
CLASS 21: Monitoring Progress and Using Feedback for Improvement 

Monitoring progress and using feedback are essential steps in achieving goals and improving 

performance. Simply setting goals is not enough; individuals must regularly review their work 

and ensure that their efforts are aligned with desired outcomes. Monitoring involves evaluating 

performance and comparing it with planned goals, while feedback provides external insights 

that help in improvement. Together, these practices ensure continuous development and better 

results. 

Key Points: 

• Regular monitoring ensures alignment with goals  

• Helps identify strengths and weaknesses early  

• Feedback provides external perspective and guidance  

• Encourages continuous improvement  

Methods & Process: 

• Self-assessment, setting milestones, maintaining records  

• Compare actual performance with plans  

• Seek feedback → Analyse → Apply improvements → Monitor again  

 

CLASS 22: Supporting Colleagues through Communication and Guidance 

Supporting colleagues involves creating a cooperative and open work environment where 

individuals feel comfortable seeking help and sharing knowledge. Employees should encourage 

others to ask questions, identify when colleagues face difficulties, and provide support in a 

respectful and tactful manner. Clear and accurate communication is essential to avoid confusion 

and ensure effective task completion. 

Key Points: 

• Encourage colleagues to seek advice without hesitation  

• Identify difficulties and offer help tactfully  

• Provide clear, accurate, and relevant information  

Key Practices: 

• Maintain friendly attitude  



• Use respectful language  

• Give step-by-step guidance  

• Avoid criticism and confusion  

 

CLASS 23: Effective Guidance and Skill Development 

Effective guidance involves not only explaining tasks but also ensuring understanding and 

encouraging learning. Employees should explain procedures clearly, demonstrate tasks step-by-

step, and create opportunities for practice. Encouraging questions and providing constructive 

feedback helps colleagues improve their skills and confidence. 

Key Points: 

• Explain tasks clearly and logically  

• Encourage questions for clarity  

• Provide practice and constructive feedback  

Key Practices: 

• Break tasks into steps  

• Demonstrate procedures  

• Give timely and balanced feedback  

• Focus on improvement, not criticism  

 

CLASS 24: Introduction to Employability Skills 

Employability skills refer to a set of transferable skills and personal qualities that help individuals 

gain employment and perform effectively in the workplace. These skills go beyond academic 

knowledge and include communication, teamwork, and problem-solving. They are essential for 

career success in today’s competitive job market. 

Key Points: 

• Combine technical and soft skills  

• Improve job opportunities and performance  

• Support career growth and adaptability  



Core Skills: 

• Communication, teamwork, problem-solving  

• Time management, adaptability, leadership  

• Self-management and responsibility  

 

CLASS 25: Key Employability Skills for Career Success 

Certain employability skills are essential for professional success. Communication helps in 

expressing ideas clearly, teamwork ensures collaboration, problem-solving enables effective 

decision-making, and time management ensures timely completion of tasks. Professional 

behavior reflects discipline and ethical conduct in the workplace. 

Key Points: 

• Communication improves clarity and interaction  

• Teamwork ensures cooperation and coordination  

• Problem-solving supports decision-making  

• Time management ensures efficiency  

Key Elements: 

• Verbal, written, and non-verbal communication  

• Cooperation, responsibility, conflict management  

• Logical thinking and decision-making  

• Punctuality and professionalism  

 

CLASS 26: Developing Employability Skills 

Employability skills are developed over time through education, practice, and continuous 

learning. Students must actively participate in learning activities, gain practical experience, and 

seek feedback for improvement. Educational institutions and digital tools play a major role in 

building these skills. 

Key Points: 

• Skills are developed through practice and experience  



• Education and digital tools play a major role  

• Continuous learning is essential  

Methods & Expectations: 

• Classroom participation, internships, group work  

• Digital skills (technology, communication tools)  

• Interview: confidence, knowledge, professionalism  

• Workplace: discipline, teamwork, adaptability  

 

CLASS 27: Introduction to Constitutional Values 

Constitutional values are the fundamental principles that guide governance and citizen behavior 

in a country. In India, these values are based on justice, liberty, equality, and fraternity. The 

Constitution acts as the supreme law and ensures that rights are protected while maintaining 

social harmony. 

Key Points: 

• Constitution = supreme law of the country  

• Values guide both government and citizens  

• Promote justice, liberty, equality, fraternity  

Important Concepts: 

• Justice (fairness in society)  

• Liberty (freedom within limits)  

• Equality (equal treatment)  

• Fraternity (unity and brotherhood)  

 

CLASS 28: Citizenship in India 

Citizenship refers to the legal status of an individual as a member of a nation, granting rights 

and imposing duties. In India, there is single citizenship, ensuring unity and equality. Citizens 

enjoy fundamental rights and must fulfill fundamental duties for nation-building. 



Key Points: 

• Citizenship = rights + duties + participation  

• India follows single citizenship  

• Includes rights like equality, freedom, religion  

Types & Duties: 

• By birth, descent, registration, naturalization  

• Duties: respect Constitution, protect unity, preserve environment  

• Participate in democracy (voting, awareness)  

 

CLASS 29: Responsible Citizenship & Constitutional Awareness 

Responsible citizenship means actively fulfilling duties, respecting others’ rights, and 

contributing to society. Constitutional awareness ensures that citizens understand their rights 

and responsibilities. Youth play a key role in nation-building through participation, innovation, 

and social responsibility. 

Key Points: 

• Citizenship is both right and responsibility  

• Awareness strengthens democracy  

• Youth play a major role in development  

Applications: 

• Follow laws, respect diversity  

• Participate in elections and social activities  

• Examples: RTI Act, Swachh Bharat, Education Act  

 

CLASS 30: Becoming a Professional in the 21st Century 

Professionalism refers to the combination of skills, behavior, ethics, and responsibility in the 

workplace. In the modern world, professionals must adapt to technology, globalization, and 

changing work environments. Along with technical skills, individuals must maintain ethical 

behavior and continuously learn to grow in their careers. 



Key Points: 

• Professionalism includes discipline, integrity, responsibility  

• Technology and adaptability are essential  

• Continuous learning is necessary  

Core Aspects: 

• Skills: communication, digital literacy, problem-solving  

• Ethics: honesty, respect, proper conduct  

• Lifelong learning for career growth  

• Adaptation to modern workplace (remote work, technology)  

 


