Project Planning – Guidelines

Page 1    

· The Project coordinator is the person(s) responsible for writing the project and ensuring all resources are available for staff and students

· The Graduation Stage refers to one of the 4 levels a student can work at during a project:




  

· Duration refers to the amount of intended time given to the project.

Page 2 -  Begin with the End in Mind
· When describing a project idea or theme briefly summarise what you would like the students to explore.   In the case of stepped projects this could be a number of topics based around a central theme.   
· The Skills we are focusing on can be divided into 3 areas:



· The Learning Capacities refer to Guy Claxton’s 17 learning capacities. 

· We should be recording which aspects of the National curriculum we are covering.   As the programme develops in future years, it is essential that we have an accurate map of where the contents of the KS3 National Curriculum is covered.

Extra Note:  It is not the intention of this page on the form to record any great detail or the standards we expect.   The main purpose of this page is to enable the overall co-ordinator of the course to map learning to ensure students are given the opportunity to follow a broad and balanced curriculum.   

Page 3 -  Craft the Driving Question
· The Driving Question is the key focus of the project; it should promote student interest and directs students towards the project’s goals and objectives.   There are certain guidelines we should follow when creating the driving question:
· They are provocative

· They are open ended
· They go to the heart of the subject or topic
· They are challenging
· They can arise from real world dilemmas the students find interesting
· They are consistent with agreed assessment outcomes
Appendix 1 has examples of how a good question can be transformed into a driving question

· In what ways will the students develop/cover the skills and knowledge outlined on page 2?  In this section you briefly describe ways the driving question or problem will cover the specified skills and knowledge.  Will the driving question motivate the students to do as well as know?  
Page 4 - Plan the Assessment
· Outcomes must be assessed in order to provide clear opportunities for the students through their products, to demonstrate what they know and can do.  Initially when planning the assessment of the outcomes, it is essential that the outcomes are aligned to products and evidence of skill development and the capacity to learn.   Products and evidence can be:
· Presentations
· Reports
· Essays
· Exhibits
· Models
· E-portfolios/journal
· Witness statements
This page has been divided into three sections in order to identify assessment which will take place during the project (the processes) as well as the culminating products at the end. The Products identified should be those you wish to assess at specific times during the project 

· Early in the project  Examples of what we could assess early on in the project:
· Proposal for the project
· Planning

· Team organisation

· Identification and selection of appropriate information

· Initial design

· Effective questioning

· Thinking skills

· During the Project.  Examples of what we could assess during the project:

· Team work
· Effective communication

· Teaching/coaching others

· Leadership

· Interim reporting
· Revising skills (revising plans)
· Using information

· Storing information

· Problem solving

· Creativity

· End of Project.  Examples of what we could assess at the end of the project:

· Presentation products

· Written products

· Media products

· Technological products

· Literacy/numeracy

· Understanding of content

· Review/evaluation skills

Note:  The assessment of the development of the 17 capacities to learn is a central focus for assessment throughout the project.   Evidence of this will in the main come through learning logs and records of the process the student has underwent to complete the project
Pages 5 – 7 - Plan the Assessment
· The purpose of these three pages is to create a rubric for assessment.   This is a scoring guide to differentiate between levels of student performance.  The process of writing this rubric will ensure we are clear about what we want our students to know and be able to do.   The clearer our outcomes, the clearer the project will be to our students.   

· There are three tables; one for each section of the project.   In each section you are asked to define

· the criteria:  This is the aspect of the product or the evidence of the development of one of the capacities to learn.   Note: The product could include/focus on a number of contributing skills e.g. planning, team work etc – as mentioned on page 2.   It could also focus on specific capacities
· The next three columns focus on the level attained.   A three point scale is included on the table.   A five point scale may be more effective.  

· The ‘limited’ column is a descriptor of the minimum standards.   In simple terms this could be regarded as a fail

· The ‘proficient’ column is a descriptor of the basic standards required to ‘pass’ or in other words, you are confident this student can apply the skills confidently or understands the concepts.
· The ‘advanced’ column is a descriptor of the standards you would expect of an exemplary performance.  This student is fully competent with the criteria being assessed.   

· Use student language in these rubrics

· Appendix 2 has examples of rubrics.   They are on a 5 point scale, but can be easily applied to the 3 point scale
Page 8 – Map the Project
· This page asks you to select one product from the project.   If a project has more than one product then you may need to fill in more than one page.  
· In the table, you are then asked to identify all the skills and knowledge required to complete the project.   Fill these in the left hand column.

· For each skill or aspect of knowledge, tick the appropriate box:

· ‘Already Learned’ means the students will already have covered this in another project – the main purpose for doing this again is for reinforcement.   

· ‘Taught before the project begins’  means that the students will have to be given specific instruction/training, before they can begin the project

· ‘Taught or developed during the project’ means that the students will be given the chance to develop the skill or gain understanding of a specific aspect of knowledge  during the project.   This may be through seminars, training sessions, presentations etc.   

· It is important that this page is filled in accurately as it will be used for mapping purposes.   
Page 9 – Map the Project: Providing scaffolding 

· The following two pages look specifically at the scaffolding you will give students in order to assist them with their projects

· The graduation level the students are working at will have a direct baring on the amount of scaffolding required

· The first type of scaffolding relates to the direct instruction/training to be given.   It is important to mention in the description, who would be the most likely member of staff to deliver a particular session.   (When it is carried out is covered on page 11.   You should also mention the duration and any specific resources/rooming required.   Will the session be held more than once?   If it is a mandatory session, will you want to hold it in the Theatre?   There are one of three columns to tick for each session:

· Mandatory – this means that all students must attend the session

· Important – Students ought to attend.   At the very least someone from a  team should attend and ensure it is fed back

· Optional – these are sessions which offer additionality.   If attended they will contribute to a richer project, or possibly the development of new skills

· The second type of scaffolding relates to the handouts on offer.   E.g. charts, writing frames, timetables, forms etc.    Many of these will be standard for all projects.   This section is where much of the differentiation in the project comes into play.   There are one of three columns to tick for each handout

· Given to all – These are the standard forms, instructions, guide lines etc for the project.   They are given to all students either at the beginning, during or end of the project.
· Given on request – These are the additional support materials that are available to students who are struggling.   Students are aware they exist at the beginning of the project and know they are available if they ask for them.   Please Note – It is important that the learning coach discusses the difficulties with the student or team before giving these out.   We must avoid spoon-feeding.   Have the students explored all avenues??   

· For those in difficulty – These resources are for students who are really struggling or who are very likely to struggle.   The students do not know they exist.   It is at the discretion of the learning coach to decide whether or not the student will benefit from these resources.   If the student will feel very demoralised without these resources, then they should be given.  Please Note:  Giving these resources may mean the student is working at too high a graduation level.   
Page 10 – Map the Project: Providing scaffolding cont.

· As with the second type of scaffolding the third type relates heavily to the graduation level the student is working at and differentiated materials. These resources are related to electronic resources.   Again the same three columns as the previous section have to be ticked.   The same definitions apply.   By e-resources, we are talking about:

· Web sites

· Links available to other websites

· Electronic mind-maps/plans  
· Exemplar materials

· click button directions

· Blog sites

· e-portfolio

· WIKI sites

· The final section looks at external support.   What or who can we use from the wider community to help with the project.   The three columns are:

· Given to all.  This is the type of support that may come in the form of presentations by employers/community groups, e-mentors (if available), or a panel of judges
· Given on request These are resources such as business mentors who may offer support to appropriate students.   The students know these resources exist, but again it is important that the learning coach discusses this fully with the student

· For those in difficulty.   This may be LSA support, mentors or counselling where appropriate.   

Page 11 - Map the Project – Drawing the time line
· This section asks you to draw a story board for the project.   This is the planning page will be a guide for all the learning coaches and staff involved with the project.   It is essential that the following is included:
· Introduction 

· Planning time

· Dates of seminars (who will run them?)

· Possible schedules for interim reviews/meetings with teams (assume 4 teams per group)

· Key milestones

· Suggested preparation/research time

· Suggested final draft/rehearsal time

· Products

· Presentation dates (submission of product)

· Self review and evaluation date

· A version of this page can created for students.

Page 12 – Managing the process 
· This page highlights the differences between this project and other projects

· Is the time scale radically different

· Are the types of tasks different (e.g. is the aim of the whole project, to solve a mystery)?

· Is the project and induction for the whole programme?

· Are the rooming requirements different?

· Is there big budget implications

· Is parental permission required for anything?

· Will students play a bigger role in the planning of the project?

· What additional roles may the learning coach have?

· What additional SEN/EAL support may be needed?

· This page also asks for any foreseeable difficulties or problems to be identified.   It is important that in addition to this, all problems and difficulties should be accompanied with possible solutions.   

1.  Employability Skills


-  Resources: knowing how to allocate, time, money, materials space and     


          staff


-  Interpersonal Skills: They can work in teams, teach each other, serve   


   customers, lead, negotiate and work with people from culturally diverse 


   backgrounds


-  Information: Acquires and evaluates information, organises and   


          maintains information, Interpret and communicate, uses computers to  


          process Information 


-  Systems: Understands complex interrelationships; they understand 


          social, organisational, and technological systems; They can monitor and 


          correct performance; they can design or improve systems 


-  Technology: They can select equipment and tools, apply technology to 


  specific tasks and maintain and troubleshoot performance.





2.  Basic skills and Competencies


     -  Literacy:  Reading writing, listening and speaking


     -  Numeracy:  arithmetic and mathematics


     -  Thinking Skills:  the ability to think creatively, make decisions and solve 


         Problems


      -  Personal Qualities:  Individual responsibility, self esteem, self   


         management, sociability and integrity.  








 





3.  Skills for success in a knowledge age


     -  Critical thinking:  analysis, research


     -  Creativity:  new Knowledge creation, artful story telling, design solutions


     -  Communication:  Crafting messages, using media effectively


     -  Computing:  Effective use of electronic information and knowledge tools


     -  Career and learning self-reliance:  managing change, lifelong learning


					      and career redefinition











Stage 1 Asteroid At this stage:


There is limited/no input by the student in the design of the project


The teacher selects the topic


The teacher defines the learning outcomes


There is easy access to specified resources/guidelines/tips


There is very limited/no autonomy in terms of student activities


The teacher defines products and activities


Teacher controls the timeline and pace of project


The student is under constant supervision








Stage 2 – Moon At this stage:


The teacher solicits some student input in the design of the project


The teacher has the final say on the direction of the project


The teacher and student negotiate some learning outcomes


The teacher defines other learning outcomes


The student has some autonomy in deciding activities, with teacher approval


The teacher defines final products 


The student and teacher negotiate the timeline for the project


The student is given some time for unsupervised research, but within an  agreed area (unsupervised by Learning Coach)








Stage 3 Planet At this Stage:


The teacher allows the student greater input in the design of the   project


The students can choose the direction they wish the project to take


The student defines learning outcomes


The student has autonomy in deciding activities, 


The student defines the final products 


The student determines the timeline for the project (within a specified 


   duration)


7.  The student has autonomy to choose where they work (agreed boundaries)





Stage 4 Star At this Stage:


The student designs their own project (Must meet coach approval) 


The students can select the topic they wish to study (from NC map)


The student defines learning outcomes


The student has autonomy in deciding activities, 


The student defines the final products 


The student determines the timeline for the project


7.   The student is given autonomy to choose where they work within the 


Academy (they can negotiate to learn with other Year groups)











