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THE RANK AWARD HANDBOOK

INTRODUCTION

WELCOME

' & WDIFLIWSNR @2dz 60502YS LI NI 27F (hdgpbopl@agdN] 2 F |
other community members. You also join the Rank Award Scheme.

The Rank Award provides a framework for you to explore your values, skills and knowledge
and to develop your leadership abilities.

As well as being involved in the work of a local agency you are also there to learn. This means
you will take part in different activities including special residentials. The Rank Award also
involves the completion of a record of achievement

You can join a special Diploma Studies programme which leads to qualification for youth

support workers, and sessional (part-time) youth work and community education throughout

the UK, and is a foundation for entry to higher education. L ¥ (1 KA & clodt yo@viouldF 2 NJ & 2 dz
still like to reflect on your work and deepen thinking then there is also the chance to join a

Certificate studies programme. Talk to one of the tutors if you are interested [details on the

inside front cover].

THE HANDBOOK

This Handbook, hopefully, can help in two ways. It should work as:
e Anintroduction that will give some idea of what can be expected of the scheme; and
e A reference point throughout your involvement with the programmes.

If you have any questions or queries about the scheme the first person to talk to is your
manager/mentor. If there is still a problem after that contact the relevant director at the
Foundation or the Diploma Studies tutor at the College (see the inside front cover for details).



THE RANK AWARD

INTRODUCING THE SCHEME

The Award has four main elements:

e  Working with children, young people and other community members as a member of
a local agency.

e Two residentials to help you to think about your work and experiences.
e Support for learning from a manager/mentor.

e The production of a Record of Achievement. This gives details of the work done; any
extra courses taken; and gives a summary of achievements.

To qualify for the Award you have to complete 900 hours of service and reflection. You must
also:

e Complete your contribution to the Record of Achievement.
e Write monthly reports for the Foundation.

The scheme operates at a level equivalent to Open College Network level 3 (which is
equivalent to NVQ level 3 or SVQ 6).

There are two main advantages for you in all this. First, the Award Scheme helps you to think
about your experience asa WD | LIkd&MIYour Record of Achievement ¢ which you keep -
can be a useful support when applying for further and higher education or for jobs.

HOw THE AWARD WORKS

Within each host agency there is a mentor - an experienced worker who can help you to
decide what you want to do; and to explore your learning. This person is also usually your line
manager.

On starting your placement you meet with your manager to discuss and confirm your work
and training. Before you start they will have:

e Identified the areas of work you can enter and opportunities for development and
training.

e Written a job description.

e Appointed a mentor to work with you to help you reflect on experiences and to
deepen understanding (if they are not to be your mentor).



INTRODUCING THE SCHEME

e Agreed a budget for your placement/traineeship (which they will be able to show to
you). The main headings in this will be your weekly allowance; subsistence ¢ on and
off the job (within reason); rent, housing and rates; and training. The Foundation pays
for the Award and if you take up Certificate or Diploma Studies.

Managers help WD | LJtdSeWilie @hat activities and training are right for them.

AlWD | LJgd3HNdigh an induction programme designed by the agency. To compliment this
period of induction we have designed some special learning materials (in this Handbook) ¢
becominga WD | L3n#oMeFaring your record of achievement.

BECOMING A W EPPERQ

Part two of this Handbook explores some of the issues and questions that previous W D | LILJS NB& Q
have talked to us about.

Once the work programme is established, the mentors/managers provide you with regular
opportunities to explore your work and experiences. They also provide practical guidance as
to how handle the different situations they face in the work. The heart of the Scheme lies in
you facing challenging situations and in you taking the chance to work on your own initiative -
and to learn from this. However, this requires the right sort of support and direction - and
here we see the special contribution of your mentor/manager.

From early on you should be encouraged to think and write about the work. Sometimes this
will take the form of talking through what happened after a session; it may take the form of
keeping notes or a journal about events, experiences and feelings. You also have to write
reports on your experiences for the Foundation. These involve skills that take a little time to
develop.

PREPARING YOUR RECORD OF ACHIEVEMENT

This part of the Handbook examines what is involved in producing a CV; and in assessing
yourself.

These materials also feed into building up a Record of Achievemenflowards the end of your
placement, you put this together. It is a folder containing:

1. ¢KS wlyl C2dzyRI (i AckomPléted bnd agréed By Mo you andF 2 NI
your manager. (See appendix).

2. A summary of your achievements, progress and personal development during the
GAP experience written by your Manager.

3.  Asummary and assessment written by you covering your time on the GAP Scheme
and including results, achievements and what you are doing next.

4. Asingle page that gives the name and contact details of the agency; a brief outline of
its activities; and the dates and length of time you were with them.
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5. ACV.
6. A Certificate of Completion and any further certificates.

To this you may add the regular reports written for the Foundation and other relevant
material.

AlWD | LJgd3HNakgh this programme. In addition you can also use the materials and
activities developed for Diploma Studies and Certificate Studies.

TIME

The total amount of time involved in the Award is 900 hours. Most of this is taken up with
face-to-face work and the preparation work involved. A minimum of 360 hours must be spent
in face-to-face work of some kind. The induction into working asa W D | L3niSheBsency
and the preparation of the Record of Achievement etc. takes around 60 hours.

The award may be completed in a minimum period of six months and normally a maximum
period of a year.

OTHER REQUIREMENTS

AlWD | LIadSrbigkir@d to attend two GAP residentials 0 RS G F At & FTNRBRY ¢KS
Hebden Bridge office)

ASSESSMENT AND CERTIFICATION

At the end of six monthsQwork - if all the requirements are met - WD | LIgdSIiEo€Xhe
Rank Foundation Certificate of Achievement. You can qualify for a financial reward. For the
assessment of the level of the award the Foundation requires submission of the Portfolio
(please send a photocopy and keep the original).

The level of award will also be estimated from:
e *AaA0la o0& (Kshdigazy R GA2Y Qa &2
e Residentials.
e Submission of reports.

There is no appeal and any canvassing will disqualify.

YOUR REGISTRATION AS A W APPERQ

When you registered for the GAP Scheme you agreed that whilst attending a project you will
workasa WD | LilnteMHR supervision, control, working and insurance practices of the Host

wih y 1



INTRODUCING THE SCHEME

Agency. You also agreed that your acceptance onto a project shall not give rise to a contract of
employment.

RESOURCES

There are various support materials on the Rank project pages: www.rankyouthwork.org. One
resource you can download from there is the Agency Handbook. It gives details of all the
various schemes and opportunities as well as guidance around things like report writing.
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THE RANK AWARD

JOINING THE AGENCY

WD I LJjdS t&agency much as any other trainee or apprentice would. This means that you
should:

e Go through an induction process that helps you to understand the agency and its
work, and what your contribution can be to these.

e Be given a clear description of what work you are expected to do before you start -
and have chances to talk about what your needs are.

e Be made aware of the different training and development opportunities open to you
(including the usual opportunities available in the agency).

e Take part in regular meetings with your manager to plan and review your work, and to
explore your development.

In addition to this, as part of the scheme, each agency provides a manager/mentor - someone
who can help you to reflect and learn from your experiences; use the learning materials; and
prepare your reports and record of achievement.

This section looks at the first four of these elements. We look at working with a
manager/mentor in the next section.

INDUCTION

Induction is, essentially, an introduction to a new job. One way of viewing it is as a process of
negotiation between you and the agency you have joined. Asa WD I LJlainbkRto work
within the policies of the agency you have joined and contribute towards its development. The
agency needs to look to your personal and professional development.

Agencies will approach this task in different ways. However, from what previous ¥ D I LJad8 NB& Q
managers have told us, certain things should be present.

AN INTRODUCTION TO THE WORK OF THE AGENCY

This will probably take the form of talking to key staff in the agency - and reading through any
reports or publications that explains the work. A number of agencies prepare a small pack of
useful material. Some of the important questions to think about here when looking at this
material (or asking for it) concern the:

e Aims of the work - what is the agency seeking to achieve;

e Needs of the people using the agency;
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e Structures and staff of the agency - who does what, where, when, why and how.

e Policies that govern the work - for example around health and safety and equal
opportunities.

e Methods that are used; and the
e Resources and other agencies that are worked with.

This sort of exploration is something that needs to be done in the first couple of weeks of
being in the agency. Some material should be available to you before taking up their
placement.

AN INTRODUCTION TO THE AREA AND TO LIVING ARRANGEMENTS (FOR THOSE JOINING THE AGENCY
FROM ELSEWHERE

Those new to the area will need some help with getting to know the neighbourhood and local
amenities such as shops, entertainment, and travel. It is also important that managers attend
to the living arrangements of W D | LJba% MNEarCarea - and for you to talk with your manager
if you are experiencing problems.

AN INTRODUCTION TO THE INDIVIDUALS AND GROUPS THE AGENCY WORKS WITH.
You will make your own contacts and meet people - but it is also important for establishing
your role within the agency to be introduced to the people you will be working with.

AN INTRODUCTION TO THE TRAINING AND DEVELOPMENT OPPORTUNITIES AVAILABLE.

Here the key figure will be the manager / mentor (see the next section). Early on it is
necessary to identify training and development needs and plan how these may be met in the
placement. If you want to take part in the Diploma Studies Programme, for example, you
should register promptly with the College and go to one of the Certificate days run by the
College.

AN INTRODUCTION TO THE ROLE AND WORK OF A W EPPERQ
Here tasks and limits are identified (see below).

AN INTRODUCTION TO THE RANK AWARD.
What the programme involves, how it is to be tackled etc.

AN INTRODUCTION TO ADMINISTRATIVE ARRANGEMENTS, AND ALLOWANCE AND EXPENSE PAYMENTS.
This is an area that can cause tensions. You need to know about procedures, time limits etc
and who you can go for advice. You also need prompt payment of expenses etc.



JOINING THE AGENCY

{2YS FRGAOS FNRBY LINBOA2dza WDIF LILISNE Q
Agroupof WD I LJbIB MaEne@s at a residential had the following pieces of advice:

Remember that so much of your work is related to the person you are. You need to act
with integrity; respect yourself and others; and be a positive role model (both on- and
off-duty).

Your work needs organization and preparation. Try to be realistic about what you are
seeking to achieve. Manage your time.

Ky2g @2dz2NJ t AYAGllIGA2yaY YR R2y Qi 2 OSNHGSLI

Try to be aware that the people you are working with may well come from very
different backgrounds and have different values and ideals to you. Attend to this, listen
to what they say and respond sensitively. Judge situations, be flexible, and keep things
real.

Attend to the safety of the children and young people you work with. Think about the
risks involved in activities and in the situations encountered.

JOB DESCRIPTION/SPECIFICATION

The agency will produce a job description and/or specification for ¥ D | LJaa8 sbdul@have
sent it to you before you started. The manager can then sit down with you early on to explore
and change the description to fit your needs and the agencyQ & NXB |j dzAllNgenYies y (i &
should produce an outline of what the work entails within a few weeks of a W D | LHeffinhNdg
their time with them.

The main things that should be included are as follows:
e AAK2NI &dzY Yl Niks (HsE furicthor§;, 22 0 Q&
e Whoyouasa WD I LIrdSebinsible to (accountability);

e Who you have working relationships with inside and outside the agency
(relationships);

e The main tasks or activities you can be expected to be involved in (key tasks);

e The results expected or targets C this is something that will evolve.

MEETINGS WITH THE MANAGER / MENTOR

The manager should meet with you as soon as you start with the agency in order to set up the
induction process and to establish tasks and limits. After that they should formally meet with

e 2 dzf



JOINING THE AGENCY

you on a regular basis (initially weekly and later fortnightly or monthly). It is helpful if notes

are kept and agreed of the contents of the meeting so that both you and the manager know

where you stand.

Dave Coates has produced a helpful outline of what the agenda for such a line management

session might look like (see below).

In addition to helping W D | LItdPIDRENSIr work, the manager also contributes to the
process of writing the Record of Achievement.

AN AGENDA FORLINEMANAGEMENT SESSION

1.

2.

3.

¢l 9 2hwYOwQ{ ! D9b5!

ADMINISTRATIVE MATTERS (from contracts to holidays and timesheets)

FINANCIAL MATTERS (from petty-cash to long term pending plans and budget updates)
INFORMATION (communicating internal and external matters related to the work/worker)
REVIEW OF MONTHS WORK

a. face-to-face work.

b. case work.

c.@2dzyd LIS2LX SQa RSOS
d. update of other work

f 2LIYSyi

PLANNING NEXT MONTHS WORK - setting priorities (related to quarterly development
plans)

TRAINING AND DEVELOPMENT NEEDS - (update on scheme and other courses etc.)

(every quarter) Quarterly review of objectives; evaluate them; plan for next quarter; set
realistic, achievable, measurable objectives.

Taken from Mark Smith (ed.) (1994) Setting Up and Running Projects, London: YMCA George
Williams College.




THE RANK AWARD

WORKING WITH A MENTOR / MANAGER

The mentor / manager helps you to decide what you want to do; and to explore your learning.
They work with you to design your experience. One of their first steps will be to introduce you
to the Rank Award.

THE MANAGER / MENTORQJOB

Manager / mentors do six main things. They work with you to:
e Induct you into the Programme and the agency.
e Decide and plan work programmes.
e Identify training and development needs and how these may be met.
e Implement work and training programmes.
e Reflect on experiences and to review the work done.
e Assess development.
From this it can be seen that they are central to learning from the placement.

¢ KS G SNX)Y kéhal yamiamMNedards, hés its origins in ancient Greek literature. When
Odysseus sailed to join the war against the Trojans, he chose a friend, Mentor, to act as a
guide and adviser to his son Telemachus whilst he was away. In this sense, then, mentors will
sometimes act like supervisors, at others like tutors or teachers. But they also do something
more. They advise.

' & WA dzZLISNIA&2NBQ GKSeé gAff GNEB (2 KStLI @2dz G2 |
understanding of them, and to apply these understandings to new situations. The process

involves looking to values and feelings as well as developing skills and building theories about

why things happen as they do. The focus of this supervision is your work and your experience

of the scheme as a whole. If you take Diploma Studies you will have a separate supervisor.

l'a WiSIFOKSNEQ 2NJ Widzi2NBRQ>Y YSyidi2NB oAttt o06S Fof:
and books linked to the scheme. They may be able to suggest further activities or visits to

make, books or magazines to look at, or to talk through how to approach writing a report or

an assessment.

' & W3AdzA RS & Q 2 NJké skghitidnSabidat how YoSaykie tdudions bt offer
practical support for the work. The original Mentor was a wise counsellor.

10



WORKING WITH A MANAGER/MENTOR

PREPARING FOR SESSIONS

To be useful, sessions with managers / mentors need some thought and preparation. Three
areas are of special importance.

First, you need to be thinking about your work. Here keeping a journal or notes/records of
events and experiences is a special help. It is then easy to look back at them and to identify
things that could do with some thought and work.

Second, you need to keep up with your reading about the work.

Third, you need to be thinking about the reports and other paperwork you have to complete.
Exploring these within sessions with a manager/mentor can be very helpful.

The sorts of practical things that need preparation by you are as follows:
e How you have spent your time since the last meeting;
e The progress on the various tasks that you agreed to do;
e Any new issues and pieces of work that are needed,;
e Your progress in training - and issues arising for your work and the agency;

e The tasks you want to achieve over the next period - and what the costs in terms of
time and resources may be.

Sessions should take place at least fortnightly in the early stages of placement; and also at the
time when the Record of Achievement is being prepared.

11



THE RANK AWARD

THINKING ABOUT TRAINING

The YMCA George Williams College provides special programmes to run alongside the Rank

Award - Diploma Studies in Informal Education (youth work and community learning and

development), and Certificate Studies in Informal Education. However, WD I LILISNBE Q | f a2 4 f
variety of short and alternative programmes of training. At one residential a group of

WD I LILigedsBnR of the things they had been involved in. It included courses in:

e Health and safety

e Child protection.

e  First Aid.

e Food hygiene.

e Sign language (BSL/ASL).

e Equal opportunities.

e Petty cash handling.

e Kayaking, mountain biking and other leading body awards

This group of Gappers were also involved in some training around arts and crafts; career
development; basic IT skills; programme design; public speaking; organising trips; time
management; managing money/budgeting (own and others); applying for funding; drama;
dealing with conflict and aggression; group skills; counselling; drug awareness; and
photography/video/script writing.

{ 2YS W Dalsd thdSphicBirlthe Duke of Edinburgh Award Scheme, Outward Bound and
TallShipsQ @281 3Sa

DIPLOMA STUDIES

Diploma Studies provides a chance for people to explore their values, skills and knowledge and
to develop as informal and community educators.

The basic programme meets qualification requirements for youth support work in England,

21 £S48 FYR b2NIKSNY LNBT I Y Rndorsgddy WAIABSaliddbe O £ Sy G ;
Wales Youth Agency ¢ the LSC qualification code is 10051880). You can also extend the basic

programme to include a qualification for part-time work in community learning and

development (Scotland) (endorsed by the Scottish Standards Board). There is also a new unit

that gives people a full access to higher education diploma. This gives you the equivalent of

M®p Wlicandif rec@glizediccess qualification.

12



THINKING ABOUT TRAINING

The academic status of the programme comes through the YMCA George Williams College and
its connection with Canterbury Christ Church University. It is also endorsed by the Open
College Network and various professional bodies.

Many of the people taking Diploma Studies go on to degree level studies. As well as being a
foundation qualification for youth work and community education, the programme also
provides a good basis for training in other fields such as housing, social work and teaching.

ABOUT THE PROGRAMME

There is a set timetable for the programme. The first part of the programme (Diploma in youth
work) can normally be completed within six months.

It means doing extra studying on top of that involved with the Rank Award and an extra
assessment.

You work with your manager in much the same way, but you also have a personal supervisor
to help you to think in more detail about your experiences and the way you work.

CONTENT

The basic programme (which leads to a youth work qualification) comprises five study units:

Introducing studying This unit looks at what is involved in studying ¢ and introduces the field
of work you are involved in.

Reflecting on our experiencesiere we explore what is involved in looking back at our
experiences; attending to our feelings; and deepening understanding. We look at recording
and journaling, and using supervision.

Exploring informal educationWe examine the nature of informal education, conversation,
facilitating reflection, participation and working with individuals.

Developing programmes and activitieB this unit we look at the needs of students;
designing programmes; managing groups; assessing people; and evaluation.

Exploring communities and their developmentiere we look at the idea of community and
examine how we get to know a neighbourhood. We also explore community development and
community participation; engaging with groups from different cultures; public issues and
private troubles; and social justice.

For Scottish community learning and development qualification you add in a further unit:

Developing communities and groupShis includes materials on neighbourhoods and
sustainable communities; regeneration; networks and networking; and developing community
groups.

For the access diploma you add a further unit:

13



THINKING ABOUT TRAINING

Independent project and disseminatiarThis unit explores the value of research; thinking
about what to research; recognizing what we already know about ourselves as researchers;
desk research; the ethics of research; fieldwork; carrying out an independent project;
analyzing your data and drawing conclusions; and communicating your findings.

DIPLOMA STUDIES AND THE RANK AWARD SCHEME

Diploma Studies can run in parallel with the Rank Award Scheme. This means that:

e The sessions that WD | LJbaSeNhQupervisors and managers under Diploma
Studies count towards the Award.

e Any additional courses that you undertake as part of the Award can be accredited as
additional points for Diploma Studies.

REGISTRATION

If you want to do Diploma Studies you must apply early otin your GAP placement. There is a
cut-off date of around six weeks after the start of the placement. You will not normally be able
to join Diploma Studies after that. To start the Programme:

o Complete the registration form. To do this you will need to work out when you
will complete the various pieces of work involved. You can download the form
from the GAP support pages: www.rankyouthwork.org/gap.

° Send the registration form to the College and phone up to book a briefing and
interview day.

° Talk with your manager / mentor about what is involved.

Attend the briefing and interview day at the College.

You will receive your learning materials etc. within a week or so.

CERTIFICATE IN INFORMAL EDUCATION

Certificate Studies is a programme for senior members, ¥ D | LJ&A8 Y#n§workers who are
involved in informal education, youth work, peer education and community education.

On successful completion of this programme you will have acquired a range of skills in working
with people. This includes skills in observation, reflection on practice, working collaboratively,
planning and organisation, communication and in understanding of professional practice,
covering issues, such as confidentiality. You will also have demonstrated an ability to engage
others in the learning process.

The certificate is an Open College Network level two qualification with 18 credits. It is also
endorsed by the Awarding Body Consortium (ABC) as a Level 2 Certificate in Youth Work (LSC

14
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THINKING ABOUT TRAINING

qualification code: 100518790). This qualification will be recognised by further education
colleges and can lead into other programmes.

There are three modules for the programme:

Module 1explores your life story; attitudes and beliefs; communication skills; and roles and
relationships.

Module 2examines communication; team work; confidentiality; team evaluation; and
working with conflict.

Module 3involves looking at profiling a neighbourhood; human development; working with
people; observation and recording; and planning and budgeting.

If you want to know more go to the Certificate Studies website
(www.ymca.ac.uk/Certificatestudies/) or talk to the Certificate Studies tutor at the College.

YMCA GEORGE WILLIAMS COLLEGE

Certificate and Diploma Studies are run by the YMCA George Williams College. The College is
unique. It is part of one of the world's largest voluntary organizations and it is able to draw
upon a deep reservoir of expertise in:

e Youth Work

e Community learning and development
e Lifelong learning

e Children's work

e Housing and hostel provision

e Health and fitness

e Economic regeneration

As a result the College has developed innovative programmes and resources to support the

needs of workers and managers in a range of settings. Through its association with Canterbury

Christ Church University College it offers people the chance to study at a variety of levels and
in different ways.

There are a number of resources that you can use:

People Asa WD | LlodS&cdhBiscuss issues around your studies with the Certificate and
Diploma Studies tutors; and questions around reporting and writing-up your experiences with
the Rank Research Fellow (see the inside cover for details)

Thelibrary. The College has the best collection of specialist youth work books in Britain.

15
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THINKING ABOUT TRAINING

Publications.The College is a small, specialist publisher In recent years they have produced a
range of books and materials in association with the Rank Foundation. You can find out more
about these at: http://www.rankyouthwork.org/publications or look in Appendix 5.

Internet resourcesWe have a number of web pages that support WD | LILISINE Q
www.rankyouthwork.org/gap.

16
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THE RANK AWARD

WORKING WITH OTHER W ADPERS()

As part of an involvement with the GAP Programme you have the chance to work with other
WD I LITISsNE&NXo take two main forms:

e Residentials. The Foundation organizes three residentials per year - so that each WD | LILIS NX)
has the chance to take part in at least two. These residentials are designed so that you can
share your experiences and make a contribution into the scheme and into wider issues.

e Jecial events and projects¥ D I LIbd&iNd&cme involved in special events and
conferences. Some of these are organized by the Foundation and involve many of the
agencies connected to Rank. Examples here include the annual business conferences. You
may also get involved in work with other agencies. Often WD | LIb3SeNdie®
responsibility for running sessions or, indeed, organizing whole events.

There may also be the opportunity to work with people on placement in other agencies. A
number of projects involved with Rank Initiatives undertake joint work or projects.

7

wWSAaARSY(GALFIf A NB 2NHFYAT SR d&0ffNRadzRH€ lar§eK S C2 dzy R (i |
conferences and events are usually organized through the Penrith Office. (Contact details are
on the inside front cover).
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THE RANK AWARD

WRITING REPORTS AND PREPARING THE RECORD OF
ACHIEVEMENT

This section looks at the reports that W D | LIhdSeNdp€pare - and how the record of
achievement is put together.

REPORTS

As part of the scheme, you must submit a written monthly report to the Foundation. These
reports have a number of important functions. They:

e Help you to think about your experiences. In order to tell other people about what we
have been up to it is necessary to get our thoughts in order. Writing reports like this
help with this process.

e Keep the Foundation informed of what is going on. Rank staff make regular visits to
projects and to see scheme WD | LTI KeBofds help to give a shape to those

sessions.

e Record work and progress. This is of special importance when putting together the
Record of Achievement (see below).

Preparing reports is an area that you will probably need to spend some time talking through
and working on with your manager/mentors.

Reports must be seen by the manager/mentor before being sent to your youth director at the
Foundation.

We also recommend that you keep a journal of some sort so that you can keep tabs on what
you have done and give yourself some space to reflect on things.

The basic structure of a report might look something like the following:

e Introduction. This sets the scene. You could introduce the agency/place where you are
working, and the main highlights in your report. (It is often easiest to leave writing this
to the end. You then know what is in your report!)

e Asummary of your activities. Here you can talk about what you have been up to as a
WD I LAvds tN&Dast month ¢ the groups you have been working with, the activities
you have been involved in etc.
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WRITING REPORTS AND PREPARING THE RECORD OF ACHIEVEMENT

e Reflection on the activities. What do you think worked well? Why do you think it
62N)] SRK 2 WorkiowRIA Ry Qi

e Reflection on what has been happening for you. What have been your feelings and
thoughts about your experiences asa WD | Ldwd#5 tN&Past month? The highs and
lows, the main things you think you have learnt.

e Conclusion ¢ where do we go from here? Here you might summarize the main points
and then go on to talk about any changes that you want to make to the way you are
working, to the activities etc. What do you want to do? How will you do it? Do you
have any targets or aims for the next month?

This structure is only a suggestion ¢ there are plenty of other ways of writing or presenting a
report WS LI2Z NI a R2y Qi KI @S G2 F2ftt26 (GKS y2NXIE F2N
video/DVD or an audio tape.

MONITORING

During your time on the GAP Scheme there will be one or two monitoring visits by the
C 2 dzy R (uthDiyecdodis. YouBprogress may also be reviewed in sessions at the GAP
residential events.

THE RECORD OF ACHIEVEMENT

Towards the end of your placement, you put together your record of achievement. It is a
folder containing:

e Atitle page
e Alist of contents
e A certificate of completion (awarded by the Rank Foundation).

e ¢KS wlyl C2dzyRI i Acxom@léted bnd agrbed By boSh yoii and 2 NI
your manager. (See appendix).

e Asingle page about your host agency that gives the name and contact details of the
agency; a brief outline of its activities; and the dates and length of time you were with
them.

e Atwo page summary of your achievements and personal development during the GAP
experience. This is prepared by you.

e A one page summary of achievements prepared by your manager / mentor.

e ACV.
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WRITING REPORTS AND PREPARING THE RECORD OF ACHIEVEMENT

To this you may add further certificates achieved, the regular reports written for the
Foundation and other relevant material.

Full details about how to prepare this can be found later in part three of this Handbook.

PROCEDURE

The process of preparing the Record begins with the placement. Recordings, reports and
sessions with managers / mentors all contribute.

The main work should begin a couple of months before the end of the placement (usually at
the beginning of month 5). At this point:

e You should update or start to prepare your CV.

e You and your manager / mentor should begin work on the summary of your
achievements and personal development during the placement.

e Managers prepare or update the single page sheet concerning the agency.

In the last month the summary statement of your achievements will be agreed by both you

and the manager. The final version must be typed/word-processed. It should be signed by

both the manager/mentor and you and dated. Your manager will also need to complete the
C2dzyRIFGA2y Q& aasSaavySyid F¥2N¥ 60488 | LIWSYRAEO®

The sheet concerning the agency should also be transferred onto the headed paper. The
completed CV should be inserted at the rear of these; and any reports or further certificates
added in.

Finally, you should add in a table of contents. You should then give the complete record to
your manager.

The manager will forward a copy of the Record to the Hebden Bridge office along with a note
confirming that you have completed your placement.

RESOURCES

Check out the Agency Handbook on: www.rankyouthwork.org/agency support/
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THE RANK AWARD

DEALING WITH PROBLEMS

The first point of reference if you are experiencing problems is your manager/mentor. Where

there are serious issues concerning the scheme or a placement these can be taken up as part

of the regular monitoring arrangements and visits undertaken by Rank Foundation staff, at
NEBaARSY(GALFfa 2N e2dz OFy NRAyYy3a (GKS C2dzyRIFGA2YyQa

3

If there are issues or suggestions concerning the content of materials should go to the
Diploma Studies tutor at the College.

Where there are issues around assessment or scheme requirements these should also be
referred to the Diploma Studies tutor.

Contact details are on the inside front cover.
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THE RANK AWARD

EXTENDING THE PLACEMENT

It is possible to extend the placement from six up to nine months in certain circumstances. For
this to happen:

. Both the agency and you as the Gapper must commit to an extension of the
placement.

. Your line manager must have a review meeting with you at the end of your fifth
month. The aim of this meeting is to explore your experience of the placement and
your performance and learning, and to consider where you might be headed after
the placement.

. You must have demonstrated an ability to take responsibility, to act professionally
and work well with colleagues, young people and others.

. You or your line manager must write immediately after the review meeting to both
GKS C2dzyRIFiA2yQa | SO RSYy . NAR3IAS 2FFAOS YR
the project requesting an extension. If you are writing your line manager must be
given a copy.

. The Foundation must agree to the extension of the placement. It will only be
considered if you have: attended two residentials; got your reports in on time; and
received a satisfactory report from your manager.

The maximum placement allowed under the Gap Programme is nine months.
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THE RANK AWARD

FINISHING THE SCHEME

There are a number of things to think about when coming to the end of the Scheme.

YOUNG PEOPLE

First, and most importantly, you need to think about your relationships with the young people

you have been working with. If you are leaving the project it is important that you manage the
WSYRAYIQd LY 20KSNJ g2NRazx @2dz YySSR G2 YIS 4&dzN2
chance to say goodbye) ¢ and that you work out with other members of the team how the

work you have been doing is handled. There may be particular individuals or groups that you

have been in contact with that you about whom you need to brief other staff.

If you are staying in the agency or project you will need to explain your new or changed role.

STAFF AND OTHERS

Second, it is also important to think about how you are going to say goodbye to team
membersandothers¢cl YR (2 YI 1S adaNB (KIFG @2dz R2y Qi f SF @S
they have to clear up.

REPORTS ETC.

Third, you need to complete any outstanding reports and paperwork. Three things are
important here for the Rank Foundation:

° Complete you Record of Achievement
° Submit your final progress report
° Complete the Final Assessment Summary with your manager (see Final Review

Meeting below)

You should also remind the manager to send a financial statement in to the Hebden Bridge
office.

These things need to be done promptly at the end of your placement if you want to receive
both the Rank Award ¢ and the cash award!
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FINISHING THE SCHEME

FINAL REVIEW MEETING

Last, your line manager must have a final review meeting with you. The aim of this meeting is
to explore your experience of the placement and your performance and learning over the time
you have spent as a Gapper. It also focuses on your plans for when your time as a Gapper
ends. As part of this meeting, your line manager will also work on the Final Assessment
Summary for the Programme (See Appendix 5).

KEEP IN TOUCH

Last, but not least, keep in touch with the agency if you are leaving ¢ and with the Rank
Foundation. The Foundation is interested in what former Gappers do.
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BECOMING A W ADPERQ)
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BECOMING A W EPPERQ

INTRODUCTION

This part of the Handbook deals with some of the issues that face new long-term WD | LJL4S NBE Q
has been written to be read alongside On the GAP, Turning Points and Coming of Age.

Short sections deal with:

1. The experience of Gap.

2. The purpose of youth work
Looking at your team

Managing your time.

a > w

Keeping a journal
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BECOMING A W EPPERQ

1. THE EXPERIENCE OF GAP

The experience of Gap can be life changing. The challenges involved can open your eyes to the
situations of others; engage in the process of making change; and encourage you to reflect on
who you are and what you want to do in life. For many it is a turning point.

TURNING POINTS

To help you think about what might be involved you can watch a short video ¢ Turning Points -
in which a number of former Rank Gappers talk about their experiences. This can be viewed or
downloaded from rankyouthwork.org (www.rankyouthwork.org/turningpoints/). You can also

read their stories. For example, here are the experiences of two former gappers

During my gap the realisation of where | wanted to go with my future dawned on me - |
wanted to work with young people and the environment, | had identified a passion for helping
young people to engage and re-connect with the environment. This passion was on a personal
level through my own love of being outdoors, but it shone through and shaped the way for my
future journey. Becky Dunning

This year has been wonderful and | have had amazing chances to develop myself and other
young people. This year has given me the space and time that | needed to decide where | want
to take my life next. In a funny way | have gone full circle. Even though | love working in the
outdoors and working with young people, | have realised that this is not where | want to go as
a career. | have realised that | want to go and study law, which | had planned to do after
school. This year has given me the certainty that | do want to do that and that has been the
biggest turning point in some ways. Eddy Conroy

You can read about the feelings and experiences of other W D | LJindBMdEn &t publications:
On the Gap and Coming of Age.

BELIEVING IN WHAT YOU ARE DOING

One of the first things that struck us when reading the accounts in On the Gap and Coming of
Age was the commitment and enthusiasm of the W D | LILTIeNIveRe people who believed
(or had come to believe) in what they were doing. They could see the benefits of the work
both for themselves, and for others. For example, Debbie Byrne brings out her belief in
working so that people can do things for themselves and Samantha Dutton talks about the
development in her skills and deepening sense of direction (both in On the Gap).
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THE EXPERIENCE OF GAP

DEALING WITH CHALLENGES

Some2 ¥ GKS | OO02dzyia INB gNRGGSY o0& isH{alK22f DI LIIS
with cultures and experiences relatively new to them. An idea of the sorts of challenges and

issues around this come out in Peter Hibbs account of working in Kirkby and in Kirsty Phipps

reflections on working with people with some form of learningRA F FA Odzf G e d ¢ KS (GAGT
LIASOSS W!I RAFTFSNBYUG &ARS pdthifOh FeGaESimar) St & & dzY &
Nick Gardner talks about GAP as a life-changing experience, and Dan Ray on the way that GAP

opened his eyes and allowed him to learn and appreciate the values of other people and

cultures (both in Coming of Age).

N

The challenges and possibilities of working in your own community also come through in a

number of the contributions ¢ especially in Turning Points. Kim McGovern (in Coming of Age)

explains how working in the community that she was from was difficult at first. This was

0SOFdza8S 1LIS2L)X S al g KSNIFa WYAY (G(KS @&2dzy3 LISNAE 2
benefits ¢ the young people seemed to be able to relate her because she was local.

RESPONDING TO WHAT PEOPLE BRING

With the successes come failures or wrong turnings. Things rarely turn
out as planned when working with people in the sorts of situations
€2dz NB Ay@2ft SR sgAGKD 2SS Ql y¢
with whom; or that a scene in East Enders would spark a discussion.

Part of the satisfaction of the work lies in our ability to respond to

what people are bringing.

Notewed I @ WNXE & L2 ¥ R Q- foddvelwh! &dNd milstikesy”
The key is whether we are able to learn from them, and to recover

situations. As Kirree Seddon says in her piece, we often learn mainly 18 e

Rark Foundation Cap Award

through our mistakes. And doubts remain:

I wonder if | am achieving what | should be, whether | handled situations correctly, or if | should
be doing more to encourage members to develop as young people. | wonder how effective my
sessions are as pieces of youth work, and how | could improve them. Kirree Seddon

When we stop making mistakes, when we no longer have these sorts of doubts - the time has
come to think about whether we should be doing the work. Doubts and mistakes are part of
the work.

RESOURCES

To watch the Turning Points DVD and to read the W D I LJad8 Wdiké&s accounts just go to:
www.rankyouthwork.org/turningpoints/.

You should have received copies of On the Gap and Coming of Age in the mailing from the
/] 2t £ SIS LT odtaket tHe bifdobhy SCudies ddihiGstrafioss at Ghe College (see
the inside front cover for contact details).
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BECOMING A W EPPERQ

2. WHATQTHE POINT OF YOUTH WORK?

It is important to ask questions about the youth work we are involved in. There is a lot of
confusion about what the purpose of it is, and around the forms it can take. Here we look at
the origins of the work; ask what youth work is (and is not); and finish by looking at youth
work within the Youth or Adult? and YAP Initiatives run by the Rank Foundation.

THE ORIGINS OF YOUTH WORK

2Kl 6S y26 (1y26 Fa Wez2dzikK g2N] Q KFra AdGa Nez2ida
2 2 N] WiQY2¢dzy 3 OKAf R NIBefamb acdnmanFednyrebf malsy 2hgélsS

and churches. The most common form it took was Sunday Schools - by the middle of the

nineteenth century, for example, around 75 per cent of working class children were going to

2YyS® | 26SOSNE 20KSNJ 62N Ffaz2 | LILISFENBR AyOf dzRA
groups. Out of the latter the first major youth organization was set up in 1844 ¢ the YMCA;

and from the former there emerged a range of social and welfare opportunities for young

people. Ragged schools were run by W D | LJkd8 didedat the many children and young

people who, by virtue of poverty, could not access other forms of education. They frequently

met in far from ideal settings like stables, under railway arches, church halls and run-down

houses. They were a lot more informal than other schools and were the base for the

development of things like social clubs and activities, hostel provision, health care and various

employment schemes. They also involved workers going out onto the streets to talk to

children and young people and to invite them to join in activities. Many of the people who

were to become significant pioneers in early work with young people began their work in

ragged schools.

¢KS FTANRG Ofdzoa FyR @2dziKQad AyadAdwekda | LIISF NBI
now. This is a description of one such Institute in 1881:

Every evening between 100 and 200 young fellows quietly interest themselves with

02214 RNI}dzZAKGasz OFNLISYyGNR d22fta FyR 3lLY
the place a kind of club and are sadly distressed when they are unable to obtain

entrance, which sometimes happens on the occasion of a public meeting. There is a

weekly service on Wednesdays at 7.30pm and the boys, by their quiet demeanour,

show that they appreciate the service and the kindness which prompts it. (RSU

Quarterly Record, April 1881)

w»
QX
No

29



WHATQ THE POINT OF YOUTH WORK?

b2 GGAYIRFES | 2dz2iKQa LyalAddzs

tKSNE 6SNB S@SyAy3a OflaasSa GoAOS | ¢SSz GKS Gl
(and wanted it), and one of the main features of the shelter were fortnightly cocoa concerts.

The QuarterlyRecordrS LJ2 NIi SR (KIF G WFIRYAaaAzy Aa 2yS LISyye:

K24i 02021 FtyR I LINAOS 2F | OF1SQo

Around this time there was a major growth in club provision for young people. This included

0KS LIAZ2YSSNAYy3 2F I RaQ nQfiestzarn a pardllel ffdwshén / | G K2t A O

IJANI aQ Of duditormédywdrk begdhPodlpdardn the 1880s. The most significant

innovation began in Glasgow in the early 1880s. William Smith started to experiment with the

idea of uniformed youth groups as a means of evangelism.1 A& ©#2NJ] RS@St 2LISR Ayi:
Brigade. Thus, by the end of the nineteenth century the forms of work familiar to us as youth

62N)] KFIR 0SSy SadGlrofAaKSRY Oftdzmas dzyAF2NX¥SR 3INJ
work.

Throughout the first half of the twentieth century there was a significant growth in youth
work. This included the massive expansion of scouting from 1907-on, and of youth clubs
during the Second World War. However, from the late 1970s on - with vastly increased
numbers of young people staying on in education (and the rise of things like coursework), the
growth in alternative leisure opportunities both at home and in the commercial sector,
relatively fewer people volunteering to work with young people, and changes in government
policies - local, open youth work began to wither away in many areas. State-sponsored work
with young became largely targeted at those deemed to be in social need, and became more
formal. At the same time there was a significant growth in church and religious-based work.

WHAT IS YOUTH WORK?

In youth work what you see is rarely what you get. On the surface it can appear that not much
is going on. We might see young people hill walking, developing their DJ skills, or hanging
about talking and stop at that. However, youth work is a lot more than activity. It is, at heart,
about relationship and association ¢ connecting and being with others ¢ and the good that can
flow from this.
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WHATQ THE POINT OF YOUTH WORK?

Once we get inside youth work we can see it entails:

e Focussing on young people, their needs, experiences and contribution.

Building relationships that allow people to grow and flourish.

e Encouraging all to join together in friendship to organize and take part in groups and
activities. This is sometimes described as fostering associational life.

e Creating moments for reflection, learning and for thinking about change.

e Working on the basis of choice. Young people can accept or reject the invitation to
take part. (See the Rank publications Inside Youth Work and Journeying Together).

As we have seen, historically the work take can take very different directions and forms. Here
we want to focus on the locally-based, organic and open work that is the main focus of the
Youth or Adult? Initiative and its successor ¢ the YAP Initiative. This work tends to be different
from what is found in much schooling and welfare. Based in everyday experience this sort of
youth work is unpredictable. It is driven by the questions and issues that actually face young
people rather than some curriculum. The concern with association means workers tend to
emphasise group life and connections with local networks and institutions.

This work also depends heavily on the character of the workers. Indeed, it takes special kinds
of people to work well in this way with young people. They need to be flexible, open and to
know themselves, so that they can respond in the best way. They also have to be experienced
as having integrity and character, and as having a heart for young people, for relationships to
deepen and flourish.

The benefits of this way of working are great. We know, for example, that those who belong
to groups are happier and healthier than those who do not; and that neighbourhoods where
there is community activity tend to be safer and economically active. We also know that the
relationships that youth workers form with young people ¢ because they are born out of
spending time together, a willingness to have fun as well as educate, and of involvement in
local community life ¢ can be incredibly powerful. Indeed, the research shows that they are
much more powerful than many other mentoring relationships.

However, it can take time for results like these to show. As a result there has been pressure,
especially within government-sponsored work, to turn open and organic youth work into
something more formal and predictable. The increased emphasis on activities that lead to
qualification or to meeting some government target is meaning that the heart is being driven
out of a lot of the work.

IN CONCLUSION

One common way of viewing youth work isasameansof W] SSLIAY 3 G KSYHere FF GKS
the focus is on keeping young people out of trouble. This is fine in itself ¢ but to do this

workers have to offer something. As we have seen the main thing they provide is the chance

to develop relationships, work together, enjoy themselves and experience new things. Along
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WHATQ THE POINT OF YOUTH WORK?

the way workers try to create situations in which people can talk, reflect and learn. Sometimes
they will do this quite formally - such as in discussions groups or in activities, say on a
residential. However, for a lot of the time they will be working informally - having
conversations with people, joining in with a game and so on. For this reason we tend to
describe such youth workers as informal educators.

When workers involved in Rank projects wrote about their experiences, three goals seem to
shine through. They were concerned with:

e The personal development of young people. Informal education with young people can
be a challenge, ameansofraisind &St ¥ | gl NBySaa FyR O2yFTARSYyO
needed for self expression.

e Helping people feel part of something. Many of the examples the workers talked about
show how informal education creates an opportunity for young people to be a part of
something bigger - part of a group, a team, a community.

e Making changes. Learning means change. The work of many of the projects involved
GAOUK wlkyl LYAGAFOGAOSaAa A& lFoz2dzi KSfLAYy3a (2 Y
terms.

Different agencies and workers will have different concerns. But it would be surprising if these
themes do not play an important part in the work. It is also talking about your view of the
purpose of youth work at some length with your mentor / manager. A useful start here is to
look at any recent conversations that you have had with the young people involved in the
agency. What have they been about? What were you trying to achieve? Our bet here is that a
lot of the things talked about relate to questions concerning personal development e.g. about
drinking or relationships; or about encouraging people to join in with others or to respect
others (e.g. about how they use the pool table).

RESOURCES

Joining Together ¢ youth work through the Youth or Adult?

Initiative. We recommend that you watch this DVD and read the
0221tS0d ¢KSe 221 VYoithotiAd? SEL
Initiative ¢ but say a lot that is relevant for those involved in the

GAP Scheme. Download:
www.rankyouthwork.org/journeyingtogether/

Journeying Together ¢ Growing youth work and youth workers in
local communities. This book explores the experiences of people
involvedintheRF Y1 bS0ig2N] & LT @2dz2NJ  3Sy0eé R2SayQi KI @8
College.

You can also look at Inside Youth Work. Insights into informal education from projects
supported by the Rank Foundation and Joseph Rank Trust. You can download a copy of this
2003 publication from the website or get a free copy from the Diploma Studies Administrator.
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BECOMING A W EPPERQ

3. LOOKING AT YOUR TEAM

As part of your induction you will probably have been given various papers and reports. You
will have seen the work of the agency and spoken to some of the volunteers, workers and
clients/members. For some the agency and its work will be familiar, for others a lot of things
may seem new and strange.

Here we just want to suggest a few things for you to look out for about the team of people
you have joined.

TEAMWORK

Without sound teamwork, work with young people can go badly wrong. But what do we mean
by sound teamwork? To answer this we first have to think a little bit about teams.

The first and obvious thing to say about a team is that it is a work group. By this we mean that
people have to co-operate with each other so that they can complete a task. In sports this
may be to win through scoring goals or points (and stopping our opponents from doing so) or
to enjoy ourselves through taking part.

Teams involve people working together so that they can achieve more than they could on
their own.

SHARING AIMS

It is important to understand what your placement agency is seeking to achieve. If we listen to
what people are saying around the agency then it may be that we come away with the idea
that the main task is to, for example, open the building and offer some activities; or to get
through the session without problems; or to offer a chance for young people to enjoy
themselves. However, to think about the task of the team we have to think about what may
be the purpose of youth work. This is something that you may already have got some strong
ideas about - but it is also worth talking to other team members about what they see as lying
at the centre of the work. It may be worth thinking about what they say in relation to the
three themes we looked at in the last section.

Without shared aims teamwork is difficult - people will be pulling in different directions.
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LOOKING AT YOUR TEAM

CLEAR ROLES AND RESPONSIBILITIES

Getting agreement on aims is only the start. The next step is work out who does what. Whose
job is it, for example, to organise an activity, run the coffee bar or answer the phone?

Beyond that there are other questions of responsibility - what do we do when a young person
Ad WoSKI@AYy3 oFRfeQT 2N gKSy GKSNB Aa |y |
procedures.

O
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WORKING TOGETHER

As we have already seen teamwork involvesco-2 LISN} GA2y ® LF YSYOSNE 32 @K
their2 gy GKAY3IQOSX GKSY GKSNB Aa ftAlLofS G2 o6S FTNRO

e Talking to each other, and letting people know about what is going on - good
communication.

e DAAUNROdzAAY T (GKS 62N)] FlLIANI&d btéaAy I 3ISha
members taking a ride on their backs.

e PELF @AY G2 LIS2LX SQa aGNBy3IldiKad al 1Ay3d adaNB
needed.

e Respectingeachother-y 2 (Gl f {1 Ay3 0SKAYR SIOK 2GKSNRa o
members down; and not undermining team members with those we work with.

e Having a care for each other - recognising that the work can be stressful.

We expect you could add to this list. Looking at the list it is easy to see how things can go
wrong. Being part of a team does involve us in thinking carefully about the needs of others.

TO CONCLUDE

Becoming part of team is not easy. It may be helpful to reflect on your experiences with your
mentor / manager. What are your strengths? Where can you develop? What are some of the
main issues for the team?
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4. MANAGING YOUR TIME

One of the big problems that long term WD | LJfa& NJ ®anaging time. There can be
tendency to:

e Overdo things - to work all hours; and to

e Try to achieve too much - you are in the agency as a full-time ¥ D | LJbd3 lidiRed
time.

In this section we look at some practical ways to get control of your time. What follows is
based on some material we use in Diploma Studies.

GETTING THINGS DONE

4 ‘x‘é‘«,
n

In one of the most popular books on planning and organising, David Allen
introduces a number of basic methods by which we can organize our work /

and activities ¢ and do so with the minimum of stress and worry. His Gettl n
approach is based on two key objectives: Th i ngs
e Capturing all the things that need to be done ¢ big or small ¢ into a Done

system or list that is outside of our heads.
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about all the things we let into our lives, so that we always have
plans for next actions that we can implement or talk to others
about. (2001: 3-4)

To begin we are going to look at his approach
COLLECTING THINGS

David Allen is great fan of making sure that we list and collect in some way all things that we
think we have to do. This allows us to:

e Get them out of our heads.

e See what we actually have.
e Know where things are.

PROCESSING
The first thing to check is whether something needs to be actually done or not.

LT y2 FO0GA2Y Aa NRgréashitNBrthes @fer€dtey SAGTKSNI WoAyQ
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If we do have to take some action, it is important to work out what tasks are involved ¢ and
list them.

Then we have to do it, delegateit or defer it:
If the action will take less than two minutes Allen argues that it best to do it straightaway;

If it will take more than two minutes we need to ask ourselves whether we are the right
people to do it - if we are not, we delegate it or give it to the right person;

If it will take more than two minutes ¢ and we are the right person for the task ¢ then we need
to defer it until the right time (see below). (Allen 2001: 35)

ORGANIZING
We need to create a system that allows us to manage actionable things. This involves:

e Alist of projects or tasks.

e Storage or files for project/task plans and materials.
e Acalendar.

e Alist of reminders for next actions

e Alist of reminders for things we are waiting for. (op. cit.).

Some of this can now be done easily on computers (for example using Outlook or one of the
many programmes or add-ins that are available). Some of it may be simply a matter of keeping
a workbook or list.

REVIEW

We need to regularly review what we have to do ¢ what we can act on, what we are still
waiting for things to arrive so we can act, where we have got to. This, according to Allen, is
best done weekly. We gather our stuff, update our lists and then decide what to do.

Do

At any one moment there will be all sorts of things that we could do ¢ but what we need is a
sound basis for making quick decisions about what we should do. One of the factors is the
priority of the task (see a matter of abc ¢ below); another is the time we have available (is the
job small or large). We also need to consider our own energy levels ¢ and whether the job is
one that we have the ability to do at that moment.

ABCs

Alan Lakein makes in his book How To Get Control of Your Time and Your Life argues that it is
worth looking at priorities. He does this via an ABC system.

If you have a list of goals it may include huge ideas like climbing the Matterhorn or small ones
like cleaning out the cupboard under the stairs. He suggests you:
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Mark with a letter A all those items that have a high value for you.
Mark with a letter B all those items that have a medium value for you.
Mark with a letter C all those items that have a low value for you.

When you have done that you can break it down further. Take the As. Mark the A that has the
highest value 1. It is now Al. Mark the one with the next highest value 2 and so on. You have
now ranked your As in order, Al, A2, A3 etc.

Alan Lakein points out that at any moment of our life we can stop and ask ourselves 'Am |
doing the thing | should be doing at this moment?' If you ask yourself that and find yourself
doing a C you should then ask yourself whether you are doing the best thing. You might be,
you might have dealt with all your As and Bs and have only Cs left. On the other hand you
might be leaving important things and filling your time with unimportant things.

CS ARE EASIER THAN AS

Wi Qga FINB a2YSUiAYSa RAFFAOdzZ G Yle& GF1S
important contact for the first time may be a bit frightening. Sorting out a mass of information
for a report or for drawing up a budget may take a lot of effort. Confronting your son about
the way he is behaving may be unpleasant.

We often find ourselves doing Cs because it is easier than tackling the A we really need to do.
For instance | am quite likely to do the washing up (which normally | do not like doing) instead
of getting down to write this piece which takes effort (although | get a lot of satisfaction from
doing it which | do not get from washing up). Usually we find excuses for doing the Cs like, 'It
will only take a few minutes', 'l won't have any peace of mind until that thing is out of the way'
"I'll feel much more like it when I've had another cup of coffee' and so on. Actually we are
kidding ourselves. You should only do Cs when the As are out of the way. If that washing up
really has to be done, then it should be an A. Then you will know where you are.

What | am talking about is making priorities and sticking to them

SAYING 'NO'

Books about managing time often have a section on saying 'no', and it usually strikes me as
rather negative. People who always say 'Yes' to any request are not actually saying 'yes'.
Some of the things that they say 'Yes' to will not be done because there isn't time to do them.
Thus, he points out that some of the 'Yeses' are actually 'Maybes'. Now this is a different thing
altogether. Nobody wants to have the answer 'Maybe'. It is better to be told 'No' because
then you know where you are.

When you say 'yes' or 'no' to a request you are making a decision about what you are going to
do. This decision needs to have exactly the same treatment as we have been giving to your life
goals. You need to ask yourself whether the request has high priority or not. If you do not do

this, you hand over control of the use of your time to other people. If you find you keep doing
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this you need to ask yourself the same question as we asked in the previous section, 'Do you

prefer it this way?"'

A FINAL WORD

| hope it will be clear that the use of time, far from being a pernickety and restricting approach
to life, is actually something that takes in our fundamental values and philosophy and
determines the way in which we relate to others.

REFERENCES

David Allan (2001) Getting things done. How to achieve stress-free productivity. London:
Piatkus.

Ted W Engstrom and R Alec Mackenzie (1967) Managing Your Time: Practical Guidelines on
the Effective Use of Time, Zondervan Publishing House.

Alan Lakein (1973) How to Get Control of Your Time and Your Life, Signet.
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5. KEEPING A JOURNAL

We recommend that you try keeping a daily journal while you are participating in the Award
programme. Journals are basically notebooks or fi lesinwhichg S NB O2 NR WRI A f &
and reflect on things. Writing things down in this way helps us to:

¢ Remember something latellt may be that we need to do something e.g. write a
letter on behalf of someone we are working with. It can also help with report writing.

e Think The act of putting pen to paper (or finger to keyboard) engages our brains and
helps us to go back over our feelings.

e Clear our mindsHaving made a note of something we can put on one side for
consideration or action at a later point. We can only handle so much at any one
moment.

STARTING TO WRITE AND KEEP A JOURNAL

One of the first decisions to make concerns the form that your journal will take. For most
people the choice seems to be between three main forms - notebooks, loose leaf paper within
ring binders, or digitally via a word processor or note taker. It is worth taking a little time over
making your decision (but not too long) as you have to live with the consequences for a time.

One of the next questions concerns when and where journal writing takes place? Is there
somewhere where we will be relatively undisturbed? Is there a good time to write? For many
of us, the answer is to grab time when it presents itself. Using something like a notebook or
loose-leaf paper does mean that we can sometimes jot things down as we are working with an
individual or a group as an aide-mémoire. We can then 'fill-in' details, feelings etc. later. One
of the keys here is not to be too precious about journal writing - just do it.

A further decision is the form that the journal should initially take. We suggest you think about
four elements:

e Descriptionof the situation/encounter/experience that includes some attention to
feelings at the time.

e Additional material- information that come to our notice or into our minds after the
event.

e Reflection- going back to the experiences, attending to feelings and evaluating
experience.
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e Things to do the process of reflection may well lead to the need to look again at a
situation or to explore some further area. It may highlight the need to take some
concrete actions. In this 'section' of the entry we can make notes to pick-up later.

There is, however, no 'right' way. The test is whether it works for you.

WHAT SHOULD WE WRITE ABOUT?

Here are some starter questions (adapted from Ron Klug):

e Asllook back on the day, what were the most significant events?

In what ways was this day unique, different from other days?
e Did | have any particularly meaningful conversations?
e Did I do any reading? What were my reactions to it?

e How did | feel during the day? What were the emotional highs and lows? Why did |
feel as | did? Did | find myself worrying about anything today?

e What were the chief joys of the day? What did | accomplish?
e Did I fail at anything? What can | learn from this?
e What did | learn today? When did | feel most alive?

It is important to be honest when writing your journal ¢ it is not much use just putting down
what you think you should feel.

HARVESTING YOUR JOURNAL

The real benefits of learning and other journals flow from their use over a period of time. It is,
thus, important to work at making journal writing part of the everyday round. There can be
obvious and immediate payoffs. We can bring together ideas, pick-up tasks that we need to
do, and use the notes we made of sessions, meetings and encounters to plan and report our
work. We can also keep track of things that we want to discuss with colleagues or mentors.

To gain real benefit over the longer term we have to 'harvest' our journals. The most basic
way of doing this is to read them. Here we might focus on troubling times and incidents, or
read through the whole thing perhaps gaining some insights into the way we have developed
or how our practice and those we work with changed. We may also begin to see some
patterns.

It is also probably helpful to index the contents of the journal. Some people leave the first few
pages of their notebooks empty just for this purpose.
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REFERENCE

Klug, Ron (2002) How to Keep a Spiritual Journal. A guide to journal keeping for inner growth
and personal discovery (rev. edn.), Minneapolis: Augsburg.

RESOURCES

If you are doing Diploma Studies then you might find the unit - reflecting on experiences -
helpful in thinking about journaling and reflection.
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PREPARING YOUR RECORD OF ACHIEVEMENT
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THE RANK AWARD RECORD OF ACHIEVEMENT

INTRODUCTION

Towards the end of your programme, you have to put together a record of your
achievements. This has to follow a simple format. The basic parts are:

e Atitle page
e Alist of contents
e A certificate of completion (awarded by the Rank Foundation).

e ¢KS wlyl C2dzyRI i Acxom@léted bnd agrSed By boSh yoii and 2 NI
your manager. (See appendix).

e Asingle page about your host agency that gives the name and contact details of the
agency; a brief outline of its activities; and the dates and length of time you were with
them.

e Atwo page summary of your achievements and personal development during the GAP
experience. This is prepared by you.

e A one page summary of achievements prepared by your manager / mentor.
e ACV.
To this you may add further certificates achieved, and other relevant material.

This short guide explores how you set about preparing the summary; the agency page and a
Cv.

PROCEDURE

You may remember from earlier in the Handbook that the process of preparing the Record
begins with the placement. Recordings, reports and sessions with managers / mentors all
contribute.

STEP 1

The main work should begin a couple of months before the end of the placement (usually at
the beginning of month 5). At this point you should:
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e Update or start to prepare your CV.

e Work with your manager/mentor on the summary of your achievements and personal
development during the placement.

e Prepare a draft single page sheet concerning the agency and give it to your manager
to work on.

STEP 2

In the last month you should complete the Assessment Summary form (see appendix). Both
you and your manager should sign it.

You will also need to complete your own summary of achievements and remind your
manager/mentor to write theirs.

The sheet concerning the agency should also be transferred onto headed paper.

Prepare the title page.

STEP 3

Prepare the folder. Begin by making sure you have all the various parts (they are listed on the
previous page).

Put them in order - and then draft your table of contents. [Remember, later, to include the
Certificate of Completion that you will get from the Rank Foundation.]

Take a photocopy.
Put the pieces into in your Record folder.

The Record and the copy should then be given to your manager. Remind your manager to sign
the section recording your learning and achievements.

QUALIFYING FOR THE AWARD

The manager will forward the copy of your Record to the Hebden Bridge office along with a
note confirming that you have completed your placement. Remember you are only eligible for
the end-of-scheme financial award when the Rank Foundation office at Hebden Bridge has
received the Record of Achievement (and in particular the assessments made by you and your
manager, and the Assessment Summary form).

If the Foundation Office does not receive these materials within two months of you finishing
your placement you will be automatically disqualified from receiving the financial award.
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SUMMARIZING YOUR ACHIEVEMENTS

Your summary of achievements is the end point of your assessment of what has been going on
for you. This involves:

e Noting down the things you have done while at your agency.

e Looking back at your experiences for changes.

e Noting strengths and weaknesses.

e Logging questions, doubts and areas you want to know more about.

This list will be familiar to some of you - you may well have already written a self assessment
for the Diploma Studies Programme. If so, you have a good resource for thinking about your
achievements. Two other resources are any journals you have kept and the reports that you
have written about your placement for the Rank Foundation.

As with writing a self assessment, there are no hard and fast rules about how to approach the
summary. What follows are some suggestions

WRITE DOWN SOME HEADINGS

We suggest that you should try to get some ideas or headings down on paper fairly quickly.
You could begin by listing:

e The main tasks you have undertaken on your placement;
e The main changes in your life;

e How you have changed as a person. This might include the values that are important
to you;

e How you have developed as an informal educator/youth worker;
and so on. You may find other headings for yourself.

The important thing is to get some thoughts out into the open so that you can begin to work
on them. At this early stage they are likely to be quite a jumble.
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LOOK FOR EVIDENCE

A second step is to clarify the headings and the ideas you have jotted down. It is also
necessary to ask a further question of the headings:

What evidence do | have to support this statement?

Here we are concerned with examples or data that show there are grounds for the claims you
make. It is material which helps to establish the truth of what you say.

If you want to know what you have learned you have to look at the nature of the change, e.g.

| am now more patient with young people because | understand that adolescents usually go
through a stage of challenging authority and was able to use this in my work with Tim.

DISCUSS THINGS WITH OTHERS

As we have already seen many people as they begin to order their thoughts and ideas discuss
these with others: colleagues, manager/mentors, and friends. Manager/mentors are
particularly important in this respect.

LOOK AGAIN AT YOUR EXPERIENCES, THOUGHTS AND FEELINGS

Self-assessment such as this involves moving back and forth between your experiences,
feelings and thoughts. It often feels like taking one step forward and two steps back. As we
write things down or get a grip of them in our heads, so we can go back over our experiences
and perhaps understand them in a different way. Doing this, in turn, will alter the way we
think and feel. Where people are really engaged with self-assessment there will always be
unfinished business. It is a process that is part of the daily life of professionals. Assessments
will leave you with questions, with tasks to do and perhaps with new directions for
development.

START WRITING

You should write your summary of achievements using four headings:

e Work undertaken- you should list the main areas of work that you have been
involved in. You need to emphasize those areas where you have had to take
responsibility for the work, or have worked on your own initiative. Your reports to the
Foundation should be useful here.

e Professional developmenthow have you grown as a worker? Here you could look at
the headings used for self assessment on the Diploma Studies Programme as a guide
to the sorts of things to include (see your Handbook).

e Personal development what changes can you identify about yourself? Here you
might think about things such as the way you value yourself and others; whether you
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have greater self-understanding; changes in your attitudes; changes in your interests
(e.g. now taken up reading biographies or water sports); and so on.

e Future developments are there further changes that you want to make? These need
to be briefly stated and to stress the positive.

USE YOUR MANAGER / MENTOR

It can be quite difficult to write something like this - it is worth bouncing ideas off your
manager/mentor; asking them about their view of you. Ask them to read through what you
have written. They may have ideas about what to add in, or what to edit out.

SHAPE YOUR SUMMARY

The basic shape is set out in the box. Remember to include your name and the name of your
agency; the dates of your placement; the four sections; plus spaces for you and your
manager/mentor to sign and date the document.

Summary of achievementsMichael Macquire

Agency:

Placement dates:

Work undertaken:
Professional development:
Personal development:

Future development

Gapper Manager/mentor

Date:
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PREPARING A CV

A CV is simply an outline of your educational and work history. As many of you will know CV is
short for curriculumvitae g KA OK G NI} yatl 4SS fAGSNIrffte& FTNRBY [FOGAY

THE BASIC PARTS

Most CVs can be broken down into seven basic parts:

e Personal details name, address, telephone number, (also e-mail/fax if you have
access), date of birth, nationality etc.

e Education- where you went to school/college, dates and details of any qualifications
you may have gained.

° Errployment—l?l- GSazx SYLX 28SNAQ y I YySa | )/Ife t 201 GAZ)/é
and achievements of each.

e Interests- developmental, sports and leisure activities, and hobbies.

e Other abilities- important knowledge, attitudes and skills that you possess that are
not listed elsewhere.

e Additional information - additions to the information you have already given e.g.
about travel; types of work wanted etc.

e References names and contact details of two people who can produce character
references for you.

GETTING STARTED

Putting together a CV can take a little time. First, there is the task of getting the information
we need, and asking people to act as referees. Second, we need to organize and edit our
material. Third, we have to work on the presentation. There are three golden rules according
to Rebecca Corfield:

1. Keep it simple.
2. Make it clear.

3. Keep it short.
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You need to put yourself in the place of the person receiving your CV. The information you
give helps them form a picture of you. Therefore, you need to do yourself justice, to present
yourself in a way that highlights the good points of your experiences and abilities. Remember
also that first impressions count. By keeping things short and simple you can communicate the
key points you need to make.

Where to start? The obvious way is to write down information needed for each section.

YOUR CV SECTION BY SECTION

At the end of this piece we have included a sample CV to give you an idea of what we mean.
Here we will go through the six sections of a standard CV.

1. PERSONAL DETAILS
This can be fairly straightforward to write. The important thing is to make sure that the
information is correct.

Name A common way of setting out your name is as follows:

Michael MACQUIRE

The family name comes last (as in normal English usage) and is in capital letters so it stands
out. On a CV it is only necessary to put your first and family name. Including any other names
can be confusing.

Address.Put your full address and postcode. Remember that the contact details you give
should allow a prospective employer or agency to get hold of you easily. If you are at a
temporary address (such as a placement or at college) then give that as well (include the dates
you are there).

Telephone numberPut the full dialling code - and only give numbers where it is all right for
LIS2LX S G2 O2yidl OG e2dzp C2NJ SEIFYLX ST R2yQi
to object to calls.

Date of birth. Write the date - 21 January 1985 - rather than use abbreviations. It looks better.
5 2 y Q dowmhydnii age as you will have to keep changing it!

Nationality. This can be important. If you are applying for a job in a country other than in
which you were born, then it is worth saying whether you have a work permit.

There are lots of personal details that it is not necessary to include such as your country of
birth, your height and weight or your national insurance number. As the golden rules state:
keep it simple, short and clear.

2. EDUCATION

As you will see from the example, what you have to include is fairly straightforward. You can
ignore your primary schooling and focus on secondary education and beyond. List things in
order you went through them.

49

LJdzi



PREPARING YOUR CV

You need to give dates and brief contact details e.g. school name, town and postcode. Against
each you should say what qualifications, if any, that you gained. Include the level.

Remember to include any certificates that you have gained or are about to gain as a result of
your involvement in youth work and community education. The obvious example here is the
Diploma Studies Diploma.

Do notput down your failures - the idea is to stress strengths.

3. EMPLOYMENT

This should include all the work you have done - voluntary, part-time, vacation and full-time.
You need to include the month and year of when you started and finished longer-term work -
and the name and contact details of the employer. If it is not clear from the name of the
employer what their business is, put it in brackets after the name.

In contrast to the section on education, you can list jobs in reverse order. You start with your
current or most recent work.

Remember that employers and agencies look for any unexplained gaps. For example, if you
have been unemployed it is worth showing your readiness to work - perhaps by listing the
voluntary work you did. Similarly if you had full-time caring responsibilities - for a child or
family member - then include that.

Getting the basic details is one thing - giving the reader an idea of what you did in a few words
is another. It is important to outline your duties. Several things are worth emphasising here.
First, include your job title and then say what you did. Second, make sure you include details
of any promotions. Third, emphasise any management responsibilities you had, and where
you had to work on your own initiative.

Do notinclude details of pay, the reasons why you left jobs etc. If people want further
information they can ask.

4. INTERESTS

The idea of including this section is to show something about you outside work. It helps

peopletoforY 'y ARSI 2F @& 2dz I -8everherk)SriNEn@udedhingsthaft Qi 6S 2 O
you really are interested in - and have done fairly recently.

You should try to put down interests/activities that present you as a lively and active person.
Include some physical activities as well as social or cultural ones. Only include things that you
are able to talk about. This means being able to describe experiences, to give information
about the interest and so on.

You should use note form:

Hill walking, travel, reading (especially biographies and travel writing), development
issues (I am active in Oxfam).

The small points in brackets give some character to what you are saying - and provide
interviewers with things they can pick up on. This can work in your interest as it can make
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their task more comfortable (and, hence, they may well be more interested in you than
others). However, keep the information to a minimum.

Some guides recommend that you do not say too much about political or religious interests -
unless these are relevant to the role or job you are applying for.

If you belong to any clubs or groups then these it may be worth including these in this section.

5. OTHER ABILITIES
You can add information about particular abilities you have. For example:

Over the last year | have developed my keyboarding and computing skills and am able to word-
process (using Word), do basic desktop publishing (using Publisher) and set up simple
spreadsheets (Excel).

| am able to drive and have held a full licence for cars since 2003.

| can speak and understand French at a level suitable for everyday social and business
purposes.

6. ADDITIONAL INFORMATION

This is your chance to expand on any matters you think may be helpful. An obvious example
here is to explain any large gaps in education or employment. It also allows you to say
something about yourself - and to include qualifications such as an ability to drive, that do not
appear under other sections. Like the last section, statements here are written as sentences.
For example:

| am punctual and good at working to deadlines. | am able to work well within teams
- and can work on my own in situations where | have to take the initiative.
Colleagues tell me that | am easy to get on with and am fair in my dealings with
them.

For much of 2003 | looked after a sick relative and so could only work part-time or on
a short-term casual basis.

| hold a full driving licence.

7. REFERENCES

You need to name two people who can provide a reference for you. One should be your last
employer or current agency, the other can be someone who knows you in another context -
e.g. from school or involvement in voluntary activities such as Guiding.

Including details of referees shows readers that you have thought of their needs. They may
well want to talk to, or get information from, someone who is in a position to discuss your
abilities and character.

Make sure you get permission from referees before you include their names. If their details
are included on a CV they may well get several requests for information.
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When choosing a referee make sure that they are people who will be respected by the
potential employer or agency. This means that they should know something about you; not be
related (if the referee has the same name as you make sure you indicate they are not a
relative); and hold a position (in the community or in an organization) that readers have time
for.

If possible include telephone numbers - but make absolutely sure this OK with referees first.

EDITING

It will probably take you a bit of time to get the information in the shape that you want it.
Remember the golden rules of simplicity; clarity and brevity (keep it short). The best thing you
can do is to show it to several people and think about their comments. Here your mentor /
manager is an obvious choice.

When you read through it ask yourself - does this tell my story clearly? Does it show my
development? Do my achievements come through clearly?

Try to keep things brief - try not to go over two typed pages.

PRESENTATION

It is important to type your CV (preferably word-processed so that things can be altered).

If you prepare your CV on a word-processor do a spell check.

Do notget carried away with fancy designs or graphics. Keep it simple and elegant.
Doread through the CV several times to make sure that there are not any glaring mistakes.

On the next page we have included a sample CV.

REFERENCE

Corfield, R. (1990) Preparing Your Own CV, London: Kogan Page.
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CURRICULUM VITAE

Name Michael MACQUIRE

Address: 20 Ruskin Road, Hebden Bridge, West Yorks. HX7 7Tl
Telephone: 01422 000000

Date of Birth: 21 January 1990

Nationality: UK

Education:

Sept 2001 ¢ Rankwell High School,  GCSEs: English (2), Maths (5), Combined

June 2006 Hebden Bridge, HX7 Science (3), Classics (3), Social Studies (1)
Sept 2006 - West Yorks Diploma of Vocational Education (Level
July 2007 Community College, 2) Sports Management.

Halifax HX1 7YY
Also completed basic first aid course (St

W2KyQa ! Yodz | yOSO ¢

April 2007 - Calderdale Youth + Duke of Edinburgh Bronze Award:

June 2008 Community Service
Expedition, Skills: cooking and rock-

climbing; Service - gardening.

Oct 2009 - July YMCA George Diploma in Youth Work and Informal and
2010 Williams College (with  Education with Community Learning.
the Rank Foundation),
London E16 3PY (This course is rated at 17 ONC level 3

credits and confers qualification as a
youth support worker in England, Wales
and Northern Ireland, and as a sessional
community educator in Scotland)

Rank Award - for work undertaken in
Hebden Bridge.

Employment
Paid:
Jan 2007 - Sept  West Yorks Leisure Parttime leisure assistant
2008 Centre
Duties included supervising the
Hebden Bridge, HX7 swimming pool, organizing events,
6PP dealing with customer enquiries.
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Dec 2007 - Park Agency, Hebden  Various short-term/casual jobs for

June 2008 Bridge HX7 7HH different firms. For example: warehouse
work; street cleaning; packing. Also
general clerical work.

Voluntary:

Jan 2008 - Aug  Kaleidoscope Youth Parttime volunteer - Kids Klub Duties:
2009 Project, Hebden supervising and working with children
Bridge, HX7 3HH (aged 5-11) in an after-school club (3
sessions per week). This included helping
with homework, organizing games and
activities, and talking with children
about their interests and experiences.

Sept 2009 - Kaleidoscope Youth Fulktime member of theGAP
June 2010 Project, Hebden Programme Duties involved working
Bridge HX7 3HH with young people aged (12- 16) to aid

their social development; designing,
running and evaluating activities;
producing a newsletter; taking part in
team meetings; conducting a survey of
leisure opportunities open to local young
people.

| was selected for this work and
sponsored by the Rank Foundation.

Interests Hill walking, travel, reading (especially biographies and travel writing),
development (I am active in Oxfam).

Other abilities Over the last year | have developed my keyboarding and computing skills and
am able to word-process (using Word), do basic desktop publishing (using
Publisher) and set up simple spreadsheets (Excel).

| can speak and understand French at a level suitable for everyday social and
business purposes.

| am able to make presentations to small and large groups.

Additional I am punctual and good at working to deadlines. | am

Information able to work well within teams - and can work on my own in situations
where | have to take the initiative. Colleagues tell me that | am easy to get
on with and am fair in my dealings with them.

For much of 2008 | looked after a sick relative and so could only work part-
time or on a short-term casual basis.

I hold a full driving licence.
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PREPARING YOUR CV

References: Jasmin Brah, Senior Youth Worker, Kaleidoscope Project, Bridge Street,
Hebden Bridge HX7 3HH. Telephone 01422 60000

Vernon Collins, Lecturer in Sports Management, West Yorks Community
College, Hall Lane, Halifax, HX1 000. Telephone 01422 000001
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THE RANK AWARD RECORD OF ACHIEVEMENT

PREPARING AGENCY DETAILS

This is a single page about your host agency that gives:
e The name and contact details of the agency;
e A brief outline of its activities; and
e The dates and length of time you were with them.
It should be headed (unsurprisingly!): Host Agency Details

We suggest that you write a first draft for the agency; and then have them look at it and
amend it.

56



THE RANK AWARD RECORD OF ACHIEVEMENT

ADDING OTHER MATERIAL

There is space in the folder to include quite a range of other material. There are several things
to consider here.

First, the people looking at the folder do not want to wade through tons of paper. One way of
handling this is to list the additional material on a single sheet - and then to include the
certificates etc. as appendices.

Second, it is important that the folder looks smart. Think carefully about including anything
that looks scruffy - does it really add to your case?

Third, you need to organize the material. There is nothing worse than trying to sort through
certificates and materials that are out of order. Group things together.

Last you may want to include a page with a few photographs on it. This can give people a
more concrete idea of the work you have been involved in. However, you should take care
here.

Only include a few photographs - too many and it will look like an album.
e Think about presentation - mount them on paper.

e Label them - so that readers knows what they are looking at (word-process the labels
if at all possible).

e Avoid posed smiling group photographs with you at the centre. Try to go for pictures
that show some sort of process or action.
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THE RANK AWARD RECORD OF ACHIEVEMENT

2K|

iQa

THE TITLE PAGE AND LIST OF CONTENTS

Michael Macquire

Record of Achievement
Rank Award

2010

The contents should be a straight listing of the elements. Remember to include the Rank

Award. This page will be inserted by the Hebden Bridge Office when you have completed the

Award.
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APPENDIX 1

COMPONENTS OF THE RANK COMMUNITY GAP
AWARD SCHEME

AIM

To nurture local talented young leaders, who lack opportunity, through significant full-time

voluntary on-the-job training & experience in informal educational settings using agencies
GAUGKAY wly1Qa ySig2N] o

THE SCHEME

Intakes in January/May/September; Max numbers 40; six months minimum ¢ nine months
maximum.

Selection procedure; registration form; references; letter of application; CV; and
interview.

Two three-day training residentials.

Board & lodging; training; travel and personal allowance paid for. Two training residentials
provided.

Monthly reports submitted by Gapper. Final assessments undertaken by the Gapper;
Agency manager; Rank and the College.

A record of achievement portfolio is provided.
Qualifying Gappers awarded between £750 to £1200.

Opportunities to undertake personal development courses at Outward Bound; Sail
Training Association and The Jubilee Sailing Trust. (Bursary of approximately £750-£1000
plus £40/£75 personal contribution).

SCHEME ETHOS

Access to all eligible young people with latent leadership potential and flexibility to meet
their particular needs, e.g. childcare; interpreters; special equipment.

Training is integral and is coupled to full time youth work and leadership experience.

Retains the integrity of involvement in youth and community work and looks to the
AYRAQDGARdIZ £t Q4 KDORIBy a2y SEGKE
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APPENDIX 1: COMPONENTS OF THE GAP SCHEME

e Recognises this as a period of transition to greater self-reliance and community
responsibility.

e Mutual understanding of shared values between Gapper; manager; agency; Rank and
College.

GAPPERQ CRITERIA

e Aged 17 to 24 years and is known to the host agency over a significant period of time.

e s experiencing a particular gap in their lives circumstantially or through lack of
opportunity.

e Has demonstrated an ability to make things happen and is judged to possess latent or
under-utilised leadership potential, and possibly in a phase of transition in their lives.

e Wishes to be committed to a period of full-time work in their community.

e Expresses a desire to undertake further training and personal development and a wish to
WIAPS o001 Qo

e Demonstrates an ability or potential to communicate and work effectively with others.

AGENCY CRITERIA

e They are part of The Rank Foundation Network and have a proven record of youth work
and volunteering.

e They can provide quality support, management and supervision appropriate to the
Gappers needs.

e ¢KS2 OFy LINRBRdzOS (GKS DI LILISNRE NBFSNByY
programme.

e There is sufficient access to youth work experience and training is seen as integral to the
job

e Appropriate accommodation is identified as required.

THE RANK FOUNDATIONQ COMMITMENT

e Administering the whole scheme, producing a quarterly newsletter, and overall quality
control.

e Interviewing potential Gappers, visiting them on site, receiving reports and monitoring
results.

e Operating the training residentials and assessing the performance of the Gapper overall.

e Facilitating annual business conferences to evaluate the Scheme and share ideas.
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APPENDIX 1: COMPONENTS OF THE GAP SCHEME

e Fund the investment in the individual Gapper. ( £6500 average cost per Gapper for six
months)

e hNEIYA&ES (KS Iyyddt G3INIRdd GA2YE S@GSyd Ay [2Y

e Liase with the YMCA George Williams College over training issues.

KEY EVALUATION CRITERIA

e What the Gappers go on to do next. On-going contact is encouraged so as to monitor this
and provide support ¢ either by the host agency or the Foundation.

¢tKS AYRAGARIZ f Qa NBO2NR 2F (GNIAYyAy3a I OKASBSYS
portfolio.

e A Gappers personal testimony of their time on the Gap Scheme and that of the host
agency.

e Ajudgement on the Gappers maturing attitude towards leading, their personal
effectiveness and aspirations for the future.

e Completion of six (9) monthly reports, attending two residentials and a good work record.
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APPENDIX 2

OUTWARD BOUND C OFFER OF BURSARIES

The Foundation is primarily offering bursaries for the Three Week Classic Course

¢KAA &SIN (GKS -a0KSYSQa F2NXNIFG A&y

1. The Rank Foundation will pay 75% of the course fees;
2. ¢CKS hdzilgl NR . 2dzyRQa O2N1IR NI (S aLRYyaA2NBKALI ¢

3. The young person along with their supporting agency will pay £65 (payable as a
deposit at the time of booking which should be made payable to the Outward Bound).

There are 12 bursaries on offer and these will be reserved on a first come, first served basis
until they are all allocated, then the offer will close. Accident insurance cover is provided by
Outward Bound (details available direct from them)

The young people will also require transport costs to and from the Outward Bound Centre and

thismaywellbeda 2 YSOKAY 3 (GKI G @2dzNJ 2NHI YA &Eséorke@ y O2dzf R
Travelé Fl1 OAfAGASE aK2gAy3a LIAOTdzL) £t 201 A2yax GAYSa
young person wishes to use these.

Pocket money is also useful and amounts involved depend upon common sense. All meals are
provided but there will be opportunities to purchase confectionery, sweatshirts etc. A list of
recommended clothing will be provided nearer the time of course take up by the Outward
Bound. All other specialised clothing and equipment will be provided. Students will be asked
by Outward Bound to provide a £10 returnable deposit in case of breakage or loss.

There is no doubt that for the right young person this experience is very powerful and
positive. The teamwork, comradeship, growth of confidence and development may very
easily provide you with a young volunteer on your project. However, it is essential that the
criteria of your selection and follow-up are suitably handled, otherwise the experience may be
wasted and the result could be a disillusioned youngster.

The criteria should include:

— aproper selection procedure (this has worked best for people who are known well by the
host agency and are properly assessed)

— giving the potential participants correct information on the Course and on the nature of
Outward Bound

— fundraising (if required for deposit) and preparation
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APPENDIX 2: OUTWARD BOUND

— travel arrangements

— followthrough-a ¢ KI 1 Qa4 Yy SEGKES RSONARSTAYyIAZ SOl fdzk GA2Y
experience

— The Rank Foundation requires a short report from the young person on their experiences,
as soon as possible after the course, preferably within 4 weeks, (Sent to the Penrith
Office). Please note that if we do not receive their report we reserve the right to withdraw
future opportunities for Outward Bound bursaries being available to the Project.

— In addition the participant will receive an Outward Bound Tutors Individual Course
Overview and Profile (Belbin Report).

All of the above points are important and will add to the ultimate success for the individual in
your organisation.

If you would like to take up this please telephone Helen Stockdale at the Penrith office (see
inside front cover) to confirm availability and explain the procedure, a booking
form/participants questionnaire will then be forwarded. You will receive a full Booking
Form/Joining Pack from Outward Bound closer to the starting date after which any further
correspondence should then be forwarded direct to Outward Bound.
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APPENDIX 3

JUBILEE SAILING TRUST AND TALL SHIPS YOUTH
TRUST VOYAGES

The Rank Foundation fund two berths with:

e The Jubilee Sailing Trust [one able bodied person (acting as a Buddy) and one disabled
person]. The applicants should be well known to the agency and the worker/manager.
They must be aged 16 plus. There is no upper age limit. All applicants must read the
information provided by the JST and pay particular attending to the Voyage
Application notes and Booking Conditions on page 6 and 7 of the brochure. If you
require further information about the disabilities that Jubilee cater for on their ships,
please call Natasha Heny at the Hebden Bridge office. See the brochure on:

www.jst.org.uk

e The Tall Ships Youth Trust ¢ voyages in the 16 - 25 age group and 18+ categories if
applicable. Participants must read the Conditions of Booking on page 26 of the
brochure. Particular attention must be paid to the item regarding Insurance on page
24 of the brochure. It is now the policy of TSYT that no one will be allowed to join a
g2el 3S dzyt Saa GKSe& KI@S | NBOSgdtkRe 2F GKS LI N
brochure on: www.tallships.org

¢CKS C2dzyRFiA2y Q& ONRARIGSNRALF F2N) Fdzy RAy 3 ad SNI K& 2
agencies:

e Institute a proper selection procedure - best results come where the applicant is well
known to the host agency and can be properly assessed.

e Give the potential participants correct information about the voyage.
e Attend to the follow through, debriefing and application of the experience afterwards.

e The Rank Foundation will fund the cost of each berth. They will also pay for the voyage
insurance in the case of Jubilee Sailing Trust voyages. Applicants/projects are required
to pay travel expenses to and from the ship, course pocket money etc., and, for the
compulsory insurance in the case of Tall Ships Youth Trust voyages

e A report on the voyage experience has to be submitted once the participant has
returned home (within one month)

e All the above factors are very important and will add to the ultimate success of the
individual in your organisation.

You need to talk to your youth director about the scheme.
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APPENDIX 4

RANK PUBLICATIONS AND RESOURCES

We have developed a substantial set of support pages and publications. Much of the material
can be accessed directly from our web pages (see below). Other material is available from the
College. If you need copies of publications (single copies free to Rank Network agencies)
please contact Mark K. Smith (020 7540 4929, m.smith@ymca.ac.uk).

INTERNET

Our support pages at www.rankyouthwork.org contain a wealth of information and material.

This includes:
e Details of agencies in the Rank Network.
e Downloadable Handbooks, briefings and college support materials for agencies.
o  Study support for workersand WD I LILIS NRA Q
e Support materials for business conferences and events.
e Research findings and briefings.

There is also a range of relevant material contributed by a number of people associated with
the Rank Network in the informal education archives and encyclopaedia ¢ www.infed.org.

BRIEFINGS

Youth work and gangshis briefing examines the nature of gangs ¢ and the response that
youth workers can make. It is an outcome of exploration by workers and others involved in

the Rank Foundation's youth work network. [February 2008] Download:
www.rankyouthwork.org/briefings/youth work and gangs.pdf

What future for youth work?This paper examines the state of youth work, some of the issues

facing workers and young people, and possible ways forward for local agencies in the
voluntary sector. Originally used at the Rank Network Conference. [October 2007]. Download:
www.rankyouthwork.org/briefings/developments in_youth work.pdf
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APPENDIX 5: PUBLICATIONS AND RESOURCES

PUBLICATIONS

Jounreying together. Growing youth work and youth workers in local communitigsis

book explores the experiences of workers and managers in the Rank network. It looks at the

nature ofyouthwork¢l YR K2g 20 f | 3SyOASa OFly RS@St2L) g2
a copy of the book just ask your Director or the College for a free copy.

Journeyng together. Youth work through the Youth or Adult? Initiativ@his DVD and
booklet explores the work of the initiative and the experiences of the workers involved. It
explores the essence of youth work and the wider impact of the work. Download:
www.rankyouthwork.org/journeyingtogether/

CAdZNYyAYy3I t2Ayliad ¢6St OS &haovd &plose2thW&GINRIZ (1 6St @3S &
young leaders in local communities that have touched other people's lives; and whose lives

have been touched by young people. Created by Offcuts. Download:

www.rankyouthwork.org/turningpoints

Coming of Age. 18 years of learning from the Rank Foundation Gap AwaedAward opens
up a unique mix of opportunities for personal development and service. In this new
publication young people describe the journey of their personal growth that is at the heart of
the GAP experience. Alongside their stories, some mentors analyse the success of the scheme
and the lessons they have learned. Compiled and edited by Alan Rogers. 2005 28 pages A4.
Download: www.rankyouthwork.org/comingofage/

Taking a Gap Yeadrhis report by Zareena Abidi examines the growth of the gap year industry
and the concept that taking a year out could be considered a valuable learning experience for
young people. It looks in detail at the experience of the Rank Foundation GAP Award. 2004 66
pages A4 (Only available as a download from our support pages).

Inside Youth Work. Insights into informal educatioBased on the work of projects
supported by the Rank Foundation and Joseph Rank Trust this publication shows that keeping
faith in youth work pays dividends. It looks at the central elements of youth work and the
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APPENDIX 5: PUBLICATIONS AND RESOURCES

contribution they make to individual lives and to local communities. Compiled and edited by
Alan Rogers. Price 2003 32 pages A4. (Also downloadable as a pdf from our support pages.)

Youth Workand the Spark of the Divindn this inspiring booklet Larry Parsons reflects on his
philosophy of youth work ¢ and the fundamental significance of the spark of the divine that he
believes is in everyone. 2002 A5 ISBN 1 870319 14 1 £1.50. (Also downloadable from our
support pages.)

Born and Bred? Telling stories of leadershipCD created by Peter Cutts that explores
experience around leadership. Hear educators and young people talk about their work and
efforts. Seven tracks: In the dock; Camden United; Role play; Time and talents; All together
now; Building tepees; in the garden. Complete with notes. July1999. Price £6.99. (Also
downloadable from our support pages.)

Born and Bred? Leadership, heart and informal educati@fritten by Michele Erina Doyle
and Mark K. Smith, this book explores the nature of leadership, the importance of heart, and
the role of informal educators. Linked to the CD and with net support. July 1999. ISBN 1
870319 12 5 (Also downloadable from our support pages.)

Youth Work. A foundaibn for the future. This lively compilation explores the various
approaches to informal education that can be found in the Rank Youth or Adult? Projects.
Compiled and edited by Alan Rogers. 1995 65 pages A4 ISBN 1 870319 09 5

Learning to Learn AgairThis booklet examines the development of the Induction Studies
Programme for the Youth or Adult? Initiative. Chapters explore the nature of the Initiative, the
relationships between the various parties (funder, agency and college) and how the training
programme was planned and run. Edited by Linda Deer Richardson. 1989 43 pages ISBN 1
870319036

hy GKS D!t o , 2dzy 3 LJS 2 LJ Séar@elyﬁrﬁthdg)MUSg)/O Sa 2F @2t da
volunteers, this booklet concerns the experience of longer term, full-time volunteers.
Compiled and edited by Leigh Thorsen. September 1996 24 pages A4 ISBN 1 870319 109

Investing in SuccesSompiled and edited by Linda Deer Richardson this booklet explores
different dimensions of the Investing in Success Initiative. September 1997 ISBN 1 870319 11 7
A4 16 + iv pages.

Setting Up and Managing Projecthis book examines some key issues and problems
associated with setting up and managing projects. Edited by Mark K. Smith. 1994 76 pages A4
ISBN 1 870319 07 9 (Also downloadable from our support pages.)

Youth or Adult?c the first five yearslooks at the development of the Initiative with
contributions from project workers, managers and others involved in the Initiative. 1993 103
pages A5 ISBN 1 870319 06 0.

The Challenge for Voluntary YduiOrganizationsBeginning with an examination of the
changing position of young people, this book then looks at a number of specific examples of
work. Concluding chapters explore the organizational innovation necessary for successful
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project work and the particular challenges facing voluntary youth organizations in the 1990s.
1991 68 pages A4 ISBN 1 870319 05 2

For agencies within the Rank network we can supply single copies of each publication free.
Please contact Kevin Robinson at the College [see inside front cover for contact details]. When
2 NRSNA Yy 3 LI BgendyHandhlolakQ d¥ T NS S
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APPENDIX 5

FINAL ASSESSMENT SUMMARY

Downloadable as a Word file from www.rankyouthwork.org/gap/index.htm )

This form should be accompanied by a brief report / assessment / summary from both the

Gapper and the Manager.

{SS 2JSNX
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FINAL ASSESSMENT SUMMARY

Name of Manager: Host Agency:

WD LILISNDY School (if applicable)

Inclusive dates of time as a Gapper, i.e. day/month/year:

Main aims and expectations of Gapper's placement:

What were the main achievements and results? Were the aims and expectations met? How?
What were the gaps and what gaps were filled?

How would you assess development/improvement, i.e., leadership/initiative/confidence?

What training has been undertaken? Has the training/learning been applied and, where
appropriate, what qualifications have been achieved? What skills have been gained?

What are the Gapper's short/long term plans e.g. work/job/higher or further education?

Additional comments (e.g., any recommendation regarding final award):

Signed- Manager : Gapper:

N.B: The Rank Foundation will make the final decision. Assessments, residentials, visits,
reports, training and progress are all taken into account. Canvassing will result in
disqualification. There is no appeal.

For internal use only recommended award, i.e., £750 - £1,200:

Director of Youth Projects comment
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