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A Guide to the Semester 2 Personal Development Tutorial
For Year 2 Students

Personal Development Tutorials

This guide will take you through the necessary steps for preparing for your semester 2
personal development (PD) futorial. You should have already completed the preparation for
the first PD tutorial last semester and have met with your tutor to discuss your initial
impressions statements. The first semester tutorial was designed to give you the opportunity
to get to know your futor and to raise any initial concerns you may have had.

Year 2 Semester 2 PD Tutorial - Overview

The semester 2 tutorial gives you the opportunity to think about how you are performing from
an academic point of view, and to discuss your progress with your tutor. LUSID will guide you
through the preparation for your tutorial. There are two stages to the semester 2 PD
tutorial. The first stage is about reviewing your semester 1 progress. You will be asked to look
back over your module results from semester 1 and any feedback you may have received on
assignments or fieldwork. You will be prompted to think about and record areas that you think
you are good at and areas where you feel you may need some further development. Stage 2 of

the preparation is for you to create an action plan - what do you intend to do to tackle those
areas where you feel you could do better or improve. Again you will email the preparation
work to your tutor prior to your tutorial meeting.

Accessing LUSID
LUSID can be accessed from the student intranet (http://www.liv.ac.uk/students) by clicking

on the link to

LUSID under 'tools' in the lef+ hand column.
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Logging into LUSID

Login to LUSID using your Managed Windows Service (MWS) username and

{= LUSID Login - University of Liverpool Intranet - Windows Internet Explorer
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LUSID Login Page: Personal Development Planning

Support Tool

Login using your
MWS username

Welcome to LUSID

LUSID is the University of Liverpool’s online Personal
Development Planning {(PDP) support tool. LUSID supports
many PDP activities throughout many programmes across the

University of Liverpoal
Homepage

‘Computing Services

Center for Lifelong (MWS) username and password.

Please login using your Managed Windows Szrvice

===y University.
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Personal Development Planning is ...

[A] structured and supported process undertaken by an
individual to reflect upon their own learning, performance
and/or achievement and to plan for their personal, educational
and career development. (See the Quality Assurance Agency's
Policy on PDP - Guidelines for HE progress files, 2000)..
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Accessing the PD Tutorial Pages

Once you have logged into LUSID you should be able to see a link o the PD Tutorials in the
box ‘My Department Custom Pages'. Click on the link ‘Prepare for Personal Development

Tutorials' to take you to the PD Tutorial pages.
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Welcome to LUSID Marie Connor - your last login was at Mon, 19 Sep 2005 at 11:33:54

This is the main index page for LUSID. From here you can access the five main sections of LUS/D by clicking on the tabs above. This page also summggs
have already entered into the system.

arecords you

If you are using LUSID to prepare for your Personal D pi Tutorials (undergraduate students), for your Personal Developmeni ®€Cord (postgraduate research
students) or for any other type of PDP activity as instructed by your department then you may need to access these customis fages by clicking on the relevant link
below in the My Department Custom Pages’ box. Please note that you can change your access to custom pages by clicki n the ‘profile’ icon in the button bar above’
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You currently have no achievements recorded!
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You currently have no goals planned!
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Skills | Want To Develop
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1 save
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You will be automatically Iogged out if you remain on this pags longer than 6000mins. This page forms part of the LUSID PDP system. @ The University of Liverpool. v2.0.3 (http: flusid.iv_ac_uk/) on 20-56p-2005 18:26:00 @
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To find out more information about PD Tutorials visit the information web site at:
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The PD Tutorial main page
Access the Year 2 PD Tutorial pages
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It is important for you to realise that nobody else has access to any entries you make except you. You can send entries to your Personal Development Tutor in advance
of your meetings to allow them time to prepare: they cannot access your records themselves.

All the records you create will be stored safely for you to access during your time here at Liverpool.
Welcome to LUSID Marie Connor. You last logged in on Tue, 20 Sep 2005 at 18:06:47

What would you like to do?

+ Write Initial Statement
(You should write your initial statement as soon as possible either before you arrive at The University or during the first couple of weeks of arriving at
The University)

« Access Year 1 PD Tutorials

tretyeaTofyouTp

+ Access Year 2 PD Tutorials

L use LUSID to prepare for your PD tutorials.)

cond vear of your Tl use LUSID to prepare for your PD tutorials. )
» Access sources of guidance and support

(Access the PD Tutorials supporting website to find out more information about the programme)

® save [maitabie  Elprintable
You will be automatically logzed out if you remain on this page longer than 6000mins. This page forms part of the LUSID PDP system. & The University of Liverpool. v2.0.3 (http://lusid tiv.ac.uk/} on 20-S2p-2005 18:57:35 ||
{(GMT). pags disclaimer goss here s
& ® Internet

m &1 Edit your personal de... B 4 Guide to Personal D... @@ 39 106

Now access the semester 2 pages:

ccess Year 2 PD Tutorial Pages - Micrasoft Internet Explorer o =1

File Edit “iew Favorites Tools Help | l','
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Home: My Achievements My Experiences My Plans and Targets My Skills and Abilities My CVs

Access Year 2 PD Tutorials °

This page gives vou access to the guidance yvou need to prepare far your Year 2 Personal Development Tutorfals. You can also retrieve all vour Year 2 Personal
Developient Tutorial records from here. (Click on @ irmage ABOVE for further information.)

The year 2 PD tutorials will build on your work/ discussions in Year 1. You will be asked to review your Year 1 work in terms of vour academic performance, but also in a
mare general sense by considering skills you have developed from any activities whilst at University, You will again be asked to prepare work for each of the two
tutorial reetings - one in sernestar 1 and one in semester 2, Your departrment will advise you of the timings of these mestings,

Please make sure that you arranged to have a Personal Development Tutorial Meeting with your tutor before attempting to
repare and send the preparation work below.

What would you like to do?

« Prepare for year 2 semester 1 PD Tutorial

(Revigw your prograss in Year 1. How do you think you are getting on? vou should do this as soon as possible in Year 2)
p re for year 2 semester 2 PD Tutort
e aim of this tutorial is for you to rewiew you
tutorial preparatio YOO can in semester 2.)

B33 in Year 2 Semester 1. How do you think you are getting on? You should do this semester 2 PD

Other things you might like to do?

« Find out about The Skills Award - for recognition of your skills development and enchancement of your career

prospects

(The Skills &ward is a fantastic opportunity to help you realise, reflect on and evidence your skills development whilst at universioty. dMore and more

graduates are recognising the value of work experience, volunteering or other interests that from part of university life. with The Skills &ward, you can
significantly develop key employability and learning skills, bazed on your acadernic and extra-curricular activities, This award will be invaluable when |

[& [0 [ [ | internet
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To find out more information about PD Tutorials visit the information web site at:
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The Year 2 Semester 2 PD Tutorial preparation:

This preparation has three stages, all of which should be completed before emailing your
preparation to your ftutor::

#} Prepare for Year 2 PD Tutorial 2 - Microsoft Internet Explorer [_[O]x]
Fils  Edit Visw Favortes Tooks  Help | o
e Back - () - |ﬂ @ * | /,7 Search | Favorites (%) SR i 3
Address [€] hitp: flocalhost:B0B0/LUSID/Lusidf1 8646957 163834001 L BAS20641 PEST5=_5_ie=-09%de-95% r=-998, fri= 1889036000008, p=pet-y2*-99"_5_+-99+-99 Ip= Go ‘Lmks > & -
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Home My Achi Hy My Plans and Targets | My Skills and Abilities My CVs
Prepare for year 2 semester 2 PD Tutorial °
This is the page where you can access all your Year 2 Personal Developrment Tutorial records, (Click on @ image ABOVE for further information. )
During the first half of semester 2 you will have a mesting with your Personal Development Tutar | Rabert Beynon ). You will need ta arrange the time and date of
yyour meeting with your tutor, {1 you did not complete your first vear Personal Development Tutarials then do nat worry; you should continue to prepare far this next
tutorial]
Prior to the meeting with your Personal Development Tutor you will need to complete all of the preparation material below and then email it to your Personal
Development Tutor using LUSID. The details concerning what you should do are listed below,
What you sheuld do next...
s Prepare for year 2 semester 2 PD Tutorial
There are four steps helow to preparing for your tutorial, It is expected that completing these steps should take you no longer than half an hour. After
completing the faur steps you should then email your tutorial preparation to your tutor before your tutorial.
o 1 - Think about your feedback from Year 2 Semester 1
{Summarise any feedback received during year 2 semester 1)
o 2 - Think about your Academic Performance throughout Year 2 Semester 1
{How satisfied are you with the quality of your results?)
o 3 - Think about the skills you have developed so far o
{What skills have you developed sa far? Have you recorded any evidence for the skills you have developed?)
o 4 - Create a Plan to Improve your Performance
{what areas do you need to develop? Plan how you will go about developing these areas)
« Email your Year 2 Semester 2 PD Tutorial Preparation to your Tutor
{after completing all of the PD T utarial preparation work. You should then email the preparation wark ta your PD Tutor, prior to your tutorial meeting) =l
&) Done [ [ [ [ [&dtocsintranet 7

;start | @ 0] 8 > | [Olimbopir... | 2 sava-lusid., | B4 cuide tov... |[E] prepare for. & Janet-Con.., | [IF e A EDIL WD O N a5

Preparing for your Semester 2 Tutorial - Stage 1

Stage 1 is a review of your feedback from semester 1. When you have completed stage 1,
click on 'save and continue’ to access stage 2.

Think about your feedback from Year 2 Semester 1 - Microsoft Internet Explorer i [
Fle Edt View Favorites Tools Help | o

eﬁack - Q- |ﬂ \g 7;j|/f1 St \3":( Favorites 4% 2~ :; ] - 5 2%
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Home My
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1 - Think about your feedback from Year 2 Semester 1 °

Before you think about yvour averall performarce last vear, this page gives you the opportunity to add a record of any feedback comments you received during year 1

semester 2 on your work [apart from your module marks), Look back at any feedback vou received, and list or surmarise it here (good and bad!), (Click on @ image
ABOVE for further infarmation.]

Summarise feedback received on assignments from Year 2 Semester 1

Collect together any feedback vou have received from aszignments cormpleted so far, Thizs could be marks, grades, comments, ticks and crosses, scores against set
criteria, It also includes any notes you may have made from face-to-face feedback, take a surnmary list, noting the module concerned against the comment, It would
be useful for you at this point to check the stated learning outcomes for each module that vou have completed. How far do you think you have met them? If you have
recently been on a work placement then note any feeback you have received whilst on placernent

Summarise

Feedback &

1| | Llll
& bone T [ [@meme
Wisten| | @ (0] @ > | [Cln.. | e @b | e [ e [ | @me | Boo. [[E e [H 050 BS LD aMN R 5i1s

To find out more information about PD Tutorials visit the information web site at:
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Preparing for your Semester 2 Tutorial - Stage 2
Stage 2 is a review of your academic performance from semester 1. Again, complete this page
then click on 'save and continue’ to access stage 3.

3 Think about your academic performance throughout Year 2 Semester 1 - Microsoft Internet Explorer =121 x|
File Edit Wiew Faworites Tools  Help | w»
Qeack - ) - [¥] 2] T ‘ ) search ¢ Favortes ) | SO e W, §
Address [&] http:/lusid. v, ac Lk ALUSID/Lusidf L 966701 -9625950/ 1171552395853 =l Bse Junks »
Elm © Help [l notepad [ records  2& profile
Home My Achi My Experi My Plans and Targets | My Skills and Abilities My CVs

2 - Think about your Academic Performance throughout Year 2
Semester 1 °

Thiz page will help vou to think about how wou are performing on your programme, Below vou will see your module marks and your surnmariez of feedback received. are
you satisfied with how well you are doing? Think about what you are good at and what you are not so good at. Are you happy with your module results? Review any
feedback you've heen given. (Click on @ image ABOVE for further information.|

View your module results from last semester...
Reflect on wour module marks from year 2 sermester 1. Your module marks may take a min or two to load!

Sorry, we could not ebtain your medule marks. If you are a member of staff do not worry as your details are not held in the database
that has been accessed. If you are a student, and your details are in SPIDER, please contact the helpdesk explaining the problem and
when it occured.

View your summary of feedback you received for semester 1 work...

?

Where do you think your strengths lie?._.

This is what you said in year 2 semester 1.

>
o | _»llI
& T [pmenee

Bistart| | @ G @ » | [Olm | de . | & k. | dF | dEe B | @ | B [[E . [J 0RO A8 EPD GEN ] 15as

Think about the skills you developed during year 1 and so far in year 2- Stage 3
Think about the skills you have developed since starting university. What did you do to
develop each of the skills listed.

2} Think about the skills you have developed so far - Microsoft Internet Explorer I [=] 3
File Edit View Favorites Tooks  Help ‘ o

Gﬂack - - \ﬂ E" _;‘,|/f155mh s_:":_(Favnmtes {;‘ 3 “77 # -8

Address [{&] http:localhost:B0B0/LUSID/Lusidf 18846957 16383400/1 1889206485975 _5_fuc=-998el=-39%_r=-99%_Fd=1188903600000% p=pelt-y2-tut2-prep*-09*_5_*-o¢ =] [ Go |Lmks »

& -

5{ c ;I

What skills have you developed since starting University?

Think about the skills you have developed in your university career so far (see list below], either as part of your acadernic programme and/or in your placemnent, part-
time waork, leisure activities and hobbies, and record what itwas you did to develop those skills?

oral =]
Oral communication skills used ©
LI 1
wric =]
Writing skills used ©
=@
e H
Numeracy skills used ©
49
it =
IT skills used © | |
E ac
critical =]
Critical thinking / analysis skills used ©

. Inan i
4 | &

@DDHE [0 [ [ | % ocal intranet Y
distart| | @ O] % > | [Ofmboc-Mior,. | 2 gava-lusid-. | B4 cuideto ... |[£] Think abow.. & danet-con... | [ 5 O ASEEED sdMB SN 165

To find out more information about PD Tutorials visit the information web site at:
http://www.liv.ac.uk/pdtutorials Page S of 7
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To edit an
action point
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Develop an action plan - Stage 4

Think about what you plan to do to tackle those areas that you have identified as areas for
development by creating your Action Plan. Your action plan can consist of one or more action
points. To add an action point simply fill in the three fields indicating the action point and the
method and timescale for completing the action point. Click on the 'save and refresh’ button
to save your action point and add it to your action plan. You may repeat this process as many
times you wish. An example of stage 3 is given below.

quesTians,
Develop an Action Plan

The following table shows your action plan. You may have one or more action points to your action plan. Any action point s you have already recorded will be listed
below. Click on the a ction point title to access a page where you can edit the detail s of an action point

Timescale for
Action Point Method of add ressing the action point ) Completed
completion

I kecp getting consistent comments about not making

To find out how te Compteted O

% cforence proporly references to other peoples work properly. I need to find out |8 Aug 2006 O i )
: reference properly K X ot yot comple
click on the how I do this before my next assigment. et e DeVelOp an
A _> To ask questions when i 1 _
title and a % |den'+ understand T wil.... 8 Aug 2006 © comair f)m ® aCtIO.n p lan ¢
. somthing r— consisting of one

popup box will To ercate an essay pl 1 i have been handed in | il [S] & :

= y plan My lost two assignments have been handed in late. T will ereate | Aug 2006 @ SomEer or more action
appear my next i + an essay plan for my next assignment. ot yet comptetea (&)

n action plan < an be made UP T one or more action Points. To develop YoUF aCt 10n Plan you should ComPlets one or More action pofnts, highligh 1ing the ot for action and the method and timescale for com pleting the pOll’ltS

Add new action point to my action plan.
Click on t he follauAng link ta creats a new action Point to add to wour ac tisn plan (wou <an do this any number of time:): Add new action point

Use the button below to save your da 1a and refresh your action plan. Your new action point should be then be listed in the table above

Sawve and Refresh

Email semester Z preparation to your tutor

To find out more information about PD Tutorials visit the information web site at:

http://www liv.ac.uk/pdtutorials/ Page 6 of 7
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Saving and mailing your PD Tutorial preparation work to your tutor.

Once you have completed all three stages of the preparation work for your semester 2 PD
tutorial you should firstly save your work by clicking on the 'save’ button at the bottom of the
page, then click on the ‘'mailable’ button at the bottom of the page to start the mail process.
A window will appear with your preparation work in a format for emailing as shown below:
Please note that you will need to click the SEND button to email your preparation to your
tutor.

Example: Emailing your preparation to your tutor:

/2R http:/ Flusid.liv.ac.uk - Display: Prepare Details of Year 2 PD Tutorial 1 for Mailing to Tutor - Microsoft Internet Expl ===

Dok - 3 - [ [B] | D searsh Slc raverces €33 | B =S B N o=

essage Composition - Thu 15 Feb 2007 3:22:44 PM Greenwich Mean Time
Teo email the page content shown below

« Check the email addrasses listed in the ‘To’ box, adding/editing email addresses as appropriate
(One address per line}
« Click on the "Send’ button

SEND

To strivenslliv.as.uk -

E-Mail Content is Shown Below

Janet Elizabeth Strivens - Year 2 PD Tutorial 2 Preparation
Information

Student details.

Tanet Elizabeth Strivens ( Sorry, we could not obtain your e-mail address. If you are a member of staff do not worry as
your details are not held in the database that has been accessed. If you are a student. and your details are in SPIDER,
please cantact the helpdesk explaining the problem and when it occured. ) - Sorry, we could not obtain your course title.
If you are a member of staff do not worry as your details are not held in the database that has been accessed. If you are
a student., and your details are in SPIDER. please contact the helpdesk explaining the problem and when it occured.

Personal Development Tutor details.

Sorry, we could not obtain your tutors name. If you are a member of staff do not worry as your details are not held in =i
@ pons T [@memes
Bistart| | @ O] B 7| (Ol | de. [ @b | dF. | AF | dF. |Ea. | 1. | o | Eee [ERe. [A 0RO ES S PO G N N 1522

Message Composition - Tue 5 Sep 2006 9:25:22 AM British Summer Time Click SEND to
send your
preparation to your
tutor

To email the page content shown below:

« Check the email addresses listed in the 'To' box, adding/editing email
addresses as appropriate (One address per line).
+ Click on the 'Send’ button.

To |nmy.tutorfliverpool.ac.uk

E-Mail Content is Shown Below

Checking your tutors email

LUSID should automatically pick up your tutors email address in the ‘To' box. LUSID
automatically retrieves it from the central student database (SPIDER). If for some reason
your tutors email address does not appear or is incorrect then you can simply add/change it
straight into the 'To' box. Click 'SEND' once you are happy the email address is correct.

To find out more information about PD Tutorials visit the information web site at:
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