaps if they in
a position of authority.

Who to involve in your plans

Involving the right people to support you to achieve
your goals is essential. You will want to think about
how they might be able to help you by thinking about:

* Do they have particular skills, expert knowledge or
experience of what you are trying to do so? If so,
they might be good for advice or to help.

* Do they have strong networks of people they know
who might be able to help you or provide you with
resources, even if they can’t directly? If so, they
might be good for connections.

* Do they control particular resources that you
might need - like a space you need, a physical
asset like a machine or technology? In which
case, they can help you to secure that resource.

* Do they also have a strong interest in achieving
the same goal - for example, if you are on a team
together? In this case, you might be able to work
together to share the goal.

* Do you need them to give permission for you to
work towards your goal — perhaps because they
are in a senior position? In this case, you will need
to get them to agree to what you want to do.
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How to engage other people

Persuading

When you engage people to support your plans in @-
any of the ways above, you will need to convince
them. Convincing them is like persuading them so
that they make the decision that they want to help Inspire confidence
you out.

-

There are several parts to persuading people to
support you:

» Showing them why the goal that you are working
towards is worthwhile: What will be different if you
achieve the goal? Why does it matter to you
personally? How have you already shown that you
are committed to achieving the goal?

* Explaining why helping you will be good for them:
What will their reward for helping you? This might
be financial if you are paying them for their help,
or it might be that your achieving your goal helps
them to complete one of their goals, or it might
just be that they can take satisfaction out of
seeing the goal completed.

* @Giving them confidence that you can do it: If people
are going to help you, they want to know that you
are likely to be successful. How can you show that
you are likely to be successful? What have you
done in the past that was similar?

*  Showing how their support will make the
difference: Why do you need them to help you?
What would be the problem if they did not help
you?

* Being open to their advice: Show that you are
prepared to change or improve your plans if they
have good advice.

Share goals
b_.
= ‘ : '

Explain why support matters

~oce
R

Explain why you should
support?

#

Open to advice

ﬂg Quick question

most persuasive? Why?

When someone is trying to get you to support them, which of the above parts do you find
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Traps to avoid
Avoid telling Avoid guilt Avoid assuming

There are also some traps to avoid:

e Just telling people they should help you, or

presuming that they should. x * “

e Trying to make people feel guilty about not
helping you or threatening them to help.

¢ Assuming that people will know any of the
answers to the questions above without you
talking about it.

If you use these ideas, then you are much more likely
to be able to get the support you need to achieve
your goals.

& &\ Situational learning examples

How to practise this skill step

To best practise this step of Aiming High, apply what you have learnt to a real-life situation. Choose one or
more of the activities below, remind yourself of the key points in the step, and have a go!

* Take a goal you are working on which will need the support of one or more others (for example, making
something, painting a room, setting up a stall or event to raise money for charity). Who can you go to for
help? How will you engage their support? What support will you need from them exactly?

¢ If you find you are stuck for ideas, think about who you know or could go to for advice? Do you know
someone who has had a similar experience?

¢ Think of a new skill you would like to learn, ask your friends, peers or family if they can introduce you to
someone who can help.

¢ Plan a day out with friends or family. Think about who you will involve for support and the resource you
will need. How can you engage them by planning an exciting day they will enjoy?



@ Reflection questions

1. How do you know what someone listening to you is thinking or feeling?

2. How can you adapt your language, tone and expression to your audience’s reaction?

3. Describe how you practised this skill in real life.
4. How might this step support you in your setting and/or beyond?

5. How confident do you feel to continue using this step in the future?

1 — Not at all confident
2

O s
O =

O 5 - Very confident

6. Please include any other examples of when you have used this step in your life.

Step signed off by:




Step 10

| create plans that are informed by my skill set and that of
others.

To achieve Step 10, you will be able to identify your own skill set and those of others, and
reflect that in your plans.

In earlier steps, the focus was on setting goals, and gradually building those out into plans

by identifying the tasks, resources and other people required to achieve them. The focus is
now on the creation of more detailed plans.

=ss Building blocks

The building blocks of this step are learning:

¢ How to identify our own skills and those of others
* How to build this understanding into our plans

ag Step self-reflection

1. In one sentence, share what you currently think this skill step looks like in action.

2. When required, how often do you demonstrate this step?

Never
Rarely
Sometimes

Often

Always

OO0

52
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What is a skill?

A skill is the ability to do something. As you've seen,
there are a huge variety of skills from being able to
balance, to playing chess, to making or building
something. We use so many skills every hour that we
hardly notice them. Indeed, when we have mastered
a skill, it can often seem so easy that we forget that
we are doing something that other people can't do.

Types of skills

We can think about three broad types of skills:

* Basic or foundational skills: These are the skills
that are the foundation for everything else, and
include numeracy (the ability to work with
numbers), literacy (the ability to read and write)
and basic digital skills (like being able to access
the internet and find information).

» Essential skills: These are the skills we focus on in
the Skills Builder Framework — those skills which
we need to do almost anything, and which support
the application of technical knowledge and skills.
We define these as listening, speaking, creativity,
problem solving, staying positive, aiming high,
leadership and teamwork. However, the steps
show that there are lots of smaller skills that make
up these bigger themes.

* Technical skills: Those skills which are specific to
a particular subject specialism, sector or role.
These are hugely diverse as a group, where some
are skills held by quite a lot of people, like driving,
and others that are highly specialist like writing
computer code.

A Technical skills

Essential skills
[o]clolatolololo]

CENO e

ag Quick question

Consider the technical skills you have. Note down some examples.
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Identifying skills
Interactions Interview

We can identify skills in a number of ways

* Sometimes our interactions with people help us to

build up a sense of their essential skills and how o

. L kool ]
well they can do things like listen, speak, solve b (M ?
problems or work with other people. L ]

*  We might also observe how people carry out tasks,
and we can use this as a way of seeing what skills
they can put into use, and with what level of
mastery. This can be done in a real-ife situation, or
through a simulation.

* Interviews are another way to explore the skills that
people have. This is the method used most often by
companies when they are recruiting and often asks
people for examples where they have used different
skills to work out whether they have them or not.

* Qualifications or certificates are a final way of
identifying skills and are particularly important for
some technical skills where real expertise is
involved, or where there is danger if mistakes are
made.

Getting the full picture

None of these methods is entirely failsafe. People may H . ?

be lucky or unlucky when you are observing them, our
intuitions about people are often wrong or biased,
some people are good at interviews while others are
not, older certificates or qualifications might not reflect
someone’s current skill level. Using a combination of
approaches, though, can be most helpful in getting a
sense of what someone else can do.

Cd —
N

3§ Quick question

Consider a friend, colleague or peer. What are some of their skills? How do you know?
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Building skills into plans

A goal is something that you want to achieve, and a
plan is how you will get there. Since putting a plan
into action is all about doing, the ability to do is
crucial.

There are two ways of thinking about skills:

e The first is when you are setting your plans and
making your goals. Back in Step 5, we explored
the idea of working in your stretch zone. This is
only possible if you know the level at which you
are working in your skills, and so an
understanding of your skills will inform how you
set your goals. In this case, your plans can be
informed by your skills and those of others
involved.

* The second is when your goal is already set, and
you need to find people to help. In this case, you
need to identify where there are gaps in the skills
that you need to deliver a plan successfully. It is
essential to be honest and thorough about these
gaps. You can then try to find the right people to
help fill those gaps.

& &\ Situational learning examples

How to practise this skill step

To best practise this step of Aiming High, apply what you have learnt to a real-life situation. Choose one or
more of the activities below, remind yourself of the key points in the step, and have a go!

¢ Think about the last time someone came to you for advice? What skills were you able to support them
with? How can you use this strength to create plans?

e Ask a friend or relative to give you a ‘mock interview’. You could use a list of typical interview questions
you can find online to help you. Practise talking positively about your skill set and how you plan to
improve the skills you find more challenging.

« When working on a group project, offer support by using your strengths (e.g. finding resources, making
connections, writing, design, etc.)

* Make a list of the tasks and skills you will need for your plan (e.g. a school project, work plan or
occasion at home). Tick off the tasks you can complete yourself and make a note of the gaps in the
skills you will need from others.


https://www.skillsbuilder.org/universal-framework-steps/aiming-high-step-5

@ Reflection questions

1. What do we mean by skills?

2. Why is it important to think about skills when making plans?

3. Describe how you practised this skill in real life.
4. How might this step support you in your setting and/or beyond?

5. How confident do you feel to continue using this step in the future?

1 — Not at all confident
2

O s
O =

O 5 - Very confident

6. Please include any other examples of when you have used this step in your life.

Step signed off by:
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