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Welcome! 

I`d like to take this opportunity to thank you for taking an interest and 

welcome you all on to the CoPE level 3 enrichment course.  This transition 

pack will help you to develop a better understanding of the course and 

what needs to be done in order for you to complete your portfolio.  It will 

also help you to get to grips with key terms and expectations.   

This pack includes: 

An overview of the CoPE course 

In depth explanation of each skill including some tasks to help you start 

building your portfolio 

 

 



An overview of CoPE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Certificate of Personal Effectiveness (CoPE) 

Duration and worth 

This enrichment will take one year to complete and is equivalent to 16 UCAS points - 

(comparable to a B grade at AS Level). 

 

Structure 

You are required to build a portfolio of evidence to show how you have practised and 

developed the six skills while completing a selection of activities from the CoPE student 

book. 

Each activity can take 20, 30 or 50 hours to complete and the qualification as a whole takes 

approximately 150 guided learning hours. Activities are chosen from the following modules: 

Active Citizenship 

Work Related Activities 

Career Planning 

Global Awareness 

Enrichment Activities 

Extended Project 

There are a wide variety of activities available, from carrying out a detailed research 

project or taking on a leadership role to work experience, volunteering placements and 

overseas expeditions. (These are explained later on in the pack) 

Purpose  

The Level 3 Certificate of Personal Effectiveness is a substantial and wide-ranging 

qualification the purpose of which is to enable you to develop and demonstrate a range of 

personal, key and employability skills, to broaden your experience and manage your 

learning in a variety of real-life contexts.  

It is therefore “Applied General” in nature, and aims to teach you to understand, take 

responsibility for and learn from rich activities, rather than simply to experience them. You 

are required to provide, through these activities, evidence of understanding and skills 

development against a set of standards.  

This quantifies and formalises your preparedness to progress into Higher Education, or 

employment, or vocational training and apprenticeships. 

 

Assessment  

Once your portfolio is complete, your work will be internally moderated and then passed on 

to ASDAN (examining body) for external moderation.  

You will be awarded a PASS or FAIL for your portfolio and ASDAN will issue certificates 

following external moderation.   

 

 



Your portfolio will consist of the following SIX skills for which you need to 

provide evidence.  They are explained below in further detail: 

1. Working with others  

2. Improving your own learning and performance  

3. Problem solving  

4. Planning and carrying out a piece of research 

5. Communicating through discussion 

6. Planning and giving an oral presentation  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your tasks: 

❖ Think about a project that you may want to carry out with a group of    

friends such as raising money for a charity, baking and selling cakes or even a 

mile run for sports relief. Briefly jot down how you would carry out this project. 

❖ Using the information, you have written down from your previous 

task, explain YOUR role in this project.  Explain why you chose your role and 

what your duties would include 

❖ Why does this role suit you best?  

❖ If a group member did not complete a task on time, how do you 

think you would respond?  Explain the reason for your response 

❖ If you saw that a member of your group was struggling with an 

assigned task, what would you do and how would you justify your actions?  

REMINDER:  Please read the table above to understand the requirements for this skill.  This 

information may also help you complete your tasks. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

Your tasks: 

❖ Over the years, what have you got better at for example, maths, 

drawing, running, a game, writing an essay etc.  Make a note of this 

❖ Explain how you got better at this specific thing.  Think about the 

following:  did you set yourself a target, did you test yourself, did you use 

examples? 

❖ How did you test/monitor your progress? 

❖ What type of evidence would you use to prove your progress? 

❖ If you were given feedback, how do you think you would respond in 

relation to this topic.  Explain your answer 

 

REMINDER:  Please read the table above to understand the requirements for this skill.  This 

information may also help you complete your tasks.   



 

 

 

 

 

 

 

 

 

 

 

Your tasks:   

 

❖ Think about a problem that you have had to solve in the past.  It 

could be anything like; wanting to make something but not having money to 

buy the right equipment/products, raising money for a charity or even 

wanting to organise an event but having no – one to help you.  The problem 

could be anything even as little as having to use maps to get home but your 

phone battery dying. 

❖ Now, write down different ways in which you could have possibly 

solved the problem. 

❖ What was the best option? Explain why? 

❖ Did you encounter any sub – problems?  If so, explain them. 

REMINDER:  Please read the table above to understand the requirements for this skill.  This 

information may also help you complete your tasks. 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your tasks:    

❖ If you were asked to carry out an independent research project on 

something you enjoy/like, what would you choose?  This MUST be something 

you have a passion/love for example, shopping, nature, playing a sport, 

gardening etc. 

❖ How would you gather information in relation to your chosen topic? 

❖ Explain the different ways in which you would present your research? 

❖ To get other people’s opinions you will need to carry out a survey.  

Create a sample questionnaire that you may use to get other people`s 

opinions on your chosen topic. 

 

REMINDER:  Please read the table above to understand the requirements for this skill.  This 

information may also help you complete your tasks. 



 

 

 

 

 

 

 

 

 

 

 

 

 

Your tasks:  

❖ This will link to your previous skill – Working with Others.   

❖ When working with others, you will have to discuss your targets, 

options, timing and in some cases money.  If you were leading the group 

discussion, how would you structure the discussion?  What would your 

opening sentences be?  How would you get everyone involved?  

❖ How would you prepare for the discussion?  Explain this 

❖ Would you make notes of the discussion/meeting or would you ask 

someone else in the group to do it?  Explain your answer 

 

REMINDER:  Please read the table above to understand the requirements for this skill.  This 

information may also help you complete your tasks. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

Your tasks: 

❖ This will link to your previous skill – Carrying out a piece of Research 

❖ If you had to present your research project and explain it in 10 

minutes, what method would you use?  Explain your chosen method 

❖ What resources would you provide your audience?  Explain why 

these will be beneficial 

❖ How would you engage with the audience? 

❖ Think about the different ways in which you could get feedback from 

the audience.  Write these down and choose the one way you would prefer 

and why?  

REMINDER:  Please read the table above to understand the requirements for this skill.  This 

information may also help you complete your tasks. 

 



Thank you for working through the tasks in this transition pack.  Doing so will 

undoubtedly help you make a good start to the CoPE course in September.  

 

Please bring all of the work you have completed to your first lesson. We look 

forward to seeing you in September and helping you develop your 

knowledge.  

 


