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Being Organised 

SUMMER 
TERM 

SPRING 
TERM 

AUTUMN 
TERM 

 

This unit helps learners develop essential time management, planning, and 
prioritising tasks. It focuses on how to set goals, meet deadlines, and stay 
organised in both school and real-life situations. This unit supports 
students to reflect on their progress and improve their personal 
organisation skills. 
 

Developing a Personal 
Progression Plan 

• Benefits and purpose of developing a 
progression plan 

• Finding out about progression 
opportunities 

Identify a realistic progression goal with details of 
the skills and behaviours needed to achieve it 

Explore the skills and behaviour needed to meet personal 
progression goals. Learners will develop the skills and 
behaviours needed to progress to the next stage in their 
learning. Identifying progression opportunities and 
creating a plan to enable them to get there. 

 

• Plan and organise tasks 
• Use organisational tools 
• Manage time effectively 
• Review and improve your organisation 

Produce a progression plan to 
meet intended progress goals 

• Setting a progression goal 
• Identifying skills and behaviours need to meet 

progression goals 
• Reviewing own skills 
• Creating a progression plan 

Assessment 

Assessment 


