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EXERCISE  ONE
Write down four or five examples where you have had success in recent years. These can be successes at work, in your personal life, in your community or elsewhere. For example, perhaps you counselled a friend through a personal crisis. Maybe you quit smoking or improved your fitness. Perhaps you were recognised at work for good performance. Write your examples below: 
1…………………………………………………………………………………….
2…………………………………………………………………………………….

3…………………………………………………………………………………….
4…………………………………………………………………………………….
5…………………………………………………………………………………….

Now read through the examples you have chosen. Do they have anything in common? For example, they might all show you are good with people, or you have an aptitude for problem solving or you have a practical approach to tasks.

What is the common feature for you?

………………………………………………………………………………………….

………………………………………………………………………………………….
………………………………………………………………………………………….
………………………………………………………………………………………….
Another way of doing this exercise is to work with a partner.  Write down four  or five successes and ask the other person if they can see any common thread.  You can discuss this rather than writing it down.

EXERCISE TWO 
Now think about the common threads identified in the last exercise and
write down three or four skills or qualities you possess which will stand you in good stead for pursuing your goal. One of these may be the ‘common feature’ identified above. 
For example, if your aim is to become a teacher, what skills do you possess that align with those of a good teacher? If you plan on a career in biological sciences, what qualities or skills does a good scientist need that you have?
1…………………………………………………………………………………………

…………………………………………………………………………………………..

2…………………………………………………………………………………………

…………………………………………………………………………………………..

3…………………………………………………………………………………………

…………………………………………………………………………………………..


4…………………………………………………………………………………………

…………………………………………………………………………………………..

EXERCISE THREE 
You have now identified a number of strengths or skills you possess. The key to success is learning to build on them and finding ways of improving areas where you are not so skilled.                       

Try this exercise for one of the most important skills – communication.
Tick the one which most closely fits how you see yourself. Be honest!

	
	Always
	Sometimes
	Seldom

	I am a good listener
	
	
	

	I am a confident speaker
	
	
	

	I am a fast reader
	
	
	

	I prepare carefully
	
	
	

	I write clearly
	
	
	

	I check all written work carefully
	
	
	

	I make sure I understand what is said to me
	
	
	

	I think before I act on information
	
	
	



Now add up your score:  5 for each ‘always’

                                           3 for each ‘sometimes’

                                           1 for each ‘seldom’

Turn to the next page to check your results. 
Exercise Three  Results

· If you scored 30–40 you have strong communication skills
· If you scored 20–29 your communication skills are about average

· If you scored below 19 then you may need to concentrate on developing your communication skills

Don’t take the results of this exercise too seriously, but do take a moment to reflect upon your answers. All aspects of communication are important. If you have strengths in one area but another area needs a bit of development, now is a good time to work on it when you are in the supportive environment of a college and you can access loads of extra help. 

Core Skills

Besides communication, there are other Core Skills which are necessary as a good foundation to progress in education. They are: 
Numeracy

Numeracy skills are necessary for coping with the demands of everyday life, including work and study; people need to be comfortable with numbers, and with graphs, symbols, diagrams and calculators. 
Problem Solving

Problem Solving develops the skills needed for tackling issues and problems in personal, social, vocational and occupational contexts.

Working with Others 
Working with Others develops the skills needed to co-operate with others in learning and working situations to identify and achieve shared goals.

Information Technology

Information and Communication Technology focuses on the ability to use IT to process information in ways which will be useful in work and in the home - it is not about developing IT specialists.

EXERCISE FOUR 
Try answering these questions for the other Core Skills. Answer as honestly as you can for each one. Tick the one you think describes your current ability.

	Core Skill
	Needs Improvement
	Good

	Numeracy
	
	

	Problem Solving
	
	

	Working with Others
	
	

	Information Technology
	
	


 

Now rate all those you ticked as ‘Good’ on a scale of 1–5 (5 being excellent).


                CORE SKILL                                                 RATING 1-5
Even if you rated all of your skills as ‘good’, the actual mark you award yourself may indicate where you could improve.
Finally, try ranking your Core Skills. The one you rank as the lowest could indicate a starting point for further developing your Core Skills.
1.

2.

3.

4.

5.
Everyone has Core Skills to a greater or lesser degree. The important thing is to recognise where your strengths and your weaknesses lie and to seek improvement.
Developing Core Skills 

If you have recognised the need to work on improving one or more of your Core Skills, there’s no time like the present to get started. Remember, don’t wait until things get on top of you before you ask for help.  Use the support available from your college right away.  College learning support services are your services and are there for you to access from day one.  You can make a plan for taking action using the form on the next page. 
Support for Disabilities

It is especially important to access support early on if you think you have a disability of any kind. Every college has disability support staff who are trained to assess and support people with disabilities. You may be entitled to special allowances to compensate for your disability and it is far better to get access to help at the beginning, rather than after you begin to have difficulties. 
Documenting completion of the Prep for HE unit

Completion of the Preparation for Higher Education unit is a requirement of the SWAP programme.  Remember to keep a copy of your completed Preparation for Higher Education exercises in a folder or binder which may be checked by your college tutor or SWAP to provide evidence that you have completed the unit. 

Alternatively, you can use online tools to evidence your work. SWAP or your college will provide you with details. This can be really useful as you will be able to take an e-portfolio of your Prep for HE work with you to university.
Action Steps

Now that you have taken stock of your core skills and you have a clearer idea where your strengths and weaknesses lie, what steps are you going to take to make improvements?
Complete the fields below to help set your goals around core skills and the steps you plan to take you there.

I want to improve my____________________________________________
                                         (Ex: Communication, Numeracy, Working with others, I.T. or Problem Solving)

Specifically, I need to work on_____________________________________

_____________________________________________________________

The actions I will take to achieve this are:
1.
2.
3.


For example: 
I want to improve my____Numeracy Skills_________________________
                                         (Ex: Communication, Numeracy, Working with others, I.T. or Problem Solving)

Specifically, I need to work on_Maths, especially working with 
fractions_____________________________________________________

The actions I will take to achieve this are:
1. Make an appointment with the Learning Support Office at college
2. Let my college teacher(s) know that I am getting extra help with this 
3. Complete all exercises set for me by Learning Support
The Taking Stock workbooks are part of SWAP’s Preparation for Higher Education and are designed to help you make the right decisions about your future, particularly your educational future.














You’ve enrolled on a SWAP programme so you already have some idea of where you’d like to be in the future and have made a big commitment to get yourself there.  You may have a clear idea of how you want to spend the rest of your working life and how you can improve your opportunities through education.  Or you may see your SWAP programme not only as providing�a route to Higher Education but also as giving you the thinking space �to make some big decisions about�the direction in which you’d like your life to go.


Whatever your situation, it’s always useful to stop from time to time, reflect on where you are and what you’ve achieved and put plans�in place to move you on to your next goal.


Take your time to work through�all the Taking Stock exercises.   Your tutor will give you guidance.








There are three parts to ‘Taking Stock’





PART ONE ‘My Skills So Far – An Introduction to Core Skills’


Helps you reflect on the skills and qualities you already have.  It will also help you identify areas in which you could improve.





PART TWO ‘Making Progress’


Helps you decide what Higher Education route you want to take.





PART THREE ‘Achieving Your Goal’


Helps you work out what you still have to do to make sure you are ready to progress to Higher Education after your SWAP programme.





This booklet is PART ONE of the series.  You should complete this section within the first month of beginning your SWAP programme. Be honest with yourself as you do the exercises – it’s your future!
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