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1.	What Did I Do?
	What activity or experience was I involved in?
		
		
		
		
2.	What Did I Learn?
	What new knowledge, skills or insights did I gain?
		
		
		
		
3.	What Went Well/What Was Challenging?
What did I do successfully?         •   What did I find difficult or surprising?
		
		
		
		
		
		
4.	What Does this Show about Me?
	What skills or qualities did I demonstrate or develop?
		
		
		
		
		
		
5.	What Will I Do Next?
	How will I use this learning in the future?
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1.	Skill(s) I Used
	(e.g. communication, teamwork, problem-solving)
		
		
2.	Examples of Me Using These Skills
	Describe specific moments.
		
		
		
		
		
		
		
		
3.	How Will I Develop These Skills Further?
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1.	Feedback Received
		
		
		
		
		
		
		
		
2.	Were You Surprised by Any of the Feedback?
	If so, why, and if not, why not?
		
		
		
		
		
		
		
		
3.	What Action(s) Might You Take, Based on this Feedback?
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	Strengths
	






	Weaknesses
	







	Opportunities
	






	Risks
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Who I Am
Introduce yourself.
Outline one or two values that matter to you and explain why.
If you are writing your statement for a specific opportunity, explain why you are the desirable choice.
		
		
		
		
		
		
		
		
		
		
What I Can Do
Describe your main aptitudes, achievements and interests.
Explain how your experiences developed your skills.
Use examples that show these skills in action.
If you are writing your statement for a specific opportunity, explain how your skills and experiences 
will help.
		
		
		
		
		
		
		
		
		
		



What I Want to Do Next
Write about what you want to achieve next.
Show how your values, skills and experiences will help you reach them.
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Identify
Think about the job roles you researched and the career fields you explored. 
Choose one that matches your values, interests, aptitudes or goals.
		
		
Explain
Use your personal statement to explain why the role appeals to you.
Consider your strengths, skills, experiences or qualities that relate to this job.
		
		
		
		
		
		
		
		
Research
Look at the different routes that can lead to this role.
Choose one or more providers that offer courses or training linked to your chosen role and consider the opportunities and challenges they each offer.
		
		
		
		
		
		
		
		
		
		
		
		
		
		
		
		


Plan
Decide on one small step you can take now, such as researching a course, 
speaking to a guidance counsellor or finding a volunteering opportunity. 
Use the SMARTER model to make this step clear and achievable.
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Review
A career progression plan is not fixed. As you learn more about yourself and discover new opportunities, 
you can adjust your plan to match your changing interests and goals.
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What?
What happened at this stage of the task?
What did you do or contribute?
		
		
		
		
		
		
		
		
		
		
So What?
Why was this important?
What did you learn about yourself, working with others, or the task?
		
		
		
		
		
		
		
		
		
		


Now What?
What would you do differently next time?
What skill could you develop further?
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1.	Clarify
What is the problem?
Who is affected by it?
Why does it matter?
		
		
		
		
		
		
		
		
		
		
2.	Ideate
	Brainstorm possible ideas.
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3.	Develop
Create a simple version of your idea.
Share it with others and ask for feedback.
Make changes to improve it.
		
		
		
		
		
		
		
		
		
		

4.	Implement
Decide what steps are needed.
Think about how you would know if it is working.
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Description
What happened?
	
	
	
	
	
Feelings
How did you feel? How did others react?
	
	
	
	
	
Evaluation
What did/did not go well?
	
	
	
	
	
	
Analysis
Why did things happen this way?
	
	
	
	
	
	



Conclusion
What could you have done differently? What have you learned?
	
	
	
	
	
	
Action Plan
What will you do next time?
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Organisation: 	
Dates: 	

1.	What I Did
	(Helped patients, supported children, dealt with customers, organised paperwork, cleaned, etc.)
		
		
		
		
2.	What I Learned about Myself
	(E.g. I work well with people and am organised.)
		
		
		
		
3.	What I Learned from Others
	(E.g. I learned the skills and qualifications required for a career that I am interested in by interviewing 
my supervisor.)
		
		
		
		
4.	What I Learned about the Organisation
	(E.g. how it operates, the challenges, the needs, funding, additional volunteering opportunities)
		
		
		
		
5.	How this Experience Relates to my Career Progression
	(E.g. I now know that I would love to work in the health sector and provide care for people)
		
		
		
		


6.	What Went Well
		
		
		
		
7.	What I Would Do Differently Next Time
		
		
		
		
8.	Feedback Received
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[bookmark: _Toc230347798][bookmark: _Toc231392116]	S	ituation	
Describe what happened and provide context.
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Explain what needed to be done and what your role was.
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Describe what you did.
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Explain what happened as a result and what you learned.
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Before the Placement
Placement details: 	
Dates: 	
My Expectations
1.	What skills do you expect to develop?
		
		
		
2.	What types of experiences do you expect to gain?
		
		
		
3.	What professional behaviours do you think will be expected of you?
		
		
		
Engaging with the Placement
1.	What does the organisation do? What kind of work takes place there?
		
		
		
		
2.	Set two learning goals for your placement.
	Learning goal 1: 	
	Learning goal 2: 	
3.	One question you could ask to get feedback on how you are engaging during the placement:
		
		




During the Placement
Day 1
Describe one example of how you engaged with the workplace (for example, observing tasks, asking questions, helping with activities or following instructions).
	
	
	
	
	
	
	
	
Day 2
Describe one task you completed and/or skill you applied or improved.
	
	
	
	
	
	
	
	
Day 3
Schedule a formal feedback session with a supervisor. Record any feedback you received below. 
	
	
	
	
	
	
	
	
	
	


After the Placement
Reflect on Expectations
1.	Choose one expectation you had before the placement and compare it with reality.
	Expectation:
		
		
	What actually happened?
		
		
		
		
2.	What did the difference between your expectation and reality teach you?
		
		
		
		
3.	How could this learning help you in future work, school or community activities?
		
		
		
		
Reflect on Feedback
1.	The specific feedback:
		
		
		
		
2.	What does this tell you about how you engaged with the workplace?
		
		
3.	What did you do well?
		
		


4.	What could you improve?
		
		
5.	Identify one SMARTER goal based on this feedback.
		
		
6.	Explain how this goal could support your learning or engagement in future situations.
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