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LEARNING UNIT 1: PARTICIPATE AS PART OF A TEAM AND RESPECT 

THE RULES OF THE TRAINING ENVIRONMENT   

Learning outcomes 1.1: Introduce one self and get to know one another 

It is important to introduce yourself because it shows your ability to meet new people 

confidently. It makes others feel more comfortable and allows you to make a good first 

impression.  

  

What is the best way to introduce yourself?  

1. Decide that less will always be more. Brief introductions are always best. ...  

2. Stay aware of the setting. If you meet another student at a school meeting, for example, just say, 
"Hi, I'm Joe. ...  

3. Embrace understatement. Unless you're in a business setting, your job title is irrelevant. ...  

4. Focus on the other person. Ask questions.  

 

Learning outcomes 1.2: Integrate in team  

Team integration done well will lead to positive results and a good working environment  

After you've survived day one in a new job or Joining a new class, you're next task is to make 

sure you become a valuable member of the team.  

How do you integrate into a team?  

1. Find a mentor. My top tip for integrating into a new team is to find a mentor who can help you 

feel settled quickly. ...  

2. Get involved. Getting involved is a great way to endear your colleagues to you by showing that 

you're a team player. ...  

3. Build relationships. ...  

4. Embrace change. ...  

5. What can you add? ...  

6. A final though  

  

  

  

You can start supporting your team today with these strong leadership habits.  
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1. Look at the big picture  

Sure, youôre busy. Youôre running meetings, problem-solving and pushing work through the 

pipeline. But, as a leader, you also need to step back from the everyday minutia to focus on the 

horizon ð new opportunities and innovations that will help meet and exceed your companyôs 

goals.  

  

2. Be decisive and confident  

When the time comes to make a decision, make it firmly. Great leaders are selfassured, 

confident, and do not waver once they commit to a course of action. Youôll find your 

employees are naturally drawn to someone who imparts a strong sense of self-confidence, 

particularly during turbulent times. We know you can do it!  

  

3. Prioritize what is truly important  

ñDonôt sweat the small stuff.ò  

Make a list of your top priorities and keep them in plain sight. Say no to distractions and busy 

work, and yes to anything that helps you check those priorities off your list. Sure, you can  

simultaneously track seemingly small details, as long as they donôt get in the way of your true 

priorities.  

4. Build on your strengths  

You know what your strengths are. Make good use of them by taking on projects and tasks that 

showcase your true talents. Your core strengths will differentiate you from the rest of the pack, 

allowing you to create your unique brand.  

5. Build on the strengths of others  

Great leaders are also able to quickly recognize the skills and expertise of their team members. 

Seek out the knowledge and wisdom of your colleagues and always acknowledge their value.  

There are lessons all around you if you pay attention and always keep an open mind. Think of 

your colleagues as your family. Get to know what makes them tick, and what motivates them to 

achieve.  
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6. Empower and inspire others  

A successful leader empowers employees, granting them the authority to voice their opinions and 

take ownership of their assignments. You naturally motivate your team by giving everyone an 

equal shot at opportunities, promotions, assignments, and training. When you act with integrity, 

you foster loyalty and high morale; in return, youôll be rewarded with high productivity and low 

attrition rates.  

  

7. Practice optimism  

With a positive, can-do attitude, your optimism can liven up the workplace. Look for ways to 

passionately stimulate and energize your team. Contrary to conventional wisdom, fun and hard 

work do not need to be mutually exclusive!  

8. Communicate, communicate, communicate  

Keep your people in the loop and up-to-date at all times; this way, you ensure that everyone is on 

the same page and able to remain focused.  

Remember to use your powers of persuasion to impart the right messages at the right time. Think 

before you hit that send button, and ask yourself, ñWould this be better said in person?ò or ñIs 

now the right time to make this statement?ò Timing and tone can make all the difference. So take 

a moment and be deliberate when your objective is to craft messages intended to inspire, 

motivate, and offer reassurance.  

9. Acknowledge and reward  

Great leaders rarely take credit for their successes.  

Instead, they pay homage to their colleagues and employees. Humility is a sign of a great leader, 

and great leaders know that true professionals are driven by a pride of workmanship. For many 

American professionals, receiving acknowledgment and credit for good work oftentimes 

supersedes any form of monetary reward or elevation in status.  

Itôs so easy to say thank you to your employees for what seem like everyday tasks, yet we rarely 

remember to do so. So take the time to engage positively with your team members. Itôs a little 

effort that goes a long way.  
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10. Provide challenges  

With a refined sense of insight and perception, great leaders understand the strengths and 

weaknesses of their team members and know just how to bring out the best in them.  

Talented performers, in particular, thrive in an environment rife with constant challenge. Meet 

regularly with your employees and set objectives that will stretch their capabilities and shape their 

skills. Under your fine tutelage, your team members will blossom and grow to become even more 

productive and talented ð which will only make you and your organization more successful.  

11. Walk the walk  

Accountability is a key to great leadership. And, leading by example is arguably the most 

important trait of leadership. The most successful leaders are prepared to work alongside their 

team during times of crisis and take responsibility for any blowback that occurs along the way.  

In todayôs competitive environment, developing and investing in strong leadership should be 

upheld as a number one priority for any business to succeed. Hopefully, you are working for a 

forward-thinking and innovative company that has already provided you the tools to thrive and 

mentor your employees.  

  

12. Working as a team  

No matter how smart, talented, driven, or passionate you are, your success as an entrepreneur 

depends on your ability to build and inspire a team. A successful leader is one who can spur his 

or her team members to work well together toward a common vision and goals.  

To inspire your team members, you'll have to talk to them, of course. I hate meetings, but I love 

short (seven to 20-minute) huddles to align and motivate the team. One effective way to begin or 

end a huddle is by sharing ideas. Here are quotes from well-known coaches, athletes, business 

leaders, and authors that will compel you and your team members to work well together:  

1. "Individual commitment to a group effort--that is what makes a team work, a company 

work, a society work, a civilization work." --Vince Lombardi  

2. "Talent wins games, but teamwork and intelligence win championships." --Michael 

Jordan  

3. "Teamwork is the ability to work together toward a common vision. The ability to direct 

individual accomplishments toward organizational objectives. It is the fuel that allows 

common people to attain uncommon results." --Andrew Carnegie  
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4. "Alone we can do so little, together we can do so much." --Helen Keller  

5. "Remember, teamwork begins by building trust. And the only way to do that is to 

overcome our need for invulnerability." --Patrick Lencioni  

6. "I invite everyone to choose forgiveness rather than division, teamwork over personal 

ambition." --Jean-Francois Cope  

7. "Coming together is a beginning. Keeping together is progress. Working together is 

success." --Henry Ford  

8. "If everyone is moving forward together, then success takes care of itself." --Henry Ford  

9. "The strength of the team is each individual member. The strength of each member is the 

team." --Phil Jackson  

10. "Unity is strength. . . when there is teamwork and collaboration, wonderful things can be 

achieved." --Mattie Stepanek  

Learning outcomes 1.3: How to Build Trust  

Several characteristics of good team members result in trust from the individuals they work with:  

  

Å Honesty. Being honest will show that you are trustworthy.   

Å Reliability . Reliable people are consistent and stable. They keep their promises.   

Å Fairness. Being fair means making unbiased decisions. In order to be seen as fair, a 

leader should make standards clear and take the time to explain decision-making 

processes to the people affected by them.   

Å Caring and Supportive. The most trustworthy team members and leaders are the ones 

we can talk to about our worries and frustrations because they care. As long as you are 

trying your best, they will be supportive of you, even when you make mistakes.   

Å Openness. Team members can build trust by being open to other peopleôs ideas, even 

when they are different from oneôs own.   

Å Competence. Trustworthy team members and leaders have the skills and knowledge to 

perform their roles and reach the best results. They are able to make decisions within a 

timely manner.   

Å Loyalty. Trustworthy team members and leaders show through their actions that they are 

willing to support their team members even when they make mistakes or during times of 

crisis.  Clear Communicators. Trustworthy team members are able to communicate 

clearly. They ask questions to make sure they have understood you and to make sure you 

have understood what they have said. They communicate in a way that shows all of the 

qualities listed above.  

Learning outcomes 1.4: Participate in setting rules and adhere to them  
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Participate as part of a team and respect the rules of the training environment   

Full value contract at the work environment  

This full value contract asks you to agree to these six commitments as guidelines for group 

participation.   

Because I care about myself and my group, I agree to:   

1. Work together with my group in order to achieve both my own goals and the goals of the 

group. I will support the group in achieving our goals.   

  

2. Be safe emotionally and physically to take care of the safety of myself and the group. 

This includes having a positive attitude, respecting each other, avoiding put downs, and 

following directions.   

  

3. Give and receive honest feedback and listen: I will tell others what I am thinking and 

feeling and will listen to what others have to say to me.   

  

4. Grow to try new things and to step out of my comfort circle. I will take appropriate risks 

which I can learn from.   

  

5. Have fun! I will work, play and have fun in a safe manner and with a positive attitude.   

  

6. Attend each class, in order to get the most out of this course. I will attend regularly, and if 

I have to be absent, I will let the Trainer know the reason.   

  

  

  

  

  

LEARNING UNIT 2: EXPLAIN THE OCCUPATION AND LEARNING 

PROCESS 

Learning Outcome 2.1: Describe the main/major elements of occupation  

2.1.1. Characteristics of the occupation  

Å This curriculum is prepared by REQF which is Rwandan Education Qualification 

Framework In TVET (Technical and Vocational Education and Training)  

Å The program is CBT/CBA which is Competency Based Training/ Competency Based 

Assessment   

Å PORTFOLIO: An organized collection of evidences that shows the accomplishments both in 

and out of school  

ü Cover page  

ü Trainee profile  

ü List of modules  
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ü Curriculum Flowchart ü Chronogram  

o Trainee Learning Progress Portfolio  

- Mapping of Leaning Unit(s) -  -  Trainee performance criteria checklist  - 

 Evidences  

o Trainer Academic Portfolio  

- Cover page  

- Trainer profile  

- Class Profile  

- Flowcharts  

- Chronogram  

- Mapping of Leaning Unit(s)  

- Trainer performance criteria checklist  

- Trainer trainees checklists  

- Schemes of work  

- Session plan ïappendices: task sheet, Material, PPT, Quiz   
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Explain the Goals and Overview of the Work Readiness Curriculum  

 
 

EMPLOYABILITY SKILLS  

Through the generic modules, individuals with this qualification have acquired the life skills and 

employability skills that are described in the table below.  
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Employability skills,  Industry requirements for this qualification   

Communication  Å Documenting technical work in plain 

English  

Å Writing and presenting reports  

Safety and security precautions  Working collaboratively with project team 

members  

Health and environment  Å Health and reproduction  

Å Rwanda environmental protection, 

practices rules and regulations  

Business Plan   Producing a small IT business plan  

Planning and organizing   Preparing feasibility reports that take 

into account project scope, time, cost, 

quality, communications and risk 

management  

Self-management  Å Taking responsibility for own outputs in 

relation to specified quality standards  

Å working according to the Rwandan 

Computer Society Code of Ethics 

regarding security,  

legal, moral and ethical issues  

Technology   Manipulate computer   

Using internet  

  

Flowchart:  

A flowchart  is a type of diagram that represents an algorithm, workflow or process. The flowchart  

shows the steps as boxes of various kinds, and their order by connecting the boxes with arrows. This 

diagrammatic representation illustrates a solution model to a given problem.  
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MODULES DESCRIPTION ELEMENTS OF COMPETENCE AND PERFOMANCE 

CRITERIA  

 

Learning units describe the essential outcomes of a competence  

Performance criteria describe the required performance needed to demonstrate achievement of 

the learning unit  
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V Assessors/verifiers   

Assessor is a person who evaluates the quality of a person or thing. a 

person who calculates or estimates the price or value of something.  

  

Verifier is someone who vouches for another or for the correctness of a statement  

Or someone who verifies something did by another one.  

V Assessment tools (portfolio & integrated situation)   

  



15 | P a g e 
Module: Occupation and learning process   Level 3  

 

LEARNING UNIT 3: RESPECT THE FACILITATION AND APPLY 

LEARNING METHODS  

 

Learning my way 
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Activity: Assess Learning Style 
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