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Element 1 – Zander letter
								Gelliswick CiW VC School
								Hakin
								Milford Haven
								SA73 3RQ
								Date – June 2026.

Dear Mr. Zander,
		I am writing to you as I close the chapter on my fantastic 3-year journey of self-discovery and growth to explain how I achieved my First-class Foundation degree. It is clear to see how much confidence I have gained in my own ability as not only a student but as a classmate and a professional. 16-year-old me would never have imagined a time when I would be attending a university campus to graduate a foundation degree let alone to be considering extending my studies to complete a BA honours.
Over the past 3 years I have been amazed at my abilities to produce high quality assignments during my time as an academic, partaking in personal development through research to boost my skills and to enhance my assignments, exploring new theories such as the Mindset Theory (Dweck,1988) where she emphasises the importance of a growth mindset and how it can help boost confidence and help you to realise your true abilities by using the power of yet, which means the opportunities for improvement are endless (Cloke, 2025).
I am especially proud of my ability to inspire fellow colleagues to reach their full potential by joining me on this journey. Initially this would have been deemed quite a selfish motive which saw me recruiting others to have the course hosted at Gelliswick school however this then turned into a group of like-minded professionals sharing knowledge and ideas, fond memories and showing encouragement for each other through some unfamiliar times, which can be linked to Vygotskys theory of cognitive development (1978) where he suggested we develop cognitively through collaborative dialogues with more knowledgable others, he also believed communities play an important part in the process of ‘making meaning’ (McLeod, 2025).
I am also proud of my own accomplishments during my time on this journey where I have displayed great discipline to ensure my work was of a good standard, by reflecting on my own abilities and looking at where I could make improvements, I was aware that my writing skills needed to be extended so I took it upon myself to do research to help this during my summer holidays by finding a book to improve my essay writing. How to write essays (Shiach, 2009) gave me the skills to improve my essays by giving me key principles which would help with this style of writing, breaking it down into a step-by-step guide and walking me through the process of developing my skills. It helped me to structure essays in an efficient way by looking at the scaffolding of my work and breaking it down into smaller sections and looking at making key points and elaborating on them to ensure fluidity in my text.
One of the most important lessons I learnt was I am far more capable than I lead myself to believe when I was a school girl, I lacked the confidence to believe something of this calibre was achievable when studying back then, I would remind myself that all individuals develop at different paces and comparing yourself to others will not help you to succeed and to remember that your time to shine will come eventually. Another important lesson for me during this time was that although getting good scores gives you a feeling of success the knowledge that I have gained from the experience will be much more valuable to me moving forward, PPA (2022) states marks reflect how you have performed on a certain day or time but knowledge is what will help you succeed in life after the course and into your future. At times I needed to remind myself at others that in order to be successful in our academic journey we needed to take care of ourselves and our needs, making sure our needs were met in order to reach our full potential, drawing conclusion from theorists we had learnt about like Maslow and his hierarchy of needs theory (1943) he suggested that lower needs that were lower down on the pyramid needed to be met first before you can reach self-actualisation, meaning we needed to ensure we had met these needs in order to be ready to be the most successful versions of ourselves (McLeod, 2025).
Through my journey I experienced highs and lows, one low being that I decided to leave my position as a HLTA due to work load which caused me large amounts of stress, meaning I had a dip in confidence, this meant I had to build myself back up and try to remember that a job role does not define me as a person, that I am still a good LSA with so much knowledge and experience, this course has helped me to build this back up through sharing knowledge with others and also displaying my skills through various assignments. This dip has shown me that there are other avenues out there for me to explore as a professional, leading me to apply for a job in the speech and language sector, although I was unsuccessful at that time, the feedback I received was promising and highly complementary with mention to my positive attitude and extensive knowledge.
I am deeply grateful to so many people who have helped me with this journey, firstly a great friend Jane, who I see as truly inspiring, she always had words of encouragement for me and truly believed there were great things out there for me, My friends are always there with words of encouragement, ensuring I always remember my worth and what I can inspire to be. I will forever be grateful to the mentors of the course, who are always on hand with support and encouragement, they are always available to help with our assignments armed with constructive feedback which is always delivered in a kind and respectful way, ensuring any advice given is delivered with suggestions on what to do next and how to improve when faced with these challenges in the future have a look at me. I could not have done any of this without my family support, my biggest cheerleaders, always there to support me with words of encouragement and advice when I felt my skills were not good enough. Although sometimes difficult to do, I should be talking positively about my own skills, without my drive and motivation to do well I would not have got as far as I have, I have managed my time effectively to ensure my work is of the best standard, taking my free time to research and plan my assignments effectively.
As I move forward, I remain committed to improving myself not only academically, but professionally and personally, with the aim to progress on to the BA in Inclusive education while also looking for a change in career, I believe my time as an LSA has come to a close and there are different opportunities out there for me with the wealth of knowledge and experience I have acquired. I will continue to strive for success, improving my confidence while I explore new opportunities, while always remembering to believe in myself.
‘If you can dream it, you can do it.’ (Meyers, 2023).
					Yours Gratefully
					
					  Sarah Havard
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Element 2 – Professional CV 	     Sarah Havard
Sarahkins2907@gmail.com | 07852822854 | Haverfordwest, Pembrokeshire SA61
Personal Summary
A highly dedicated Learning Support Assistant with 17 years’ experience, providing appropriate activities following the framework for the Curriculum for Wales with groups and individuals with varying skills and ages from Nursery up to Year 6. I am experienced in mentoring students and volunteers within my role to help build their confidence and reach their goals effectively. I show strong communication skills with a desire to empower others to gain knowledge in subjects I am competent in. I am a motivational team player with experience in delegation, guiding and motivating others to ensure team success. I have a keen interest in digital technology and am confident using a wide range of ICT systems with a desire to increase knowledge. I am a motivated and attentive student who is currently completing a 3-year Part time Foundation degree in Inclusive Education, with the aim to complete the BA in Inclusive Education.
Employment History
· Level 3 LSA at Gelliswick CiW VC School – April 2023 – Present day
· Breakfast Club supervisor at Gelliswick CiW VC School – 2010 – Present day
· HLTA – Started October 2023 – April 2023 (Secondment)
· Level 3 LSA at Gelliswick CiW VC School – Started January 2022
· Level 1 LSA at Hakin Infant School & Gelliswick CiW VC School – Started 2008
Skills
· Confident in using a wide range of ICT tools including Word, PowerPoint, Outlook, Onedrive and video editing software such as Imovie.
· Proficient in BSL and Makaton.
· Excellent time management, able to explain information clearly and effectively.
· Strong written and verbal communication skills; able to prioritise tasks and meet deadlines effectively.
· I bring a creative and practical approach to enhance effective learning and provide meaningful experiences for others.
Education
· Higher Level Teaching Assistant status – Pass – July 2023
· Maths GCSE – C Grade – June 2023
· CACHE Level 3 NVQ in Children’s Care, Learning and Development – Pass – July 2007
· CACHE Level 3 Diploma in Child Care and Education – Pass – July 2007
· Key Skills – Application of Number – Level 2 – 2007
· Key skills – Communication – Level 3 – 2006
· Key Skills – Working with others and Problem Solving – Level 1 – 2006/2007
· Key skills – Information and Communication Technology – Level 2 – 2006/2007
· Key skills – Communication – Level 3 – 2006
· 9 GCSEs at C grade – including English, Science and Welsh – 2004

Training
· Mandatory POD training courses – Including Safeguarding, Data Protection, Fire Safety Awareness and Manual Handling. Annual – 2025.
· Fire Warden training – July 2025
· Team Teach training – April 2024
· Drawing club training – November 2024.
· Total communication – October 2023
· Understanding and using visuals – October 2023
· Intensive interaction – October 2023
· Drawing and talking training – 2023
· Real PE training – September 2022
· Elklan training
· Sensory story training
· Accelerated literacy training
· Signalong training
Hobbies and interests
· Creating educational resources using various ICT tools such as Microsoft office and video editing software.
· Keen swimmer.
· Interior design/décor and DIY.
References (available on request)












Element 3 – PDP/personal statement/cover letter
Personal statement
My name is Sarah Havard, I am a highly motivated Learning Support Assistant in a primary school in Pembrokeshire, I am currently undertaking a foundation degree in Inclusive Education, which I decided to do in order gain additional knowledge to take forward into my current role. My interest in working with children started when I was 16 and I participated in a work experience at a local school, unsure of what I wanted to do I embraced the experience and thoroughly enjoyed learning from others around me, this lead me to completing a level 3 in childcare and development and ultimately leading me to my current job, where I gained confidence in my ability as a childcare practitioner.
I have taken an active interest in progressing on to and would like to be considered for the BA in Inclusive Education. Following on from my 3-year journey through the Foundation degree in Inclusive education, I have built a big interest in gaining more knowledge to take through my career working with children. During my foundation degree I have discovered that I enjoy the challenge of the various assignments set during this time, and feel I am ready and willing to continue in this cycle of learning new skills and enhancing critical skills such as problem solving, active listening and writing, teamwork and digital literacy. Participating in the BA in Inclusive education will assist me to become a better version of myself and will help me to incorporate these skills into my current and future careers. I am interested in the networking opportunities that a BA could provide for me, these could include Alumni networks where the university could provide links to industry professionals who can support with advice and knowledge that would be beneficial to me in my quest to enhance my career prospects.
With my 17 years’ experience working in a school, I feel I would be the ideal candidate to be considered for the BA in Inclusive education, I have a breadth of knowledge and experience to draw from when engaging in discussion about information relating to education, my communication skills would be deemed as strong, as shown with my ability to lead a class and manage a team through a successful day in the classroom as well as my ability to share ideas with other professionals. My ability to prioritise tasks effectively has been proven throughout my time working in education and especially during my studies, I have completed assignments within an appropriate timescale while still maintain a high standard of work, proving that my time management skills are also one of my strengths. I pride myself on my creative skills, not only through my ability to solve problems and think innovatively but also producing visual presentations that are eye catching and showcase my abilities.
To be successful on my journey to complete the BA in Inclusive education I understand that I will need build on my current skill set, being adaptable and using critical thinking skills will be important when having discussions with others about subjects linked with education, I will need to keep an open mind when others share feelings or opinions which may not be closely linked to my own, and taking an analytic approach to subjects I am unfamiliar with. This links well with another skill I think will be important for the BA degree and that is collaboration, working well with others will be important to ensure everyone has a voice, and are able to share their ideas, unique skills and knowledge while we all work towards the common goal that we have.
The opportunity to participate in the BA degree will enhance my current skills as an LSA and will build on knowledge that I already have to ensure I am doing my job to the best of my ability, however keeping in mind the end goal of working in the Speech and Language sector will be in my thoughts while taking on this new challenge. Inclusive education stands at the forefront of what a speech and language career represents, the overall aim is to ensure that learners have equal opportunities regardless of their abilities, and linking with the essential skills I previously mentioned, collaboration with other professionals will be a key part of working in the speech and language sector.
With my proven ability in time management, strong communication and leadership skills and creativity I think I will be an ideal to candidate to be enrolled on to the BA in Inclusive Education, These will carry me to be successful in the bid to graduate at a high level, as well as my awareness for what I would need to build on in order to be successful, skills such as critical thinking and collaboration will help me contribute to me being successful during this experience. Being aware of the end goal and what will be needed to help me reach this will ultimately help me to be successful with this journey.
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