	Building on your experience: introducing higher education at work
Introduction

Overview

This learning resource is for people who are taking a work-related learning route within study at Higher Education (HE) level.

Getting a degree was something I thought I would never achieve due to work commitments, but I found universities are changing and it is now possible to combine working and learning. It isn’t easy but it is very worthwhile for me. I enjoy my studies and working alongside others who have their own jobs too.

Using this resource will help you to think about the progress you have already made within your working life, and begin to meet the challenges which higher level learning will involve, interlinking your personal development (in this section) with developing effective study skills (in the later sections) to underpin your confidence about work towards assessment within all future modules.

 This first main section builds on your experience, and is split into topics, as below. However, everyone is different, with different starting points, needs and interests.  So feel free to focus on the parts that are useful to you, when they are most useful, and use those activities and suggestions that seem relevant. You don’t need to work through the sub-sections in order; you can start where you feel most confident or interested. A quick initial skim through would be useful though, and then you could return in more detail as you wish, recognising that there are some overlaps between topics.

 The topics are:

· Personal Development and Learning 

· What's involved in higher level learning 

· Linking work and learning 

· Support for learning in the workplace 

· Improving Learning and Performance

What you will get from this resource

You will also find out about ways in which learning you might have already achieved (through previous study or through such things as training courses or work projects) may be counted towards a qualification.

 You will start to reflect on and evaluate your learning in a process called Personal Development Planning (PDP).  

This will involve looking at things like:

1. your motivations and learning preferences, 

2. your existing skills, knowledge and personal qualities, 

3. your work-life balance, your self-management and available support sources, and 

4. your work or career aspirations. 

You will look at how to develop a set of documents – a portfolio - that should be very useful to you in the future. Indeed, if you do join a HE course, you may well find that you have already done some of the work and created evidence here which can contribute to your assessment for a PDP module within that course. 


Before you move on, a note about language and jargon…

It is likely that in this resource you will come across some words and terms that are unfamiliar to you but are commonly used within universities and colleges. The meanings of these are explained in the glossary and although they might seem to be 'jargon' they do have a purpose in providing a 'shorthand' for things that would otherwise take several sentences to describe. It is helpful to get to grips with the language of higher education in the same way as it is with the terminology used in any new setting or situation that you start to engage with.  Don't let unfamiliar words put you off - it is all part of the learning process - if you decide to take your learning forward in HE, you will most likely find that you quickly start using this shorthand yourself!

Starting a portfolio

…a place where you keep documents that record your skills, knowledge and achievements

Having a portfolio provides you with a very useful resource; here we are looking at two main purposes:

· Record-keeping: helping you to be well organised and save time by keeping important documents safe and accessible in one place (whether on paper or electronically).  Then everything you need is to hand when you are preparing for reviews, going to interviews, updating your CV. 

· Personal Development Planning: helping you think about and demonstrate your progress, and what you need to do next.  Reviewing your portfolio contents also helps you to recognise your own achievements – something that we all too often take for granted. 

I think it has been good for me to know what my skills are and to show myself that I can do it. Now I know I am capable of doing other things.

Doing this programme has improved my self-esteem, increased my confidence, and given me a more positive opinion of higher education. It also makes me really value what I do on a day to day basis. 

It’s changed me. I’ve become more confident, because I’ve tackled things which I wouldn’t have tackled before. It’s widening my horizons. I’ve certainly gained a lot from it.

As you work through the exercises in this resource, you will be starting to build a personal portfolio which will stand you in good stead for the future throughout your studies and at work.  You might want to go into more depth in this area and there are suggested activities to help you to do this.  You can also (later) create an action plan for your future development. Together, these will be enormously useful in making decisions about your ongoing professional development at work and any specific plans for learning, courses, and skills development. 

 

Many people find developing a portfolio and an action plan to be a really positive experience; as well as recording your achievements it gives you a firm foundation to pursue your qualification whilst also improving your performance and personal satisfaction at work. 

 

What should go in my portfolio? 

It could be that you have already started recording your achievements, experiences and training or qualifications (using paper or electronic files) – even though you might not have called it a portfolio.  So you might have a format of your own already. 

Portfolio Contents

General overview documents: 
(needing periodic updating, and including information from the other sections below)

· CV 

· A personal statement 

Education and Training (from employment and / or voluntary work)
· Records of secondary schools/ colleges attended, when, how long for 

· Certificates for all qualifications 

· Other evidence of non-certificated learning such as dates, attendance certificates and an outline programme of what was covered in each course. 

Employment History (including voluntary work)
· Practical Information such as names and addresses of employers, dates you started and left (and reason/s for leaving), job roles and responsibilities, and key learning gained from each role 

· Evidence of achievement within any skills or competency frameworks or professional standards associated with your work, and from any reviews or appraisals especially including feedback from others 

There are useful free downloadable PDF file sample sheets / tools related to such categories as above at:

http://www.palgrave.com/skills4study/pdp/records/index.asp
 Other Valuable Assets or Experiences
This section could include evidence about other assets such as abilities in other languages, driving, positions of responsibility such as being a school governor, a union representative, or running a youth or sports club.

Personal Development and Reflection
Whilst the sections above will be of immediate use for presentation to others in activities such as filling in application forms, or updating your CV, this section is initially for yourself and this gives you the freedom to experiment and to be honest. There are very many examples of prompt question sheets, grids, charts, or analytical tools available in text books and on the internet. Some of these will be introduced in the other sections of this online resource. The more you respond, get involved in using them, the more you will learn and you will create a developmental approach to improving yourself, your effectiveness at work and your life chances for ever. Good luck on this journey.

Moving on
For the most part you don’t need to create things specifically for your portfolio.  You just need to remember to include appropriate items that you might be producing anyway. So, as you go through this resource and do some of the activities, you will find that you will generate a variety of documents that will be valuable parts of a portfolio.
These will include:

· a self audit of where you are now, based upon a SWOT analysis (Strengths, Weaknesses, Opportunities and Threats) related to both work and studying, and a summary of where you want to be 

· identification of your skills and competencies 

· an exploration of how your existing work-based learning maps to level indicator statements used in higher level learning 

· an identification of the personal / family / social resources which will help you start your learning, and any barriers you anticipate 

· an action plan or agenda setting out what you need to do next in becoming a more effective worker and learner 

· an agenda for discussion with your employer, line manager, mentor (or other appropriate colleagues / advisors) to sort out work-based learning opportunities and practical support which will help you to combine effectively your working and learning. 

Working with Others

Although it is quite possible to work through this resource on your own and in your own time, it might be helpful to look at it with someone else who is also new to higher level learning. That way you can work independently but also bounce ideas off each other, or agree to investigate different further resources and share what you find out. It will also help you to sustain your involvement and keep each other on track. 

If you are a member of a union learning club or similar group interested in training and development, this resource could also be used collaboratively with the other members. 

 

Keep, Refer and Notes
The Keep, Refer and Notes Document is provided to allow you to download the section content and add any notes you feel are relevant to your learning.

Keep, Refer and Notes are available for download at the end of each section, from the left-hand navigation menu. This avoids printing web pages, which can waste paper and be frustrating to collate!

Use the Notes column to jot down ideas as they occur to you, or to make a note of actions you want to take, such as finding and reading some of the other resources mentioned. This will help you to keep track of where you are, as it is likely that you will use this resource over a period of time, not in one visit. 

Words that you may find unfamiliar are highlighted in purple in the first section of this resource only, and are linked to a Glossary, which gives explanations. The glossary also contains many words or terms which you may need defining, but for the subsequent main sections, it is intended that you find them in the glossary yourself at point of need.

Besides the idea of starting a portfolio, mentioned in the Introduction, there are 
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Reflective Log Prompts given where you are encouraged to record your thoughts about some of the ideas being introduced. You can either start a ‘rolling’ Word document on your computer which you can update appropriately or use a paper notebook. If you prefer to use voice recordings to capture your “thinking out loud” you could do this as an alternative to writing. Whichever format you use, it is useful to date your entries, devise your way of linking them to the section you are working on, and give each entry a short title about its focus. 

Technical Information
Navigation
In each section you will find a full list of topics covered within the section in the menu on the left of the screen. You can go directly to any of these by clicking on your chosen topic title. The active topic will be identified in the menu by changing to dark blue bold text, so you can keep track of where you are within a section.

Pages within each section are not numbered as you can work through the content in any order. You can use the 'Back' and 'Next' buttons found at the bottom right of each page to navigate through the section in a linear fashion if you prefer.

Activity Notes
Any text that you input into Activity text boxes is not saved and will be lost when you move to the next page. As you will be normally advised to keep a copy of what you enter, you will need to either print this as you go along, or copy and paste what you want to save into a word document.
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 This sign will remind you to save or print your work.

 PC users 
1. Select the text you wish to save. 

2. On your keyboard hold down the 'Ctrl' key and press the 'C' key. 

3. Use the windows key to find and launch Microsoft Word. 

4. Create a new Word document. 

5. While you are in Word, hold down the 'Ctrl' key on your keyboard and press the 'V' key. 

6. Save the Word document to your work folder giving it a suitable title. 

Mac users 
1. Select the text you wish to save. 

2. Hold down the 'Apple' key and press the 'C' key. 

3. Launch Microsoft Word from the Dock. 

4. Create a new Word document. 

5. Hold down the 'Apple' key and press the 'V' key. 

Save the Word document to your work folder giving it a suitable title.

External Website Links
Throughout this resource there are useful links to external websites. All these sites will open in a new window or tab if your browser is set to use tabs.  To return to the resource, simply close down the external website by clicking on the browser close button in the pop up box or close tab button. 

If you find that any links seem to be broken, please report them to ltw@ufi.com
Accessibility
When developing this resource we have done our utmost to adhere to priority 1 and 2 guidelines of the W3 Web Content Accessibility Guidelines.

All pages use structured semantic mark-up where possible and use Cascading Style Sheets (CSS) for presentation. If you have any problems accessing this resource, please report them to ltw@ufi.com.


	Notes


