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This record sheet is for your guidance only – you may present your development plan in any other format.


Where do I want to be by the end of this period? What do I want to be doing? 
TIME MANAGEMENT

	What do I want/need to learn?

(Specific & Relevant)
	What will I do to achieve this?

(Specific)
	What resources or support will I need?

(Achievable)
	What will my success criteria be?

(Measurable)
	Target dates for review and completion

(Timebound)

	I will use something to help me complete my work such as having the use of my laptop as I will be able to research and write up my assignment. 






	Before starting my day, I will set a goal and write a plan so that I know what I need to do. This will help me achieve my goals. 


	I will set enough time to complete the task or activity. I will also use google to help me find information to help me with my task. I will do this by ensuring I have written an accurate plan with precise times. 
	I will do this by writing down daily what needs to be done to achieve the task. By doing this it will help me stay on track and get all my tasks done daily. 
	I will set a achievable time limit for each task, to help me reach my goal. 





	What do I want/need to learn?

(Specific & Relevant)
	What will I do to achieve this?

(Specific)
	What resources or support will I need?

(Achievable)
	What will my success criteria be?

(Measurable)
	Target dates for review and completion

(Timebound)



	Using digital literacy will help me improve my computer and presentation skills.





	To achieve this, I will use my laptop and the internet to complete my assignment and find evidence of research.

	To achieve this, I need to ensure that all the information I gather is reliable. 
	To measure it I will find data and information online.
	I will ensure that my work is effective and I will take responsibility on how I am going to achieve my targets. 
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