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Description and Purpose of Module

This module will assist you to develop skills which will help you to be successful in your Foundation Degree programme and encourage you to review your personal
and professional development needs in line with your career aspirations. You will work on four aspects of personal and career development: - a personal audit;
action planning for personal development, information and communication technology (ICT), and study skills essential for studying at Levels 4 and 5, which are the
academic lewvels of the modules in your Foundation Degree.

Indicative Syllabus Content

« Personal and career development: Researching careers and skills required to be successful in your chosen career path; personal audit (e.g., benefits of
conducting a personal audit; how to conduct a personal audit); personal / professional development planning (e.g., what is personal /professional development
planning, benefits of personal development planning, setting up and maintaining your electronic personal /professional development plan (ePDP), action planning
for career development).

« Study/ academic skills: Effective writing (e.g., use an appropriate structure, style, presentation, correct grammar and punctuation); Harvard referencing and
compiling a bibliography; Plagiarism (e.g., what is plagiarism and how to awoid it); literature search and selection of relevant and quality literature.

« Ethical practice: maintaining confidentiality and anonymity; sensitivity; integrity; seeking permission for project work from appropriate personnel in the workplace;
working within relevant legislation (e.g., the Data Protection Act) and your organisation’s policies, procedures and practices; researching people: introduction to
research ethics and the University approval processes.

» Transferable skills: Planning, communication, learning to learn, self management, use of ICT (e.g., using the internet, conducting an online literature search,
participating in online discussions, word processing skills, ICT skills relevant to initiating and maintaining your e-PDP, using The University of Bolton’s virtual
learning environment (VLE)).

Learning, Teaching and Assessment
Ablended learning approach will be used for the delivery of the module. This means you will attend formal taught sessions as well as undertaking online activities.
In formal, taught sessions you will have lectures and discussions. Online activities will include conducting internet searches, using online databases, initiating your

e-PDP, and having study skills tutorials.

You will compile a career portfolio and an ICT portfolio for your assessment.

Learning Outcomes and Assessment Criteria

. Assessment Criteria
Learning Outcomes . .
when you have successfully completed this module you will: DEALEEA D U T ac_hl.eved HEELEIE
outcome you will:

1.1 BExplain the career direction you would like to follow,
giving a reasoned argument for your choice.

Have reviewed your future career intentions, analysed the main skills and attributes 1.2 Analyse the main skills and attributes needed to be
1. needed to be successful in your career and on your current programme, and devised an | successful in your career and on your current programme
audit document against which to audit your own skills and attributes. of study and justify their importance.

1.3 Devise an audit document that will enable you to
critically audit your own skills and attributes.

2.1 Conduct a critical audit of your skills and attributes
using the document you have produced in 1 above, and
devise an action plan for their improvement

Have conducted a critical audit of your skills and attributes using the document you have
" produced in 1 abowe, and devised an action plan for improvement.

3.1 Use the internet for research and evaluate the search
strategies you have used.

3.2 Conduct an online literature search to obtain good
quality academic literature to support work undertaken in
this module.

3.3 Use The University of Bolton’s VLE correctly to access
learning materials and to participate constructivelyin an
online discussion with peers.

3.4 Set up and begin to use your electronic PDP portfolio
successfully.

3.5 Demonstrate word processing skills of the standard
required to produce the written component of the
assessment for this module.

Have demonstrated you can use ICT skills required for studying and for working in a
" collaborative manner with tutors and peers on your programme.

4.1 Use an appropriate structure, style, presentation,
correct grammar and punctuation, and a bibliographyin
Harvard format.

Have demonstrated you can write effectively and that you can use Harvard referencing
" correctly.

Assessment
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Your achievement of the learning outcomes for this module will be tested as follows:
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Oral discussion and career portfolio:- (i) Oral discussion with tutor and word processed supporting notes (equivalent to 300 words)

(ii) Audit (300 words) (iii) Action plan (200 words)
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Prerequisite Module(s)

There are no prerequisites for this module.
Barred Combinations

No restrictions apply.
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Websites

Bolton Interactive Study Skills Tutorials Online http:/data.bolton.ac.uk/bissto/

Criminal Justice System for England and Wales http:/Amww.cjsonline.gov.uk

NACRO http:/www.nacro.org.uk

Offenders' Learing and Skills Senvice http://olass.Isc.gov.uk

Prison Reform Trust http:/Awww.prisonreformtrust.org.uk

The National Institute of Adult Continuing Education (NIACE) www.niace.org.uk

University of Bolton — Online Resources http://mww.bolton.ac.uk/Students/StudyResources/ElectronicResources/Home.aspx
University of Bolton — Study skills booklets http:/Aww.bolton.ac.uk/Students/StudyResources/Library/HelpGuides/StudySkills/Home.aspx
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