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1 Introduction 
 

Welcome to Edinburgh’s Telford College and to School 1. 
 
 Information 

 
This guide is for you to read and refer to during your time with us, studying 
for the SVQ Level 4 Playwork. It gives you information about the School, 

your course, and the subjects you will be studying, including how your work 
will be assessed.  Look in the Student Handbook or on the Student 
Intranet for other important information about the College and its 

regulations. 
 
 The Course 

 
We hope that you will find the course challenging, interesting and enjoyable, 
and that it will prepare you for progression to further study, or to an 

interesting and worthwhile career.  We wish you success in your studies. 
 
 Support 

 
Remember that you’re not alone on the course, because staff and other 
students are there to support you; you’re all part of the same team.  It’s 

especially important to keep in touch with your tutor, who is there to help 
you to succeed in your course.  Let your tutor know at once about any 
problems that arise. 

 
 Organisation 

 

Students sometimes have difficulties with their course work because they 
don’t realise the importance of organising themselves and their time 
properly.  As a student you have to manage your own learning, so make 

sure you complete and hand in your work on time.  Make sure too, that you 
take advantage of the College facilities designed to help you to succeed, for 
example all the resources of the Learning Resource Centre.  

 

 Commitment 
 
The Course Team will be there to help you with your work, but they will also 

be looking for commitment from you.  You have to commit yourself to good 
attendance and being there on time in all classes, or you will miss parts of 
the course, which can’t be picked up later.  Developing a pattern of good 

attendance and good work habits will be a great help to you in your future 
career.  Approach your studies with enthusiasm and commitment, and 
you will gain the maximum benefit from your time as a student at 

Edinburgh’s Telford College. 
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2 Induction 
 

2.1 What it means 
 
The first few weeks at college will be hectic, meeting other students and 

members of staff, as well as finding your way around the college.  
However, we offer a period of Induction, or introduction to your course 
and to the college, and this will help you to settle in very quickly. 

 
During induction you’ll be shown the college campus, facilities and rooms, 
you’ll meet your tutors and lecturers, and you’ll be told about certain 

regulations and procedures which you have to follow.  This means you’ll be 
given a lot of information in quite a short time, but don’t worry if you can’t 
remember everything.  Your Course Tutor will be there to help, and 

induction takes place over the first few weeks, not days, so you’ll have 
plenty of time to ask questions and find out all the information you need. 
 

Remember too, that you can usually find the answers to your questions if 
you refer to this Course Guide and to the Student Handbook.  Use the 
Induction Checklist in the Student Handbook to make sure that you have 

been given all the important information you need.  
 
 

2.2 Timetable 
 
During induction, you’ll find out your timetable.  It’s very important to make 

plans for childcare, for example, to allow you to fulfil all the demands of 
your course. 

 

You will have regular meetings with your Tutor, either by yourself or as a 
group, where you can review your progress and then towards the end of 
the course, make some decisions about what you want to do next 
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2.5 Attendance at college 
 

Regular attendance at classes is very important.  At times it can be 
tempting to miss classes, but it’s worth thinking about what this can mean.  
 

Option 1 
 

What you have to do 
 
Attend classes as required.  80% 

attendance is the minimum 
requirement, 100% if you have an 
EMA. 

and 
complete course work during 
study periods/college days so 

that you have weekends off 

What this will give you 
 
A very good chance of passing 

the course 
and 
a good reference for progression 

to employment or university 
and 
better qualifications 

 

Option 2 
 
You skip classes so that your attendance falls below 80% (that is, two 

missed classes per week) and then this is what can happen. 
 

Skip classes 

 

Fall behind in notes/practical work 

 

Fail assessment 

 

Fail unit 

 

Fail course 

 

Poor reference because of attendance record 

 

Waste of year 

 

Possible loss of future bursary funding/fee payment 

 

No further ahead in career opportunities 
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3 School Staff and their Roles 

 
3.1 Staff 
 

Head of School Alex Craig  
   
Curriculum Manager Jane Carruthers Tel. 0131 559 4698 

   
Curriculum Leader Jackie Vural Tel. 0131 559 4696 
   

Tutors Jane Stevenson Tel 0131 559 4691 
e-mail jane.stevenson@ed-coll.ac.uk 

 

 
 
 

 
 
 

 
Assistant Head                                                
(guidance 

responsibility) 

Duncan Munro 
 
 

Tracey Joyce 
 
 

 
Christine Stronach 

Tel 0131 559 4464 
Email duncan.munro@ed-coll.ac.uk 
 

Tel. 0131 559 4694 
Email tracey.joyce@ed-coll.ac.uk 

   
 
Tel. 0131 559 4664 

   
   

School Support 
Assistants 

Debbie Suttie Tel 0131 559 4730 
e-mail deborah.suttie@ed-coll.ac.uk 

   

 
 
 

3.2 What they do 
 
The Curriculum Manager  (Jane Carruthers) is responsible for the overall 
running of the Childcare and Social Care team. The Curriculum Leader 

(Jackie Vural) is responsible for the running of the Playwork section of the 
team. 
 

 
Your Course Tutor is responsible for: 
 

 guidance in any aspect of your course 

 passing on information which you might need, eg about college 
policy, changes in the course or timetable 

 supporting you through one-to-one or group tutorials 

 working with you to arrange and organise work placements  
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The lecturers are responsible for: 

 
 delivering the course 

 assessing learners’ work 

 dealing with any problem to do with the work for a particular unit. 
 
 

 
The Course Team 
 

The Course Team is responsible for managing the course, including 
everything to do with the curriculum.  The members of the team are: 
 

 the Course Team Leader (Chair – Jackie Vural) 

 all members of staff involved in the teaching of the course 

 a learner representative (elected by class members) 

 an employer representative 

 the Curriculum Manager. 
 

The team meets at least three times per session.  If you have any 
comments, complaints, compliments or suggestions to make about the 
course or the college, you should tell your class representative and he/she 

will raise them at the meeting. 
 
 

 
School Support Assistants (SSAs) are responsible for: 
 

 student enrolment 

 attendance monitoring 

 recording change of circumstance 

 issuing travel expense forms 

 bus tokens 

 processing results 

 council tax forms 

 disclosure checks 
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4 Guidance in the School 
 

4.1 If any problems arise during the course, it’s important to start dealing with 
them right away.  Don’t just ignore them and hope they’ll disappear.  The 
School can give you support and help.  Problems come in all shapes and 

sizes so there are various people whom you can approach. 
 
 

 Your Lecturer 
 
If the problem is to do with a particular unit, then please talk about it with 

your lecturer, who will be pleased to help. 
 
 

 Your Course Tutor 
 
Each class will have a Course Tutor (normally one of the lecturers) whose 

job it is to deal with student problems.  You’ll be able to meet your Course 
Tutor regularly – usually once a week at tutorials.  These tutorials are 
used:  

 
─ to help you settle in to College life 

─ to arrange your individual learning action plan 

─ to review your attendance 

─ to monitor and review your achievements 

─ to let you know about any activities which might be of interest - 

exhibitions, etc 

─ to give you pre-exit guidance before you complete the course. 
 

 
If you ever feel that you’re not coping with any part of your course, 
then please tell your tutor.  Your tutor can arrange for you to have the 

support you need to help your learning.  Remember the staff in college are 
here to help you to achieve. 
 
 

 Your Course Team Leader 
 

The Course Team Leader deals with the day-to-day running of the course 
so you should direct any questions about it to him/her. 
 

 
 Your Class Representative 

 

Discuss any concerns you have about the course with your class rep who 
can take them forward at Course Team meetings. 
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 Assistant Head 
 

Each School has an Assistant Head responsible for guidance and learner 
support development within the School.  If you have a problem which you 
don’t want to take to your Course Tutor, you can always speak to the 

Assistant Head.  He or she will refer you to specialist advisers in the 
Student Services Team, if appropriate.  If you prefer, you can contact the 
Student Service Team directly yourself. 

 
 
 

 The Students 
 

You are responsible for: 
 
─ attending class 

─ notifying the Course Tutor if you are absent 

─ contributing to class discussion and group exercises 

─ checking School and College noticeboards for important information 

about your course 

─ handing in assignments on time 

─ remediating work if necessary, and re-submitting it. 

 
 
 

 School Drop Ins 
 
If you are having problems with your coursework, ask your tutor about the 

Core Skills and School drop-in timetable.  This is a problem-solving 
service provided by lecturers.  They are available at certain times to 
help you with any problems you may be having with any of your subjects.  

You are welcome to come along for help with any aspect of your course 
work, which might be causing you problems. 
 

 
 

 Learner Support 
 

Learner Support is part of the Student Services Team.  They can help you 
if you need support with your studies either because of specific difficulties 

such as dyslexia, disability, sight or hearing difficulties, mental health 
difficulties, health concerns or because you are having difficulty keeping 
up with work or are unsure about study skills and organising your work. 

You must speak to them as early as possible if you have had 
alternative assessment arrangements before or think you might need 
them now, they will help you to apply for them for your assessments and 

exams. 
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They can also help and advise students with disability about applying for 

disabled students’ allowance if your course is eligible. 
Contact Learner Support in Student Services on the ground floor beside 
the Hub 

 
 
 

 First Aid 
 
Each School has members of staff who are qualified to give first aid.   

In an emergency either contact reception, the nearest member of staff or 
phone the college’s emergency number on 4200 (internal), 0131 559 4200  
 

It doesn’t matter what the problem is - let us know and we’ll do our 
best to help. 
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5 Details of the Course 

 
 

5.1 Course Structure   
 
 

       The SVQ Playwork Level 4 course consists of 9 units. 
 

All candidates must successfully complete the following units: 

PW16 Work with colleagues and other partners to develop an organisational 
framework for play 

PW17 Develop manage and review operational plans for play provision 
D16 Establish and develop working relationships  
PW10 Reflect on and develop practice 

 
Candidates should then choose the other 4 units from the following range of options: 

 
Optional Units 

A28 Obtain additional finance for the organisation 
A29 Manage finance for your area of responsibility 
A319 Recruit select and keep colleagues 

A322 Provide leadership in your area of responsibility 
A320 Allocate and monitor the progress and quality of work in your area of 
responsibility 

A321 Provide learning opportunities for colleagues 
A42 Provide information to support decision making 
PW18 Obtain the facilities and services required for play provision 

PW19 Manage and develop play facilities and services 
PW20 Work with other organisations, agencies and professionals 
PW21 Develop and implement procedures to safeguard children and young people 

PW22 Research design and facilitate possibilities for self directed play 
PW23 Support others in assessing the resources they need to provide play 
environments  

 
Students will receive copies of all units at the start of the course or they can be 
downloaded from www.playwork.org.uk 

 
 
 

 
 
 

 
 
 

 
 
 

 

http://www.playwork.org.uk/
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5.2    Core Skills  
 

  One of the main aims of the new National Qualifications (NQs) is to  
  help you develop your Core Skills – the abilities you need as active, 
  enterprising and responsible members of society. 

 
  The Core Skills are: 
 

  Communication 
  Numeracy 

  Problem Solving 

  Information Technology 
  Working with Others 
 

  In this course, the five Core Skills are embedded in the following  
  units and will be recognised automatically as you complete the units: 
 
 

Core Skill Unit Level 
Communication                                             PW16, D16 

 
 

 

Higher 

 

 
  

Numeracy  A28, A29 
 
 

 
Higher 

 
 

  

Problem Solving PW17  
Higher 

 

 

  

Information Technology 
 
 

PW22  
Higher 

 

 
   
Working with Others PW16, D16  

Higher 
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5.4 Citizenship  
 

 Citizenship is about developing your capacity for thoughtful and responsible 
 participation in political, economic, social and cultural life. 
 

 In this course you will develop your citizenship skills throughout all subjects but 
with a specific focus in the following units 
 

Contributing to the protection of children from abuse PW21 

Work with other professionals PW16, 

PW20 

Manage yourself PW10 

  
 
 

5.6             Employability 
  

 “Employability is the capability of getting and keeping  satisfactory   

 work”.  Institute of Employment Studies, 1999. 
  
“To be employed is to be at risk, to be employable is to be secure” 

Peter Hawkins “The Art of Building Windmills” 1999 
  
 In this course you will develop your employability skills .  

  
You will work on 

 preparing a CV 

 preparing  for an interview 

 looking at your personal goals 

 looking at your personal competencies 

 an action plan to develop your competencies. 

  
 Competencies employers are looking for include  

 belief in your self  
 responsibility  
 team working  

 communication  
 ability to respond to the needs of their customer/business  
 a quality focus  

 a results drive  
 willingness to learn 
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In this course you will cover employability in tutorial & placement units: 
    

Work with other professionals PW16, PW20 

Manage yourself PW10 

Tutorial Subjects & Pre Exit guidance  
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5.8 Session times and dates:    
                   

W/B 25th September – W/B 11th June 
Tuesday evening 6.30-8.30pm, Wednesday morning 10-12noon, Thursday 
morning 10-12noon 

 
 

Sometimes there may be some differences by negotiation with your tutors. 

 
The student handbook gives general information about the session, but 
you will need the extra detail given below.  Keep it for reference.  Please 

don’t arrange holidays within college time.  If you do this you will have 
problems getting the work completed.   
 

 
 
                 College Semester dates:  

 
Semester 1 (18 weeks) 
 

Begins Monday 01 September 2008  
 (SVQ Playwork courses start w/b 8th Sept) 
 

Autumn Holiday Monday 22 September 2008 
 
Half Term Monday / Friday 13-17 October 2008 

 
Christmas Holiday Classes end Friday 18 December 2008 

 Classes resume Monday 05 January 2009 

 
Semester 1 ends Friday 23 January 2009 

 

Semester 2 (18 weeks) 
 
Begins Monday 02 February 2009 
 

Easter Holiday College closes Friday 03 April 2009 
 College reopens Monday 20 April 2009 
 

May Holiday Friday 01 May 2009 
 
Victoria Day Holiday Monday 04 May 2009 

 
Semester 2 ends Friday 19 June 2009 
 

                 End of Session Friday 03 July 2009 
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6 STUDYING INDEPENDENTLY 

 
While you are studying this course you will encounter a blend of learning 
methods which may include:  

 

 traditional classroom teaching,  

 group work,  

 project work,  

 lectures,  

 private study,  

 computer-based learning  

 tutorials.     

 
 

This approach to learning means you will have more freedom to decide where 
and when you study which also means you will develop time management and 
other skills that are valued by employers.  It will allow you to progress at your 

own pace, and with fewer timetabled hours it’s easier for you to access 
Telford’s resources whenever suits you best. You can fit your study around 
work or other commitments.   

 
Throughout your course Telford’s expert staff will be on hand to support you 
and help you to tailor your learning to your individual needs.  In addition to 

lecturers and Course Tutors you can access the help of Learning Resource 
Centre staff, Learning Assistants and Student Services Officers.   
 

Studying at college will be a challenging and rewarding experience.  We hope 
that you will find this blend of teaching and learning, together with the high 
level of support and the state of the art technology, on offer in our new 

campus, gives you the opportunity to be in greater control of your studies. 
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7 Progression from the Course 

 
 

7.1 Articulation 

 
It is important to note that being accepted on to a course does not guarantee 
that you will later obtain a place on a higher course in College or a degree 
course at university. 

 
 

7.2 Progression 
 
Your Playwork SQA Certificate will enable you to apply for higher level 

qualifications such as Degree in Playwork 
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8 Assessment Procedures -   
 

 

8.1 Continuous Assessment 
The main feature of the unit system is that college lecturers continuously 

assess work.  Lecturers assess your work to see whether you have 
achieved a satisfactory standard according to the performance criteria for 
that unit.  The assessments may take a variety of forms - case studies, 

projects, short written answers, production exercises to given briefs.  If you 
have achieved the set standard, credit is given and recorded.  If not, your 
lecturer will work out with you where the problem lies and try to solve it.  

You will then be given another chance to meet the standard. 
 
 

8.2 Learner Support 
Students who need alternative arrangements for assessments and exams 
can discuss their needs with their Course Tutor or the Learner Support 

team within Student Services. 
 
 

8.3 Competent / not yet competent 
SVQ assessment process is concerned with whether the candidate is 
Competent / not yet competent this may result in further work being 

required to ensure that the candidate has a thorough understanding of 
their role.  
 

 
8.4 Assessment Procedure 

Although a system of internal assessment is in use, national standards of 

attainment are still needed.  External verifiers visit colleges and ensure that 
the same standards are being applied nationally.  External verifiers ensure 
that unit guidelines are followed, that lecturers assess and record their 

students’ work adequately, and that students’ work genuinely meets the 
standards set out in the unit descriptors.   
Students can be asked to leave the course if their work consistently falls 
below the required standard. 

 
 
The use of the continuous assessment system means that it’s vital that 

all students meet the deadlines, and hand in their completed work on 
time. 
 

The School for a maximum of two academic years must retain 
evidence of achievement 
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SVQ Assessment procedures 
 

     8.5     SVQ Portfolio  
You are responsible for identifying evidence and assessment opportunities 
and for compiling a portfolio to prove you have the knowledge, skills and 

understanding to do your job/work in a childcare setting competently. 
 

8.6      Evidence Gathering 

 
This will most commonly be through "Reflective Accounts."  These are 
written records of what you have achieved.  You will be asked to reflect 

upon your practice stating what you have done and why you have done it.  
You will be asked to compare this against the National Occupational 
Standards. Your assessor will check this and agree (or disagree) that you 

have achieved the required standard. 
 
Other methods used will be 

 Questions can be asked about your work - either in written form from 
your assessor or asked directly while you are carrying out your work or at a 
meeting with your assessor to ensure that you have the specified 

knowledge and can cover the range 
 

 Witness testimony- this is written evidence from a reliable and 

appropriately qualified person within the setting, e.g. a senior colleague, 
which describes how you carried out a particular task or role. 

 

 Work products - records / products which evidences aspects of the 

your work e.g. health & safety checklist, accident report form, menus or 
instruction sheets 
 

 Direct Observation – your assessor will visit you in the workplace and 
observe your work in practice. 

 

 

 Simulations, such as role play - assessor may set up realistic 

simulations when evidence is not naturally occurring e.g. your response in 
the event of a fire 
 

 Logbooks, diaries or notes - if you have completed records or reports 
at work e.g. a child's reading progress they can be used as evidence, ask 

permission for a photocopy and remember to delete surnames to comply 
with confidentiality. 
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SVQ Portfolio Submission: 
It will take up to two years for an SVQ in Playwork to be completed. This 
includes 18 months of classes and a further 6 months in which to complete 

and submit your portfolio to your assessor to be marked. Your Portfolio is 
then “double marked” by the internal verifier before your results are sent to 
SQA. It is your responsibility to ensure your portfolio is completed and 

submitted in this time frame – failure to do so may result in a costly re-
enrolment. 
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8.8 How to apply for an extension 
 

If you were not able to: 
 

 submit an assessment on the due date  
 
then you have to follow one of the procedures below: 

 
        Procedure A Procedure B 
 

 
 
 

 
 
 

Contact your course tutor and 
explain that you will have difficulty in 
submitting an assessment or set 

work on time 
 
 

 
 
 

 
Collect an extension application 
form from your course tutor 

complete it and return it to your 
course tutor 

 

If you know in advance that you 
will be unable to submit work on 
the agreed date please let us 

know in person. 
 
 

 
 
 

 
Complete an extension 
application form in advance and 

return to your course tutor who 
pass it to the course team leader. 

 
Each application for an extension should be backed up, wherever 

possible, by a doctor’s line, appointment cards, a letter from your 
employer etc.  Otherwise, an extension may NOT be granted. 
 

PLEASE NOTE: 

 
IF YOU WANT TO BE GRANTED AN EXTENSION, YOU MUST 

FOLLOW THE ABOVE PROCEDURE. 
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8.9 Application for Extension to Assessment Date 
 

Course Title: _____________________________________ 
 
Unit: _____________________________________ 

 
Outcome: _____________________________________ 
 

Unit Lecturer: _____________________________________ 
 
Date due: _____________________________________ 

 
Type of assessment: _____________________________________ 
 

Date requested as 
new submission date: _____________________________________ 
 

Student’s name: _____________________________________ 
 
Mode of study: _____________________________________ 

 
Home address: _____________________________________ 
 

 _____________________________________ 
 
Work address: _____________________________________ 

 
 _____________________________________ 
 

Contact number: _____________________________________ 
 
Reason for request: _____________________________________ 

 
 

 
Evidence of request attached: YES/NO 

 

 
 

Please return to: Jackie Vural /Course Team Leader 
 SVQ Playwork 
 School of Care Communication & the Sciences 

 Edinburgh’s Telford College 
 350 West Granton Road 
 EDINBURGH    EH5 1 QE 
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9 Malpractice and Assessment 
 

Adapted from College Assessment Procedures document. 
 

9.1 Malpractice 

 
For All Types of Assessment 
 

You are expected to submit your own unaided work unless the lecturer has 
indicated that some kind of collaborative work is acceptable or expected. 
 

Submitting work that is not the candidate’s own is cheating. 
 
You are expected to undertake the assessment as defined by the 

instrument of assessment (eg NAB).  Where the use of notes or reference 
material is allowed this should be clearly explained by the lecturer. 
 

Consulting material that is not permitted is cheating. 
 
For Closed-Book Assessment 

 
You are expected to complete the assessment unaided without reference 
to any notes or reference material. 

 
You should not: 
 

 make use of unauthorised aids eg notes, reference materials, mobile 
phones 

 communicate in any way with another candidate during the 

assessment 
 copy from the work of another candidate 
 remove the assessment paper or answer booklet from the 

assessment room. 
 

If there is evidence of cheating the lecturer can: 
 

 note the matter and take no further action 
 set a fresh assessment for the outcome(s). 

 

If a student admits to cheating and/or where there is overwhelming 
evidence the lecturer should refer the matter to the Course 

Tutor/Curriculum Manager.  The lecturer can recommend then 
invoke formal disciplinary procedures (see Student Discipline 

Policy and Procedures). 
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The result of disciplinary action could be any of the following: 
 

 withdraw the student from the outcome(s) 
 withdraw the student from the unit 
 withdraw the student from the course. 

 
You have the right to appeal against any decision made regarding 
suspected malpractice (see section 9.4 Appeals). 

 
If the decision is upheld and you are still dissatisfied with the outcome, you 
can write to SQA to complain about the centre. 

 
9.3 Exceptional Circumstances 

 

Only where you can prove there are exceptional personal circumstances 
can unit assessment take place after the cut off date. 
 

Exceptional circumstances are: 
 
 bereavement 

 illness/medical condition (medical certification required) 
 personal difficulties. 

 

All requests for an extension due to exceptional circumstance must be 
submitted in writing to the Course Team Leader on the appropriate form.  
 

9.4 Appeals 
 
You can appeal against the non-award of any unit, the non-award of merit, 

or the non-award of the group award.  The SQA has its own appeals policy 
and procedure for appealing against the results of internal and external 
assessments. 

 
Following the notification of recommended results, you may write to the 
Assistant Principal with responsibility for Quality lodging an appeal and 
specifying any mitigating factors which you feel should be known.  The 

appeal must be lodged within 7 working days of the notification of the 
results. 
 

9.5 Grounds for Appeal 
 
The only grounds for appeal will be: 

 
 personal circumstances not known to the Course Team 

 

or 
 
 irregularities in assessment procedures which may have affected the 

student's results in a serious way. 
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9.6 Retention of Assessment evidence 
 
Assessment evidence is retained for two years from the end date of your 

course. You are responsible for making sure that, within two years of 
completing the course, you have received any course certificates you are 
entitled to. 
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10 Certification 
 

 
10.1 Certification 

 

When you start to study a particular unit, your lecturer will introduce the 
subject to you and will tell you what you will have to do to achieve it.  
 

When you have completed the two years work for your SVQ, the Scottish 
Qualifications Authority (SQA) will send you a certificate listing all the 
units you have successfully completed in the year of study.  The 

certificate will be a Record of Education and Training (RET).  It will be 
updated automatically each time you are credited with success in further 
units. 

 
Your Scottish Candidate Number will appear on your certificate from the 
SQA. 

 
 



 

Student Guide 2008-2009 
 

25 

11 Books, Equipment, School Facilities 
 

 
11.1 Books 

 

Book lists are often issued by lecturers at the beginning of each unit.  
Most books recommended will be available from: 
 

Blackwell’s, 53 South Bridge, Edinburgh 
Tel:  0131 556 6743 

 

or from: 
 
Waterstone & Co Ltd, 114 George Street 
Tel:  0131 225 3436 

 
Remember that the College Learning Resource Centre staff will be 

pleased to obtain books for you on inter-library loan. 
 
The following books are recommended for SVQ 4 Playwork: 

 
Evolutionary playwork and reflective analytic practice by Bob Hughes 
Essential Skills for Managers of Child-Centred Settings (Excellence in 

Childcare) by Emma Isles-Buck, Shelley Newstead 
Inclusive Play by Theresa Casey 
Environments for outdoor play by Theresa Casey 

Best Play (download from Play Scotland website) 
People play together more by Play Inclusive (available from Play 
Scotland) 

Playwork – theory and practice by Fraser Brown 
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Appendix:  Study Skills 
 

 
1 The Importance of Study Skills 
 

2 What’s Your Style of Learning? 
 
3 Time Management 

 
4 Sources of Support 
 

5 Research Skills 
 
6 Making Notes 

 
7 Writing Essays and Assignments 
 

8 Presenting Your Work 
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Study Skills for Success at College 
 

 
1 The Importance of Study Skills 

 

As a college student, you’re expected to take control of your own learning 
much more than when you were at school.  You’ll also be expected to cope 
with patterns of assessment or exams which might be different from those 

you’ve known before.  Let’s look at some of the skills you might need for 
successful study in further education. 
 

You will: 
 
 study much more independently than at school, and make use of 

supported self-study materials.  Your lecturers will expect you to ask for 
help when necessary 
 

 probably be studying at a more advanced level than before and may 
have to show understanding of important ideas rather than simply 
regurgitating facts 

 
 need to develop effective research skills to give focused answers to 

coursework and assignments 

 
 need to organise your time to cope with the continuous assessment of 

your work 

 
 need to balance demands on your time – study hard at college but 

make time for social, family and work commitments. 

 
Developing your study skills will help you to take control of your own 
learning.  The additional freedom that comes with study in college can 

become a nightmare if you don’t plan ahead and manage the responsibility 
you have for your studies. 
 
However, it’s important to remember that your lecturers are always ready 

to help if you ask for their advice.  They want you to succeed! 
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2 What’s Your Style of Learning? 
 

2.1 Self-analysis 
Have you ever read those magazine surveys that ask you questions so 
that you can give yourself a score?  This approach to study skills can be 

fun, but can also help you to improve your learning style and 
performance. 
 

 
Activity 

 
Why not start with this SWOT analysis. 
 
Do you recognise yourself in any of these descriptions? Yes No 

 
I work well under pressure   

I like plenty of time to complete my work   

I work best when clear deadlines are set for assignments   

My notes are usually tidy and in order   

Often I can’t find my notes-they’re usually all over the 
place   

I go over my class notes and handouts at home, and add 
to them if necessary   

I don’t look at notes and handouts again unless I have to   

I ask the lecturer to go over any points I’m not clear 

about in class   

I don’t like to ask for help in class   

I think that most of the other students in the class cope 

better than I do   

I enjoy my course   

I attend classes regularly   

I act on the advice my tutor gives me   

I like to work in small groups   

I enjoy working on my own   

Often, I’m not sure what’s expected of me when I’m 

completing assignments   

My IT skills are OK and I use them to produce work 

for assessment   

I’m not very good at selecting the information I need 

from a book/web page   

I revise hard before exams, but I can’t remember what 

I’ve learnt!    

I like to discuss my work with other students as it helps 

me to understand it better   

I need help in learning how to revise for written exams   
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Questions like these can be useful in helping you to weigh up your 
strengths and weaknesses.  Once you know what these are, you are in 

a much better position to plan for success in study. 
 
Now back to that SWOT  analysis. 

 
2.2 SWOT Analysis 

 

You can now use your answers to these questions to carry out your own 
SWOT analysis.  SWOT is an acronym: 
 

Strengths 
Weaknesses 
Opportunities 

Threats 
 
A grid like this is usually used: 

 

Strengths  Weaknesses  

 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 

Opportunities  Threats  
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Activity 

 
1 Use the grid to write in your strengths and weaknesses - 

your answers will help you get started. 

 
2 Try to identify the opportunities you have to help you to 

learn, for example: 

 
 Do you have access to IT facilities? 
 Are you able to ask your lecturers for extra help? 

 Could the Learner Support service help you? 
 
3 What threats stand in your way to improve your study skills?  

For example: 
 

 You don’t have enough time to spend on assignments. 

 You don’t think you can change your study habits. 
 
4 Now discuss your grid with your tutor or classmates to get 

ideas about how you can work on areas of concern.  You 
have to be proactive in helping yourself to do as well as 
you possibly can. 
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3 Time Management 
 

3.1 One hundred and sixty eight? 
 
Lots of numbers are significant to us for different reasons – your birth 

date or telephone number, for instance.  Are these significant to you? 
 

1314 

3.142 
0800 
1066 

    13 
  365 
  999 

  666 
  168 

 

168?  This is the number of hours in a week.  Many students say that 
they don’t have enough time to do all the work that’s expected, so good 
time management is really important because: 

 
 it helps you to avoid workload hotspots – plan ahead and use a 

diary or weekly planner 

 it improves motivation – a checklist of tasks to be completed can 
boost your confidence 

 it puts you in a stronger position to negotiate dates for handing in 

work 
 it makes you much more aware of future coursework deadlines 

and exam dates you need to work to 

 it allows you time to socialise and enjoy yourself! 
 

3.2 Ten Top Tips 

 
 Draw up a timetable, being realistic about the time you can spend 

each week on study, remembering to allow for all your 
commitments.  You’ll also need to allow for unexpected events. 

 
 Plan the week ahead.  If possible-do this at the same time each 

week. 

 
 Stick to the timetable and it will help you to plan your social life.  

You can say firmly that you’re not free at certain times – no need to 

give the reason, but you know you’re going to study. 
 

 Don’t plan long study sessions - your attention will begin to 

wander.  Two hour sessions should be the maximum without a 
proper break.  Remember the saying: If you want to eat an 
elephant, take small bites! 
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 Write tasks down in a planner and include the date to be 
completed. 

 
 Plan enough time to complete tasks – be realistic and again, build 

in some spare time for events like a bout of flu, unexpected visitors 

etc. 
 

 Prioritise what needs to be done: what must be done and what 

could be done. 
 

 Set clear aims for what you want to achieve – decide what you 

want to complete/research/revise, and stop when you’ve achieved 
your aim. 
 

 Review what you’ve accomplished at the end of each day – 
highlight anything that you weren’t able to finish. 
 

 Make use of IT if it makes you more efficient.  For example, word 
processing an assignment lets you draft and re-draft quickly, 
besides giving your work a more professional (and spell-checked!) 

look. 
 

 
Activity 

 
Use this timetable to assess the hours you have for study each 

week. 
 

 

 Mon Tue Wed Thurs Frid Sat Sun 

morning        

afternoon        

evening        
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4 Sources of Support 
 

Though the ability to learn is natural, studying certainly isn’t!  It can be hard, 
and that’s why it’s important for you to make use of all the resources available 
to you in the college. 

 
 Share ideas and experiences with your peers/classmates/fellow 

students.  You can often improve your own understanding of a concept 

by explaining it to others.  Try it and see.  It really works! 
 

 Tell your tutors if you have difficulties – be prepared to negotiate extra 

time to help you to complete tasks.  Remember, your tutors want to help 
you, but first they need to know about the problem. 
 

 Ask your tutors how you can improve your written work, and your 
performance in practical tasks. 
 

 Use the help offered by the Learner Support team. 
 

 Use the resources of the study centres: the staff there can help in lots 

of ways, particularly with research skills but, again, you have to ask. 
 

 
Activity 

 
Can you think of other sources of support? 
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5 Research Skills 
 

You’ll probably find that you’ll have to produce work for assessment, based 
on research you’ve done on a particular topic.  This gives you the opportunity 
to develop research skills, showing that you can work with others, improve 

your own learning and performance, and solve problems. 
 
5.1 Top Tips for Research 

 
 Know how to use IT to suit your purpose eg searching for 

information on the www.  Once you have logged on to the Internet, 

choose your favourite search engine and use its Advanced Search 
techniques. 
 

 Don’t simply copy chunks from pages on the Internet.  Re-
phrase and re-order to match the task you have been set.  Get into 
the habit of interpreting text etc and using it to support your 

answer. 
 

 Use a variety of resources to help your research – newer CD-

ROM and on-line encyclopaedias like Britannica and Encarta have 
built-in Project or Research Managers that can help you to collate 
the information that you’ve found. 

 
 Ask which texts are good resources and get to know your way 

around them – once you’re familiar with the structure, you’ll find the 

task of finding out information will run much more smoothly. 
 

 Always ask yourself three questions when you’re researching: 

 
─ “What am I trying to research?”  Always have the essay 

title etc in front of you as you do your research. 

 
─ “Why am I doing this?”  Make sure you know exactly how 

you are meant to use the information, the purpose of your 
research. 

 
─ “Which style of reading is best for this task?”  For info 

about this, read on. 

 
5.2 Styles of Reading 

 

Close Reading: (word by word) eg chemical and mathematical 
formulae, instructions for practical work etc. 

 

Study Reading: Often repetitive as you aim to learn what you are 
reading.  You plan to absorb opposing arguments, 
important facts and general principles.  (See section 

5.4 later.) 
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Light Reading: Often fast, without the need to absorb facts – novels 
and newspapers are often read this way. 

 
Scanning: This is a quick search for something important like a 

name, diagram or key word.  Students who are good 

at this are much more likely to find just what they 
want quickly and avoid reading in detail other parts 
of the text! 

 
Skimming: You haven’t set out to find a particular fact or key 

word but you want to see what’s there – try looking 

at the Contents page, for example.  Skimming 
allows you to get an overall feel for the text being 
read. 

 
5.3 Reading for Research 

 

 Know which method of reading best suits your task. 
 

 As you read, mark the text (only if it belongs to you!).  Use 

highlighter pens to draw out important parts of the text, but make 
sure you don’t overdo the highlighting or the highlighting 
becomes useless.  Make sideline notes in the margins etc. 

 
 Decide quickly if the article is worth reading – remember to refer to 

the task set and ask yourself what it is you are trying to find out. 

 
 Identify the important points. 

 

Think about how the news is presented on TV: 
 
first the headlines (main points) 

then the detailed news, 
then a summary (a repeat of the main points) at the end. 
 
Lots of good textbooks follow a similar pattern, with each chapter  

having an outline at the beginning and a summary at the end.  
Authors often put the main points of their arguments together in the 
first and last paragraphs, and in the first and last lines of each 

paragraph – the rest often being supporting facts etc. To get a 
good grip of a chapter, try: 
 

–  reading the outline and summary first 
–  reading the first and last paragraphs 
–  reading the first and last lines of each paragraph. 
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Activity 

 
Open one of your textbooks and try reading in the way outlined 

above. 
 
For each paragraph, write down the main first and last sentence 

fact. 
 
Review your list and try to list the main points of the chapter. 

 
Now check by reading the rest of the chapter.  How much more 
that was included was just supporting fact? 

 
You’ll find this a useful method of quickly identifying a text’s main 
ideas. 

 

 
5.4 Study Reading (SQ3R) 

 
This is a highly structured method of study reading. 
 

Survey: Look through the contents list, chapter headings and index.  
Have you got the right book? 

 

Question: Question what you want to find out from the book.  Have 
your assignment title at hand, if one has been set. 

 

Read: Read the book and highlight main points. 
 
Recall: List or make mind maps of the main points. 

 
Review: Check that your recall notes were correct.  Add any extra 

ones as you re-read the chapter. 
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6 Making Notes 
 

6.1 Activity 
 

 
Activity 

 
Why bother making notes at all?  List the reasons for making 

notes. 
 
 

 
 
 

 
 
 

 
 
 

 
 

 

You probably decided that notes could be used: 
 
 for future revision 

 for an immediate essay or assignment such as giving a 
presentation 

 to record something that happened 

 to help test your knowledge and understanding of a topic. 
 
Good notes are needed if you are going to be able to revise effectively.  

By making effective notes, you will also learn more about the subject 
and build your understanding of it. 
 

6.2 Techniques for Making Notes 
 
 Decide why you are making them.  This will determine the style 

of note making that you choose to use. 
 

 Decide when you will make them. 

 
Notes made in class should be done actively; ask your lecturer to 
clarify points whenever you’re not sure.  Listen carefully and pick 

up clues from the way the lecturer talks – s/he will often 
emphasise important points so make sure that you highlight the 
same points in your notes.  You can make notes from texts – 

remember to underline, highlight and make sideline notes in 
the margin. 
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 Leave lots of     WHITESPACE      Leave wide margins and gaps 
between sections to add your own thoughts later. 

 
 Use colour to draw your attention to important ideas. 

 

 Word processed notes can use styles, fonts and sizes to help 
things stand out. 
 

  BOX important ideas. 

 
 Keep your notes dated and filed. 

 
 Once you have made your notes, actively review them.  Could 

you improve them later on, as your overall understanding and skills 

in the subject increase? 
 

 Two commonly used methods are: 

 
─ Linear Notes:  This is the most common way of making 

notes.  It may involve a sequence of paragraphs with 

supporting diagrams and examples.  At its simplest, it is a list 
of bullet points that are easily read and transferred to cue 
cards and revision notes later on. 

 
─ Mind Maps (or spider diagrams).  These are increasingly 

common and are excellent for bringing out connections 

between different ideas. 
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7 Writing Essays and Assignments 
 

If your course doesn’t involve writing essays or assignments, you can skip 
this section!  Lots of courses, however, do ask for essays and assignments, 
both for continuous assessment and to be done under exam conditions, so 

here are a few ideas and tips to help you get it right. 
 
7.1 Structuring Essays 

 
 Simple is best as far as essay structure is concerned. 

 

 Write a title – this may have been given to you, but it should allow 
you to focus on what you should include. 
 

 Plan carefully – most of the work involved in writing an essay is 
done in the initial research and planning.  Re-read section 5.3 and 
remember how professional authors construct their arguments, 

paragraph by paragraph.  Copy this style if it suits your reason for 
writing. 
 

 A good introductory paragraph is very important, briefly showing 
that you understand the question and stating the approach you are 
going to take. 

 
 Allow one key point for each paragraph – don’t ramble. 

 

 Paragraphing is important – each one should have its main point 
made early, and the rest of the paragraph should expand on this 
point by giving examples etc.  Then you need to take another 

paragraph to state and develop your next point. 
 

 Bring your essay to a conclusion.  The final paragraph is very 

important – don’t leave your essay in limbo without an end, but do 
round it off by summing up, and linking back to the terms of the 
question to show you’ve answered it. 
 

 Good essays aren’t written in one sitting: draft and re-draft and 
tackle parts of your essay a bit at a time. 
 

 After your first draft, check that you have answered the 
question.  Did you develop the key words in the essay title?  Does 
your essay have paragraphs covering these points? 

 
 The final draft should be checked for spelling and general 

presentation. 
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7.2 Activity:  Writing an Essay or Assignment 
 

 
Activity 
 

Now put the following 14 points in order, to test yourself on what 
you know about the stages in writing an essay or assignment. 
 

 
Write the essay or assignment.  
 

Review your list of headings for the assignment or essay  
and re-draft if necessary.  
 

Hand in your work on time.  
 
Review your research and select the information you want.  

 
Brainstorm ideas around the question.  
 

Check the sources of quotations and add references.  
 
Read the assignment brief or essay question.  

 
Think about where you might get the information you need.  
 

Draw up a first draft of headings for your assignment or essay.  
 
Do research to get the information you need.  

 
Talk to your lecturer to clarify what is required.  
 

Draw up a plan for the work leading up to the deadline.  
 
Proof read what you’ve written.  

 
Re-read what you’ve written to make sure you’ve included  
all the essential points.  

 
 
Now check your answers over the page. 
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7.3 Stages in Writing an Essay or Assignment 
 

Here’s the recommended order for dealing with the task. 
 
1 Read the assignment brief or essay question. 

2 Talk to your lecturer to clarify what is required. 

3 Brainstorm ideas around the question. 

4 Draw up a plan for the work leading up to the deadline. 

5 Draw up a first draft of headings for your assignment or essay. 

6 Think about where you might get the information you need. 

7 Do research to get the information you need. 

8 Review your research and select the information you want. 

9 Review your list of headings for the assignment or essay and re-

draft if necessary. 

10 Write the essay or assignment. 

11 Re-read what you’ve written to make sure you’ve included all the 

essential points. 

12 Check the sources of quotations and add references. 

13 Proof read what you’ve written. 

14 Hand in your work on time. 

 

7.4 Presenting Your Work 
 
When it comes to handing in your work, remember the saying: First 

impressions count.  They really do! 
 
If you have access to a computer, in the study centres, for example, 

make use of it to give your work the professional touch.  Computers 
have excellent word processing, spreadsheet, spell check and grammar 
check facilities.  Re-drafting is simple and spell checking straightforward.  

In some subjects, Science and Geography, for example, you may be 
asked to present data: make sure that you can construct charts with 
headings, graphs with labelled axes and units, and so on. 

 
Use the IT resources available to you.  You don’t want to lose marks for 
well-researched but poorly presented work.  Assessors and examiners 
want to award you marks, but if your work is illegible and the 

presentation untidy, you could lose marks. 
 

 

 
 

 


