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Personal, Learning and Thinking Skills Workbook 
 

(Skills to make you effective at work) 
 
 
Introduction 
 
As part of your apprenticeship it is necessary for you to show evidence that you 

have demonstrated skills for being effective at work. However, in order that you 

understand how you achieved these it is essential you understand what the skills 

are and where you demonstrated them.  These skills will enable you to operate as 

a confident and capable individual at work and in life generally.  Please note that 

throughout your career you will constantly develop and refine these important 

skills. 
 
How to use this workbook 
 

Please read the definitions of the skills and describe an activity where you have 

demonstrated the skills.  Your assessor, manager or RTA will discuss your answers 

with you and will record where within your NVQ portfolio or carrying out your day 

to day duties as an apprentice the evidence has been generated. Once the 

handbook has been assessed, then the PLTS Workplace Visa needs to be 

completed at the back of the book and returned to Cheynes Training Head Office 

once it has been quality assured by your Regional Training Advisor (RTA). 

 
 
The six skills are: 
 
1.  Independent learners 

2.  Creative learners 

3.  Reflective learners 

4.  Team workers 

5.  Self-managers 

6.  Effective participators 
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Independent Learner 
 

Independent learning is about processing 

and evaluating information, planning what 

to do and how to go about it.  It is about 

making decisions and recognising that other 

people have different beliefs and attitudes. 

To show you are an independent learner 

You will demonstrate the following:        

 

 I can make plans for myself and my learning 
 I know how to research 
 I can look at things from different points of view 
 I can make decisions which will move me forward  

 
Describe an activity, or activities, where you have demonstrated the above i.e. 

Carrying out a Salon Risk Assessment, colour selection for clients, updating on 

product knowledge: 

 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________  

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________ 

 

Assessor’s comments and location of evidence i.e. unit and observation number 

from logbook, completed performers, candidate reflective account etc: 

 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________ 
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Creative Learner 

 
Being a creative learner is all about 

generating and exploring ideas, trying 

different ways to tackle a problem and 

working with others to find imaginative 

solutions. To show you are a creative 

learner, you must demonstrate the 

following: 

 

 

 I can come up with my own ideas 

 I can work with other people’s ideas 

 I am prepared to take risks and try new things 

 I can ask good questions 

 I can solve problems 
 

Describe an activity, or activities, where you have demonstrated the above i.e. 

Answering client questions, using own initiative, deciding upon which shampoo and 

conditioner to use, etc. 
 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________  

__________________________________________________________________________ 

 

Assessor’s comments and location of evidence i.e. unit and observation number 

from logbook, completed performers, candidate reflective account, etc: 

 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________ 
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Reflective Learner 
 
This is about evaluating your strengths and 

limitations, setting realistic goals with criteria 

for success. It also involves monitoring own 

performance and progress, inviting feedback 

from others and making changes to further 

own learning. You will demonstrate the 

following: 
          

 I know myself, my strengths and weaknesses 

 I can review my own and others progress 

 I can communicate my progress 

 I know what I need to do to achieve my targets 

 

Describe an activity, or activities, where you have demonstrated the above i.e. 

completion of own target setting on a PAR, in the ILA or during a 12 weekly 

review. 
 
 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________  

__________________________________________________________________________ 

 

Assessor’s comments and location of evidence i.e. unit and observation number 

from logbook, completed performers, candidate reflective account, etc: 
 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________ 
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Team Worker 
 
This is about working confidently with others, 

adapting to different situations and taking 

responsibility for own role.  It is about 

listening and taking account of different 

views, forming collaborative relationships and 

resolving issues to agreed outcomes. You 

will demonstrate the following:       

 
 I can communicate with people in my team 

 I can be a team player, doing what’s best for my team 

 I can lead a whole team or part of one 

 I can make sure my team achieves its outcomes 
 
 
Describe an activity, or activities, where you have demonstrated the above i.e. 

communicating with the Salon team, completing job as an Apprentice, working 

with offers etc 
 
 
__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________  

__________________________________________________________________________ 

 

Assessor’s comments and location of evidence i.e. unit and observation number 

from logbook, completed performers, candidate reflective account, etc: 
 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________ 
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Self-Manager 
 
Self-managing is about organising yourself, 

showing personal responsibility, initiative and 

enterprise with a commitment to learning and self-

improvement.  It also involves embracing change, 

responding positively to new priorities, coping with 

challenges and looking for opportunities. You will 

demonstrate the following:         

 
 I can set goals to help me develop as a person 
 I can use time and resources effectively 
 I can keep going, even when things are hard 
 I can take risks for myself 

 
 
Describe an activity, or activities, where you have demonstrated the above i.e. Use 

time and resources well, set own goals to help development: 
 
 
__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________  

__________________________________________________________________________ 

 

Assessor’s comments and location of evidence i.e. unit and observation number 

from logbook, completed performers, candidate reflective account, etc: 

 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________ 
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Effective Participator 
 
This is about engaging with issues that affect 

you and those around you and playing a full 

part in the workplace or wider community, by 

taking responsible action in order to bring 

improvements for others as well as yourself. 

You will demonstrate the following: 
 

 I can communicate with other people  
 I can work with other people in a way that gets results 
 I can engage with activities by joining in fully 
 I can manage my feelings when we are defeated 

 I can try hard and help others to try 
 
 
Describe an activity, or activities, where you have demonstrated the above i.e. 

Communication with all clients and team members, problem solving and coming up 

with own ideas etc. 
 
__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________  

__________________________________________________________________________ 

 

Assessor’s comments and location of evidence i.e. unit and observation number 

from logbook, completed performers, candidate reflective account, etc: 
 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________ 
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PLTS Workplace Visa 
 

 

This is your PLTS Workplace Visa, it sets out what you need to achieve in the key area of personal Learning 

and thinking skills (PLTS).  PLTS is an important part of your Apprenticeship or Advanced Apprenticeship. The aim of 
the Workplace Visa is to ensure that the knowledge you gather in each key area is recorded and logged correctly.      
When all parts of the PLTS are completed your Head of Centre will fill out this document for both of you to sign and 
forward it to Cheynes Training who will use it as part of the request for your final Apprenticeship certification. 
 

 

 
 

Name: ____________________________ D.O.B: ______________  N I number: ____________________________ 
 

 

Start date on the NVQ Programme:  _______________________  Expected completion: ______________________ 
 
 

Your approved training organisation:   Cheynes Training, telephone 0131 476 7100 
                                                        15 Hope Street, Edinburgh, EH2 4EL 
                                                         www.cheynestraining.com 
 

The Programme Director:                                 William Howarth, telephone 0131 476 7100 
 
Your Regional Training Advisor:        _____________________________________   tel: ______________________ 

 
The name of your salon:                  _____________________________________   tel: ______________________ 

 
The Head of Centre at your salon:    ______________________________________ tel: ______________________ 
 

 

PLTS Sections 
 

 Independent Learner Completed on  

 Creative Learner Completed on  

 Reflective Learner Completed on  

 Team Worker Completed on  

 Self Manager Completed on  

 Effective Participator Completed on  
 

 
 

When all PLTS sections are completed, the Request for Certification shown below should be signed by the 
Candidate, the Head of Centre and returned to the Regional Training Advisor (internal verifier) for checking.  The PLTS 
Workplace Visa should then be photocopied and the original sent by special delivery to the Programme Director so that 
an application can be made for a Certificate of Achievement.  The photocopy should be kept in a safe place in case the 
original is lost in the post. 
 

 
 

Confirmation of PLTS Completion 
 

This is to confirm that the person named above has completed all sections of Personal Learning and Thinking Skills 
(PLTS) and we hereby confirm that the PLTS units have been completed, assessed and signed off (or have been 
counter-signed) by a person holding relevant qualification and experience and that the evidence presented by the 
Candidate is authentic and fully meets the requirements of the PLTS. 
 

 

Candidate:            ______________________________________________  Date:   ______________________  

Head of Centre:          ______________________________________________  Date:   ______________________ 

RTA (internal verifier):   ______________________________________________  Date:  _____________________ 

 

 
 

Please return to your RTA who will forward this  
Workplace Visa to Cheynes Training 

   

 
 

 

 


