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Qualification titles covered by this specification
Edexcel Level 2 Award in Personal and Social Development (QCF)
Edexcel Level 2 Certificate in Personal and Social Development (QCF)
These qualifications have been accredited to the Qualifications and Credit Framework (QCF)
and are eligible for public funding as determined under Sections 96 and 97 of the Learning and
Skills Act 2000.
The qualification titles listed above feature in the funding lists published annually by the DCSF
and the regularly updated website www.dcsf.gov.uk/. The QCF Qualifications Accreditation
Number should be used by centres when they wish to seek public funding for their learners.
Each unit within a qualification will also have a QCF unit code.
The QCF qualification and unit codes will appear on learners’ final certification documentation
The QANs for the qualifications in this publication are:
Edexcel Level 2 Award in Personal and Social Development (QCF)

500/7382/5

Edexcel Level 2 Certificate in Personal and Social Development (QCF)

500/7377/1

These qualification titles will appear on learners’ certificates. Learners need to be made aware
of this when they are recruited by the centre and registered with Edexcel.
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What are Level 2 qualifications?
Level 2 qualifications are designed to enhance learners’ work and life skills in a range of
vocational contexts. They are appropriate for a diverse range of learners including:
•

14-19 year old learners

•

adults returning to study

•

those seeking to develop greater independence

•

those who have not yet achieved accredited qualifications

•

those with specific learning needs.

The intended destinations for learners successfully achieving these qualifications include:
•

GCSEs and/or A levels

•

Diplomas

•

apprenticeships

•

supported employment

•

independent living.

Edexcel Level 2 Award in Personal and Social Development (QCF)
(6 credits)
The 6-credit Edexcel Level 2 Award in Personal and Social Development (QCF) provides an
introduction to the skills, qualities and knowledge that may be required for employment and
day-to-day life.
There are also units (unit 11-26) which specifically meet the statutory and non-accredited
personal development curriculum for schools at Key Stage 4. The units offered will be decided
at centre level, however a map indicating coverage of this curriculum is in Annexe C.

Edexcel Level 2 Certificate in Personal and Social Development (QCF)
(13 credits)
The 13-credit Edexcel Level 2 Certificate in Personal and Social Development (QCF) extends
the focus from the Edexcel Level 2 Award (QCF) and allows learners to cover a wider range of
knowledge and practical skills required for work preparation as well as different areas of
personal and social development.
For adult learners the Edexcel Level 2 Certificate in Personal and Social Development (QCF)
can extend knowledge and understanding when preparing for work. It is a suitable qualification
for those wishing to change career as there are units offering guidance for job search and
interview technique.
Also included in these Level 2 units are a range of themed units which map to the statutory
personal development curriculum for schools at Key Stage 4. The units offered will be decided
at centre level, however a map indicating coverage of this curriculum is in Annexe C.
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Key features of the Edexcel Level 2 Award and Certificate in Personal and
Social Development (QCF)
The Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF) has
been developed to give learners the opportunity to:
•

engage in learning which is relevant to them and will provide opportunities to develop a
range of skills and techniques, personal skills and attributes essential for successful
performance in working life

•

achieve a nationally recognised Level 2 vocationally related qualification

•

progress to employment in a particular vocational sector

•

progress to related general and/or vocational qualifications.

Rules of combination
The rules of combination specify the credits that need to be achieved, through the completion of
particular units, for the qualification to be awarded. All accredited qualifications within the QCF
have rules of combination.
The rules of combination specify the:
•

credit value of the qualification which sets out the number of credits required at all levels to
achieve the qualification

•

the credits to be achieved at the level of the qualification or above

•

credits from mandatory units, where relevant

•

credits from optional units, where relevant

•

credits from other units

•

credits from equivalent units

•

exemptions

•

time limits on the process of credit accumulation or exemptions.

Rules of combination for Edexcel Level 2 Award and Certificate in Personal
and Social Development (QCF) qualifications
When combining units for the Edexcel Level 2 Award and Certificate in Personal and Social
Development (QCF) it is the centre’s responsibility to ensure that the following rules of
combination are adhered to.

Edexcel Level 2 Award in Personal and Social Development (QCF)
1

Qualification credit value: a minimum of 6 credits.

2

Minimum credit to be achieved at, or above, the level of the qualification: 4 credits.

3

All credits must be achieved from the units listed in this specification.
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Edexcel Level 2 Certificate in Personal and Social Development (QCF)
1

Qualification credit value: a minimum of 13 credits

2

Minimum credit to be achieved at, or above, the level of the qualification: 7 credits

3

All credits must be achieved from the units listed in this specification

4
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Edexcel Level 2 Award and Certificate in Personal and Social Development
(QCF) units
The Award is a 6-credit qualification. To achieve the Edexcel Award in Personal and Social
Development Level 2 a learner must gain a minimum of 4 credits from the units listed below. A
further 2 credits may be achieved from either the units listed below or from units in the Edexcel
Level 1 Award and Certificate in Personal and Social Development (QCF). For further
information please refer to these specifications on our website www.edexcel.com.
The Certificate is a 13-credit qualification. To achieve the Edexcel Certificate in Personal and
Social Development Level 1 a learner must gain a minimum of 7 credits from the units listed
below. A further 6 credits may be achieved from the units listed below or from units in the
Level 1 Award and Certificate in Personal and Social Development (QCF). For further
information please refer to these specifications on our website www.edexcel.com.

Unit
number

Unit title

Credit

Level

Level 2 units
1

Understanding Personal Identity

1

Level 2

2

Healthy Lifestyles

1

Level 2

3

Managing Personal Risk

1

Level 2

4

Personal and Social Relationships

1

Level 2

5

Exploring the Impact of Diversity in our Communities

1

Level 2

6

Career Progression *

2

Level 2

7

Financial Capability

1

Level 2

8

Managing Financial and Career Risk

1

Level 2

9

Economic and Business Understanding

1

Level 2

10

The Role of the Individual in a Democratic Society

1

Level 2

11

Government and Justice

1

Level 2

12

Rights and Responsibilities of a Citizen in a Democracy

1

Level 2

13

The Changing Nature of Society in the UK

1

Level 2

14

Worldwide Citizenship

1

Level 2

15

Skills for Employment

1

Level 2

16

Making Informed Career and Progression Choices

2

Level 2

17

Opportunities in Learning and Work

1

Level 2

18

Understanding Careers and Employment Through
Experiences of Work

1

19

Learning from More Experienced People *

2
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Level 2
Level 2
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Unit
number

Unit title

Credit

Level

Level 2 units (continued)
20

How and Why Businesses Operate

1

Level 2

21

Working Practices and Environments

1

Level 2

22

Self-development for Your Career

1

Level 2

23

Exploring Career Choices

1

Level 2

24

Career Management

2

Level 2

25

Planning an Enterprise Activity *

1

Level 2

26

Running an Enterprise Activity *

1

Level 2

Level 1 units

6

1

Working Towards Goals

2

Level 1

2

Dealing with Problems in Daily Life

2

Level 1

3

Working as Part of a Group

2

Level 1

4

Developing Self

2

Level 1

5

Managing Social Relationships

2

Level 1

6

Individual Rights and Responsibilities

1

Level 1

7

Community Action

2

Level 1

8

Healthy Living

2

Level 1

9

Preparation for Work

2

Level 1

10

Managing own Money

2

Level 1

11

Understanding Personal Identity

1

Level 1

12

Healthy Lifestyles

1

Level 1

13

Managing Personal Risk

1

Level 1

14

Personal and Social Relationships

1

Level 1

15

Exploring the Impact of Diversity in our Communities

1

Level 1

16

Career Progression *

2

Level 1

17

Financial Capability

1

Level 1

18

Managing Financial and Career Risk

1

Level 1

19

Economic and Business Understanding

1

Level 1

20

The Role of the Individual in a Democratic Society

1

Level 1

21

Government and Justice in the United Kingdom

1

Level 1

22

Rights and Responsibilities of a Citizen in a Democracy

1

Level 1

23

The Changing Nature of Society in the United Kingdom

1

Level 1
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Unit
number

Unit title

Credit

Level

Level 1 units (continued)
24

The Role of the United Kingdom in Worldwide
Organisations

1

Level 1

25

Skills for Employment

1

Level 1

26

Making Informed Career and Progression Choices

2

Level 1

27

Opportunities in Learning and Work

1

Level 1

28

Understanding of Careers and Employment through
Experiences of Work

1

Level 1

29

Learning from more Experienced People *

2

Level 1

30

How and Why Business Operate

1

Level 1

31

Working Practices and Environments

1

Level 1

32

Self-development for your Career

1

Level 1

33

Exploring Career Choices

1

Level 1

34

Career Management

1

Level 1

35

Planning an Enterprise Activity *

1

Level 1

36

Running an Enterprise Activity *

1

Level 1

* Indicates units which have been taken from the WorkSkills suite of qualifications. For further
information please go to www.edexcel.com.
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Assessment
In the Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
qualifications all units are internally assessed. The qualifications are criterion referenced, based
on the achievement of all the specified learning outcomes.
Each unit within the qualification has specified assessment criteria which must be used. To
achieve a ‘pass’ a learner must have satisfied all the assessment criteria.
Guidance
The purpose of assessment is to ensure that effective learning has taken place to give learners
the opportunity to:
•

meet the standard determined by the assessment criteria and

•

achieve the learning outcomes.

All the assignments created by centres should be reliable and fit for purpose, and should be built
on the unit assessment criteria. Assessment tasks and activities should enable learners to
produce valid, sufficient and reliable evidence that relates directly to the specified criteria.
Centres should enable learners to produce evidence in a variety of different forms including
performance observation, presentations, posters, along with projects, or time-constrained
assessments.
Centres are encouraged to emphasise the practical application of the assessment criteria,
providing a realistic scenario for learners to adopt, and making maximum use of practical
activities. The creation of assignments that are fit for purpose is vital to achievement and their
importance cannot be over-emphasised.
The assessment criteria must be clearly indicated on the assignments. This gives learners focus
and helps with internal verification and standardisation processes. It will also help to ensure that
learner feedback is specific to the assessment criteria.
When designing assignments, centres are encouraged to identify common topics and themes. A
central feature of vocational assessment is that it allows for assessment to be:
•

current, ie to reflect the most recent developments and issues

•

local, ie to reflect the employment context of the delivering centre

•

flexible to reflect learner needs, ie at a time and in a way that matches the learner’s
requirements so that they can demonstrate achievement.

Qualification grade
Learners who achieve the minimum eligible credit value specified by the rule of combination
will achieve the qualification at pass grade (see the Rules of combination for the Edexcel Level 2
Award and Certificate in Personal and Social Development (QCF) qualifications).
In the Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
qualifications each unit has a credit value which specifies the number of credits that will be
awarded to a learner who has achieve the learning outcomes of the unit. This has been based on:
•

one credit for those learning outcomes achievable in 10 hours of learning

•

learning time being defined as the time taken by learners at the level of the unit, on average,
to complete the learning outcomes of the unit to the standard determined by the assessment
criteria

8
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•

the credit value of the unit remaining constant regardless of the method of assessment used
or the qualification to which it contributes.

Credit is awarded for achievement, not for learning effort. This measure of learning time does
not determine the time actually taken by any individual learner; the real time varies and is
influenced by factors such as the individual’s learning style and prior learning. It is important
to emphasise that learning time is not the amount of time served, for example the number of
hours a learner rehearses for a performance or the number of hours a learner spends training
in the workplace. Nor is learning time the hours that a learner attends a course or the sum of
hours of actual participation in learning activities.
QCA Version 3 2008
Centres are advised to consider this definition when planning the programme of study
associated with this specification.

Quality assurance of centres
Edexcel’s qualification specifications clearly set out the standard to be achieved by each learner
in order to achieve the award of the qualification. This is given in the statement of learning
outcomes and assessment criteria in each unit. Further guidance on assessment is given in the
Essential guidance for tutors section of each unit.
Edexcel operates a quality assurance process, which is designed to ensure that these standards
are maintained by all assessors and verifiers.
These qualifications provide a flexible structure for learners enabling programmes of varying
credits and combining different levels. For the purposes of quality assurance all individual
qualifications and units are considered as a whole. Centres delivering these qualifications must
be committed to ensuring the quality of the units and qualifications they deliver, through
effective standardisation of assessors and verification of assessor decisions. Centre quality
assurance and assessment is monitored and guaranteed by Edexcel.
The Edexcel quality assurance processes will involve:
•

centre approval for those centres not already recognised as a centre for BTEC qualifications

•

compulsory Edexcel-provided training and standardisation for head internal verifiers

•

centre risk assessment by Edexcel of overarching processes and quality standards (this
would usually be via self-assessment, but will include visits on occasions)

•

remedial training and/or assessment sampling for centres identified, through standardisation
or risk assessment activities, as having inadequate quality, assessment or internal
verification processes

•

programmed sampling of internal verification and assessor decisions.

Centres are required to declare their commitment to ensuring quality and appropriate assessment
opportunities for learners that lead to valid and accurate assessment outcomes. In addition,
centres will commit to undertaking defined training and online standardisation activities.
Centres already holding BTEC approval are able to gain qualification approval online. New
centres must complete a centre approval application.
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Edexcel Quality Assurance Handbook
Details of quality assurance are set out in the Edexcel Quality Assurance Handbook published
annually. Edexcel’s qualification specifications set out the standard to be achieved by each
learner in order to be awarded the qualification. This is covered in the statement of learning
outcomes and grading criteria in each unit. Further guidance on delivery and assessment is
given in the Essential guidance for tutors section in each unit. This section is designed to
provide additional guidance and amplification related to the unit to support tutors, deliverers
and assessors and to provide for a coherence of understanding and a consistency of delivery and
assessment.

Approval
Centres that have not previously offered BTEC qualifications will first need to apply for, and be
granted, centre approval before they can apply for approval to offer the programme.
When a centre applies for approval to offer a BTEC qualification they are required to enter into
an approvals agreement.
The approvals agreement is a formal commitment by the head or principal of a centre to meet all
the requirements of the specification and any linked codes or regulations. Sanctions and tariffs
may be applied if centres do not comply with the agreement. Ultimately, this could result in the
suspension of certification or withdrawal of approval.
Centres will be allowed ‘accelerated approval’ for a new programme where the centre already
has approval for a programme that is being replaced by the new programme.
The key principles of quality assurance are that:
•

a centre delivering BTEC programmes must be an approved centre and must have approval
for programmes or groups of programmes that it is operating

•

the centre agrees as part of gaining approval to abide by specific terms and conditions
around the effective delivery and quality assurance of assessment; it must abide by these
conditions throughout the period of delivery

•

Edexcel makes available to approved centres a range of materials and opportunities
intended to exemplify the processes required for effective assessment and examples of
effective standards. Approved centres must use the materials and services to ensure that all
staff delivering BTEC qualifications keep up to date with the guidance on assessment

•

an approved centre must follow agreed protocols for standardisation of assessors and
verifiers; planning, monitoring and recording of assessment processes; and for dealing with
special circumstances, appeals and malpractice.

Programme design and delivery
Mode of delivery
Edexcel does not define the mode of delivery for the Edexcel Level 2 Award and Certificate in
Personal and Social Development (QCF) qualifications. Centres are free to offer the
qualifications using any mode of delivery (such as full time, part time, evening only, distance
learning) that meets their learner’s needs. Whichever mode of delivery is used, centres must
ensure that learners have appropriate access to the resources identified in the specification and
to the subject specialists delivering the units. This is particularly important for learners studying
for the qualification through open or distance learning.

10
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Learners studying for the qualification on a part time basis bring with them a wealth of
experience that should be utilised to maximum effect by tutors and assessors. The use of
assessment evidence drawn from learners’ work environments should be encouraged. Those
planning the programme should aim to enhance the vocational nature of the qualification by:
•

liaising with employers to ensure a course relevant to learners’ specific needs

•

accessing and using non-confidential data and documents from learners’ workplaces

•

including sponsoring employers in the delivery of the programme and, where appropriate, in
the assessment

•

linking with company-based/workplace training programmes

•

making full use of the variety of experience of work and life that learners bring to the
programme.

Resources
Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
qualifications are designed to give learners an understanding of the skills needed for specific
vocational sectors. Physical resources need to support the delivery of the programme and the
assessment of the learning outcomes, and should therefore normally be of industry standard.
Staff delivering programmes and conducting the assessments should be familiar with current
practice and standards in the sector concerned. Centres will need to meet any specific resource
requirements to gain approval from Edexcel.
Where specific resources are required these have been indicated in individual units in the
Essential resources sections.

Delivery approach
It is important that centres develop an approach to teaching and learning that supports the
vocational nature of Edexcel Level 2 Award and Certificate in Personal and Social
Development (QCF) qualifications and the mode of delivery. Specifications give a balance of
practical skill development and knowledge requirements, some of which can be theoretical in
nature. Tutors and assessors need to ensure that appropriate links are made between theory and
practical application and that the knowledge base is applied to the sector. This requires the
development of relevant and up-to-date teaching materials that allow learners to apply their
learning to actual events and activity within the sector. Maximum use should be made of the
learner’s experience.

Additional and specialist learning
Additional and specialist learning (ASL) consists of accredited qualifications at the same level
as, or one level above the Diploma course of study, which have been approved under Section 96
of the Learning and Skills Act 2000. The ASL may include BTEC qualifications which are also
available to learners not following a Diploma course of study.
Qualifications for ASL must be selected from the ASL catalogue through the National Database
of Accredited Qualifications (NDAQ). The catalogue includes qualifications which have the
approval of the Diploma Development Partnership (DDP) and will expand over time as more
qualifications are approved. To access the catalogue go to www.ndaq.org.uk and select ‘Browse
Diploma Qualifications’.
Further units may be added to qualifications within the catalogue and centres undertaking, or
preparing to undertake, ASL should refer regularly to the Edexcel website for information
regarding additions.
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Functional Skills
Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
qualifications give learners opportunities to develop and apply Functional Skills, see mapping in
Annexe E. Functional Skills are also offered as stand-alone qualifications at Entry and Level 1.

Access and recruitment
Edexcel’s policy regarding access to its qualifications is that:
•

they should be available to everyone who is capable of reaching the required standards

•

they should be free from any barriers that restrict access and progression

•

there should be equal opportunities for all wishing to access the qualifications.

Centres are required to recruit learners to BTEC qualifications with integrity. This will include
ensuring that applicants have appropriate information and advice about the qualifications and
that the qualification will meet their needs. Centres should take appropriate steps to assess each
applicant’s potential and make a professional judgement about their ability to successfully
complete the programme of study and achieve the qualification. This assessment will need to
take account of the support available to the learner within the centre during their programme of
study and any specific support that might be necessary to allow the learner to access the
assessment for the qualification. Centres should consult Edexcel’s policy on learners with
particular requirements.
Centres will need to review the entry profile of qualifications and/or experience held by
applicants, considering whether this profile shows an ability to progress to a higher level
qualification.

Restrictions on learner entry
The Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF) is
accredited on the QCF for learners aged pre-16 and above.
In particular sectors the restrictions on learner entry might also relate to any physical or legal
barriers, for example people working in health, care or education are likely to be subject to
police checks.

Access arrangements and special considerations
Edexcel’s policy on access arrangements and special considerations for BTEC and Edexcel
NVQ qualifications aims to enhance access to the qualifications for learners with disabilities and
other difficulties (as defined by the 1995 Disability Discrimination Act and the amendments to
the Act) without compromising the assessment of skills, knowledge, understanding or
competence.
Further details are given in the policy document Access Arrangements and Special
Considerations for BTEC and Edexcel NVQ Qualifications, which can be found on the Edexcel
website (www.edexcel.com). This policy replaces the previous Edexcel policy (Assessment of
Vocationally Related Qualification: Regulations and Guidance Relating to Learners with
Special Requirements, 2002) concerning learners with particular requirements.

12
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Recognition of Prior Learning
Recognition of Prior Learning (RPL) is a method of assessment (leading to the award of credit)
that considers whether a learner can demonstrate that they can meet the assessment requirements
for a unit through knowledge, understanding or skills they already possess and so do not need to
develop through a course of learning.
Edexcel encourages centres to recognise learners’ previous achievements and experiences
whether at work, home and at leisure, as well as in the classroom. RPL provides a route for the
recognition of the achievements resulting from continuous learning.
RPL enables recognition of achievement from a range of activities using any valid assessment
methodology. Provided that the assessment requirements of a given unit or qualification have
been met, the use of RPL is acceptable for accrediting a unit, units or a whole qualification.
Evidence of learning must be sufficient, reliable and valid.

Unit format
All units in the Edexcel Level 2 Award and Certificate in Personal and Social Development
(QCF) qualifications have a standard format. The unit format is designed to give guidance on
the requirements of the qualification for learners, tutors, assessors and those responsible for
monitoring national standards.
Each unit has the following sections.

Unit title
The unit title is accredited on the QCF and this form of words will appear on the learner’s
Notification of Performance (NOP).

Unit code
The unit code is a unique reference number allocated to every unit once it has been accredited
by the Office of the Qualifications and Examinations Regulator (OFQUAL), and is available on
the National Database of Accredited Qualifications (NDAQ). The unit code enables a check of
any unit for level, aim, guided learning hours, learning outcomes and assessment criteria.

QCF level
All units and qualifications within the QCF will have a level assigned to them, which represents
the level of achievement. There are nine levels of achievement, from Entry Level to Level 8.
The level of the unit has been informed by the QCF level descriptors and, where appropriate,
the NOS and/or other sector/professional benchmarks.

Credit value
All units have a credit value. The minimum credit value that may be determined for a unit is
one, and credits can only be awarded in whole numbers. Learners will be awarded credits for the
successful completion of whole units.

Unit aim
The aim provides a clear summary of the purpose of the unit and is a succinct statement that
summarises the learning outcomes of the unit.
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Unit introduction
The unit introduction gives the reader an appreciation of the unit in the vocational setting of the
qualification, as well as highlighting the focus of the unit. It gives the reader a snapshot of the
unit and the key knowledge, skills and understanding gained while studying the unit. The unit
introduction also highlights any links to the appropriate vocational sector by describing how the
unit relates to that sector.

Learning outcomes
The learning outcomes of a unit set out what a learner is expected to know, understand or be
able to do as the result of a process of learning.

Assessment criteria
The assessment criteria of a unit specify the standard a learner is expected to meet to
demonstrate that a learning outcome, or set of learning outcomes, has been achieved. The
learning outcomes and assessment criteria clearly articulate the learning achievement for which
the credit will be awarded at the level assigned to the unit.

Unit content
The unit content identifies the breadth of knowledge, skills and understanding needed to design
and deliver a programme of learning to achieve each of the learning outcomes. This is informed
by the underpinning knowledge and understanding requirements of the related National
Occupational Standards (NOS), where relevant. The content provides the range of subject
material for the programme of learning and specifies the skills, knowledge and understanding
required for achievement of the unit.
Each learning outcome is stated in full and then the key phrases or concepts related to that
learning outcome are listed in italics followed by the subsequent range of related topics.

Relationship between content and assessment criteria
The learner should have the opportunity to cover all of the unit content.
It is not a requirement of the unit specification that all of the content is assessed. However, the
indicative content will need to be covered in a programme of learning in order for learners to be
able to meet the standard determined in the assessment criteria.

Content structure and terminology
The information below shows the unit content is structured and gives the terminology used to
explain the different components within the content.
•

Learning outcome: this is shown in bold at the beginning of each section of content

•

Italicised sub-heading: it contains a key phrase or concept. This is content which must be
covered in the delivery of the unit. Colons mark the end of an italicised sub-heading

•

Elements of content: the elements are in plain text and amplify the sub-heading. The
elements must be covered in the delivery of the unit. Semi-colons mark the end of an
element

•

Brackets contain amplification of content which must be covered in the delivery of the unit

•

‘eg’ is a list of examples, used for indicative amplification of an element, (that is, the
content specified in this amplification could be covered or could be replaced by other,
similar material).

14
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Essential guidance for tutors
This section gives tutors additional guidance and amplification to aid understanding and a
consistent level of delivery and assessment. It is divided into the following sections.
•

Delivery – explains the content’s relationship with the learning outcomes and offers
guidance about possible approaches to delivery. This section is based on the more usual
delivery modes but is not intended to rule out alternative approaches.

•

Outline learning plan – an outline learning plan is included in each unit and provides an
indication of the learning time taken by the average learner to achieve the learning
outcomes at the standard determined by the assessment criteria.

•

Assessment – gives amplification about the nature and type of evidence that learners need to
produce in order to achieve the unit. This section should be read in conjunction with the
assessment criteria.

•

Essential resources – identifies any specialist resources needed to allow learners to generate
the evidence required for each unit. The centre will be asked to ensure that any requirements
are in place when it seeks approval from Edexcel to offer the qualification.

•

Indicative resource materials – gives a list of learner resource material that benchmarks the
level of study.
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UNIT 1: UNDERSTANDING PERSONAL IDENTITY

Unit 1:

Understanding Personal Identity

Unit code:

R/600/3403

QCF level:

2

Credit value:

1

Unit aim
The aim of this unit is to encourage learners to value themselves, and to appreciate the range of
factors which affect identity. The unit looks at how the media portrays body image and health
issues, and the consequences for young people.

Unit introduction
Understanding the range of factors, both personal and social, that contribute to a positive sense
of personal identity is essential for developing confidence and self-esteem. There is no doubt
that those who value themselves feel more confident about their roles and responsibilities in life
and are better able to make the most of their abilities.
Self-confidence is extremely important for personal wellbeing and is also sound preparation for
employment. Confident learners are more successful with their studies, have better job-seeking
skills and eventually become more valuable employees. There are well-established links
between personal identity, self-esteem and making a positive contribution to society. This unit
will enable learners to appreciate the range of influences, including the media, on having a
positive sense of self and a positive outlook on life.
The first part of the unit takes the exploration of the nature of personal identity further and
incorporates knowledge of learners’ personalities and personal qualities into a better
understanding of self and self-esteem.
This leads on to examining the factors that can affect self-perception, and in particular the way
the media portrays young people, body image and health issues. Learners will be encouraged to
explore different ways the media represents young people and the impact this can have on selfesteem and confidence.
Finally, learners will reflect on the importance of making a positive contribution to society and
how having a positive sense of self and a positive outlook enables them to do this.
Learners will be encouraged to make connections between this unit and other related units to
maximise their knowledge and understanding.
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UNIT 1: UNDERSTANDING PERSONAL IDENTITY

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know about factors that influence
personal identity

1.1 Define personal identity
1.2 Describe the factors that influence own
personal identity
1.3 Describe how these factors affect personal
confidence

2

Understand how the media
portrays young people

2.1 Discuss different ways the media portrays
young people, body image and health issues
2.2 Explain the impact these images have on selfesteem

3

20

Be able to link personal identity
to making a positive contribution
to society

3.1 Make links between personal identity and
making a positive contribution to society
3.2 Plan positive contributions to society
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UNIT 1: UNDERSTANDING PERSONAL IDENTITY

Unit content

1

Know about factors that influence personal identity
Personal identity: aspects eg individual interests, behavioural patterns, emotional responses,
social roles and distinguishing characteristics, particular traits, personal qualities and
attributes, recognisable features including physical appearance, nature, being outgoing or
withdrawn, gregarious or shy, having a sense of humour, being cynical, inspiring,
charismatic
Key influences: factors eg lifestyle, family, friendships and relationships, the media,
experiences (both positive and negative), age, gender, religion, culture, ability (or
disability), attitudes and values, different roles and responsibilities in life eg parent, student,
son, daughter

2

Understand how the media portrays young people
Different portrayal in media: images eg clothes and fashion accessories, height, weight, hair
(colour, type, style), skin type and colour; personalities eg ‘hoodies’, thugs, frivolous,
promiscuous, environmentally conscious, eco-warriers, binge drinkers, teenage pregnancy,
drug use, knife crime, gang membership
Impact on self-esteem: different impacts eg damaging as not like them, jealousy, weight
complex, eating disorders, desire to fit in, wanting to be unique, unhappy with body image,
struggling to achieve independence and autonomy, positive effects of being part of the
‘youth culture’, negative effects of taking on the burden of an ageing population

3

Be able to link personal identity to making a positive contribution to society
Links: importance of valuing and respecting self and others eg being a confident and
responsible citizen, having something to offer, developing relationships with others,
different ways of contributing in society, a sense of belonging within a community and
wider society
Positive contributions: roles and responsibilities eg belonging to different groups,
leadership, mentoring, being environmentally and socially responsible; volunteering time
and effort
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UNIT 1: UNDERSTANDING PERSONAL IDENTITY

Essential guidance for tutors

Delivery
This unit lends itself to a variety of delivery methods, including individual and group work,
practical role play and contributions from specialists. The nature of the content is highly
sensitive and tutors should be aware of the different, individual needs of learners in relation to
issues around self-esteem and personal identity which should be handled appropriately.
Learning outcome 1 explores the factors that influence personal identity. Learners could take on
the role of investigative journalists and interview each other on aspects of personal identity and
the factors that affect it. Specific, prepared questions could be used which would highlight the
links between personal identity, self-concept and personal confidence. Questions would also be
about appearance, individual interests and personal qualities. Learners could compare their own
perceptions of themselves with how they are perceived by others and create personality fact files
outlining aspects of their personal identity, as seen by them and by others.
Learning outcome 2 focuses on the impact of the media and how young people are portrayed.
This could be explored by examining a range of media material (online, newspaper articles,
YouTube footage etc) in order to analyse some of the different ways that young people are
portrayed in the media. Groups of learners could investigate specific issues, for example
appearance, binge drinking, or gang membership.
Learners could conduct interviews with members of their family or people in different
organisations within the local community in order to research different perceptions of how
young people are portrayed in the media, for example youth leaders, senior citizens or teachers.
Results could be summarised and collated using graphs, charts and short reports which could be
presented and discussed. Learners could then use the information to consider the impact on
personal identity and self-esteem, with key points presented on posters, PowerPoint or similar in
order to share in the group.
Learning outcome 3 requires learners to make the link between personal identity and making a
positive contribution to society. Learners could examine the lives of famous personalities,
celebrities or sports icons who have made positive contributions to society. They could analyse
the links between aspects of personal identity and the specific factors that have enabled that
person to make a positive contribution. A motivational speaker may be willing to come in and
speak to learners about using their personal qualities and attribute to contribute positively in
society.
Learners could also use the information from their personality fact files (from learning
outcome 1) and extend that into how they could personally make a positive contribution to
society.

22
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UNIT 1: UNDERSTANDING PERSONAL IDENTITY

Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Work in pairs: interviewing each other on aspects of personal identity and the factors that
influence it; comparing interview outcomes with own perceptions on personal identity.
Individual work: creating personality fact files (aspects of personal identity, as seen by self
and others).
Small-group work: investigating how young people are portrayed in the media (for example
appearance, binge drinking, gang membership); analysing online information, YouTube
footage, articles and reports from newspapers and magazines.
Individual work/assessment activity: produce a fact-file in which positive and negative
comments are listed on how personal factors affect confidence.
Work in pairs: off-site interviews with family members or people in the local community,
(for example youth leaders, teachers, senior citizens) to investigate how young people are
portrayed in the media.
Collating information from investigations using charts/reports/PowerPoint to share in the
whole group.
Individual work/assessment activity: prepare a presentation with information collected from
interviews.
Motivational guest speaker: (for example a local personality/ex-student/employer) on the
importance of personal qualities and making a positive contribution to society, with question
and answer session.
Small-group work: case studies on the lives of famous people who have made a positive
contribution to society; analysing the links between personal identity and contributing to
society.
Discussion: feedback from small-group work and sharing responses.
Individual work/assessment activity: record own understanding of the factors which
influence personal identity and what can be done to make a positive contribution in society.
Assessment feedback, review and evaluation of unit.

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF) –
Issue 1 – January 2010 © Edexcel Limited 2010

23

UNIT 1: UNDERSTANDING PERSONAL IDENTITY

Assessment
Assessment criteria 1.1 and 1.2 require learners to define personal identity and the factors that
affect their personal identity. This should include defining characteristics like appearance,
personality traits and individuals interests; influencing factors should include lifestyle, family,
friendships and the media. Criterion 1.3 requires learners to explain how these factors affect
personal confidence and this should include both positive and negative influences. This could be
evidenced from interviews and discussion, with learners creating personal fact files about
themselves.
In order to meet 2.1, learners need to discuss a variety of ways that young people are portrayed
in the media. This should include both positive and negative examples, like being
environmentally aware, ‘hoodies’ or binge drinkers. Criterion 2.2 requires learners to explain
the influence that these images have on self-esteem, and again this should include both positive
and negative examples, like the possible negative impact on body image or the positive effects
of being part of the young generation. This could be evidenced from interviews, investigations
and online research and presented as reports, charts or PowerPoints.
Assessment criterion 3.1 requires learners to make links between personal identity and making a
positive contribution to society. This should include having the personal qualities and
confidence to take on different roles and responsibilities, for example belonging to a group,
volunteering or taking on a leadership role. This could be linked with 1.3, with learners
extending their personal fact files to include links between their personal qualities and being
able to make a positive contribution. Criterion 3.2 could be evidenced from an action plan
which clearly outlines how individual learners could make a positive contribution to society.
All the assessment criteria for this unit could be met through one assignment which focuses on
personal identity, the factors that influence it and how aspects of personal identity can be
successfully harnessed to make a positive contribution in society.
Learners could create a short portfolio which contains evidence from their investigations into
personal identity, the influence of the media and an action plan for making a positive
contribution in society.
Essential resources
Learners will need access to appropriate internet and other research tools.
Suggested resources
‘Life Stories’ (2003) – game from Smallwood Publishing, Charlton House, Dour Street, Dover,
Kent CT16 1ED
‘Positive Attitude Ball’ (2003) – game from Smallwood Publishing, Charlton House, Dour
Street, Dover, Kent CT16 1ED
‘The Ungame’ (2003) – game from Smallwood Publishing, Charlton House, Dour Street, Dover,
Kent CT16 1ED
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UNIT 1: UNDERSTANDING PERSONAL IDENTITY

Indicative reading
Martinez A and Cooper V – Laying the Foundations: Talking About Emotions, Relationships
and Sex in Primary Schools (NCB Publications, 2006) ISBN 1904787843
Sharpe S and Thomson R – All You Need is Love?: The Morality of Sexual Relationships
Through the Eyes of Young People (NCB Publications, 2005) ISBN 1904787355
Sunderland M – Draw on Your Relationships (Speechmark Publications, 2009)
ISBN 0863886299
Wood S – Life Routes: a Practical Resource for Developing Life Skills With Vulnerable Young
People (NCB Publications, 2006) ISBN 1904787770
Websites
www.bbc.co.uk/relationships/improving_your_confidence

BBC

www.chalkface.com

Chalkface Project for secondary
education

www.childline.org.uk

ChildLine

www.nationalstrategies.standards.dcsf.gov.uk/primary/
publications/banda/seal

Department for Children, Schools
and Families

www.teenlineonline.org

Teen line

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF) –
Issue 1 – January 2010 © Edexcel Limited 2010

25

26

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
– Issue 1 – January 2010 © Edexcel Limited 2010

UNIT 2: HEALTHY LIFESTYLES

Unit 2:

Healthy Lifestyles

Unit code:

D/600/3405

QCF level:

2

Credit value:

1

Unit aim
The aim of this unit is for learners to understand emotional health and wellbeing and the factors
that can influence this. With this information learners will gain knowledge in how to establish a
healthy lifestyle.

Unit introduction
Physical, mental, sexual and emotional health all contribute to a healthy lifestyle. This unit
focuses on the importance of being healthy and making healthy choices. Learners need to be
able to make informed decisions about their health and behaviour and have access to reliable
information. It is also important to consider the short and long-term consequences of choices
made in relation to a healthy lifestyle and the potential impact on others.
As young people develop more autonomy they often have more challenging decisions to make
about their lifestyle. Learning about the factors that influence a healthy lifestyle enables
individuals to be better prepared for their different roles in life in the future.
The unit begins by exploring emotional health and wellbeing and the factors that can influence
this.
The unit continues by examining the benefits and risks of health and lifestyle choices. Learners
will examine a range of activities that influence a healthy lifestyle, both positively and
negatively.
In the last part of the unit, learners will explore ways to seek out reliable information in helping
them to make informed choices about health behaviour. They will investigate and be
encouraged to seek out appropriate, reliable sources.
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UNIT 2: HEALTHY LIFESTYLES

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know about the importance of
emotional and mental health

1.1 Outline the importance of emotional health
and wellbeing
1.2 Outline the importance of mental health and
wellbeing
1.3 Describe causes, symptoms and treatments for
mental and emotional disorders

2

Understand the benefits and risks
of health and lifestyle choices

2.1 Explain activities which contribute positively
to a healthy lifestyle
2.2 Explain activities that can be damaging to a
healthy lifestyle

3

Be able to make informed choices
in order to lead a healthy lifestyle

3.1 Find information and support for leading a
healthy lifestyle
3.2 Plan a range of informed choices about health
behaviour
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UNIT 2: HEALTHY LIFESTYLES

Unit content

1

Know about the importance of emotional and mental health
Emotional health: behaviours eg resilience, inner strength, feeling secure and confident,
sense of wellbeing, self-concept, self-esteem, ability to express and control feelings, be able
to show empathy
Mental health: definitions eg sanity of mind, ability to think clearly and logically, rational,
purposeful, organisation of thought processes, ability to problem solve
Importance: impact of emotional and mental health on self and others eg consequences of
mental illness, self-confidence, ability to make and maintain relationships and friendships;
causes, symptoms and treatment for mental and emotional disorders eg eating disorders,
anxiety, depression, suicide, stress-related conditions, self-harming behaviour

2

Understand the benefits and risks of health and lifestyle choices
Health and lifestyle choices: types eg healthy eating, understanding a balanced diet,
Department of Health recommendations on food intake, fruit and vegetables, fewer
processed foods, regular exercise, impact of taking moderate exercise like walking, cycling,
dancing, swimming, aerobic exercise and different sports, safe sexual behaviour, importance
of using condoms, risks of casual sexual relationships, recreation, sport and leisure
activities, importance of activity for both physical and mental health
Benefits: health eg prevention of heart disease, obesity, diabetes, infectious diseases,
addictions, physical and mental wellbeing, preventing stress and mental illness, establishing
lifelong health and lifestyle behaviour
Risks: types eg links between smoking and heart disease, smoking in pregnancy, diet,
obesity, diabetes, alcohol and irresponsible behaviour, drugs and addictive lifestyle, sexual
behaviour and disease, links between emotional health, eating disorders and self-harming
behaviour, links between mental health, depression and suicide

3

Be able to make informed choices in order to lead a healthy lifestyle
Informed choices: types eg local and national eg FRANK, British Pregnancy Advice
Bureau, Teenline, Kids Company, The Place 2BE, Terrence Higgins Trust,
www.ruthinking.co.uk, www.knowthescore; weighing up pros and cons eg assessing long
and short-term consequences, influence from peers, organisations, government campaigns
on smoking, drugs, drink-driving, media and the internet
Healthy lifestyle: includes eg importance of physical, mental, sexual and emotional health,
health as a positive status of wellness, importance of lifestyle decisions for prevention of
illness, responsibility for maintaining health, influence of diet, exercise, smoking, alcohol,
drugs, stress, sexual relationships
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UNIT 2: HEALTHY LIFESTYLES

Essential guidance for tutors

Delivery
For this unit to be delivered successfully a sensitive approach is required, as learners will be
expected to examine their own lifestyles in addition to others. Tutors should support learners
who may disclose confidential, sensitive information and should seek out relevant help and
support where appropriate. Learners need to appreciate the links between healthy lifestyles and
making responsible choices and be reassured that information and support are available to help
them.
This unit lends itself to a variety of creative approaches to investigate and explore information.
For learning outcome 1, learners could conduct interviews with each other, exploring issues
around mental and emotional health and wellbeing, for example, what makes them feel good
about themselves, what makes them feel confident and boosts their self-esteem, what makes
them feel stressed, anxious or depressed. Tutors will need to be aware of any potential sensitive
issues and deal with them appropriately. Learners could also conduct online investigations into
the causes, symptoms and treatment for different emotional and mental problems, for example
eating disorders or depression, and the results could be presented in the group in order to share
all the information.
To cover learning outcome 2, different activities that influence healthy lifestyles could be
investigated by specific group, for example smoking, alcohol, drugs, diet, stress and personal
relationships. Learners should be encouraged to explore both the positive and negative
influences of different factors (the advantages of healthy eating as well as the dangers of
obesity) and to consider both the long and short-term consequences for individuals and others.
Learners could also use internet and media sources to examine the key elements of a healthy
lifestyle. This could be discussed and developed through group projects to create ‘Healthy
Lifestyle Campaigns’ including advertising information, posters, leaflets, slogans and other
supportive materials. Groups could present their work and evaluate the effectiveness of each
campaign, with discussion on how influential media information can be in supporting healthy
lifestyles. A health specialist could also be invited to speak to the learners about healthy
lifestyles, for example a nutritionist, health visitor or personal trainer.
Being able to make informed choices about healthy lifestyles is an important part of this unit
and for learning outcome 3, learners should be given the opportunity to investigate a range of
local and national information. This could be approached as an individual project, with learners
working in pairs or small groups to explore different sources online. The important issue of the
reliability and accuracy of information could be handled through creative group work, perhaps
using common myths, ‘old wives’ tales’ or team quizzes. Learners could work together to create
‘information websites’ on healthy lifestyles, with advice and helpful tips for young people to
follow relating to informed choices about healthy behaviour.
It is important that information for learners is accessible and user friendly and that a variety of
sources are included, taking account of individual needs and preferences and with due
consideration for different attitudes and beliefs.
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UNIT 2: HEALTHY LIFESTYLES

Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Work in pairs: personal interviews exploring aspects of mental and emotional health and
wellbeing (for example ‘What makes you feel good/stressed/anxious/depressed/confident?’).
Individual work: internet research to explore causes, symptoms and treatment for different
emotional and mental problems (for example eating disorders, depression).
Discussion to feedback findings and share information in the group.
Individual work/assessment activity: produce a summary of discussions with main points
identified.
Group work: design a campaign that addresses decision-making about a healthy lifestyle, (for
example healthy eating, taking regular exercise). Work could include creating
storyboards/leaflets/posters; PowerPoint presentation or similar.
Presentation: each group to present the key elements of their campaign and how this might
affect decision making about health behaviour. (This activity could be videotaped and peergroup assessed.)
Group discussion: accessing sources of reliable information about healthy lifestyles (How?
Where? What?).
Work in pairs: internet research to investigate sources of information and advice about health
behaviour; creating ‘mythbusters’ factsheets about misinformation and ‘old wives’ tales’.
Group work: creating ‘information websites’, collating information and summarising
research on health behaviour.
Discussion: feedback from group work and summarising key points.
Individual work/assessment activity: produce information for a healthy lifestyle campaign,
which includes activities which can influence a healthy lifestyle and sources of information.
Assessment feedback, review and evaluation of unit.
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UNIT 2: HEALTHY LIFESTYLES

Assessment
To meet the requirements of assessment criteria 1.1 and 1.2, learners need to outline the
importance of both mental and emotional health and wellbeing. This should include examples of
both emotional and mental health problems such as eating disorders, self-harm and depression
and could be evidenced as information leaflets, web pages or similar.
Assessment criteria 2.1 and 2.2 require specific examples of activities that can influence a
healthy lifestyle, both positively and negatively, for example ‘cycling to work’ rather than
‘taking regular exercise’, and ‘eating less sugar and salt’ rather than ‘eating healthily’.
Examples given could (but are not required to) include physical, mental, sexual and emotional
health, but it is important that a range of different activities is presented, with both positive and
negative examples given, for example the benefits of using condoms or the damaging effects of
heroin use.
Assessment criterion 3.1 requires learners to give specific sources of information about healthy
lifestyles. This could include details of local or national organisations, voluntary and
community groups, government campaigns, media information and internet sources. This could
be evidenced from small group work, investigating information online and presentations.
In order to meet the requirements for 3.2, learners should preferably focus on the positive
aspects of making informed choices for a healthy lifestyle, ie what they should do, rather than
what they should not. ‘Choose to eat fruit and vegetables every day’, ‘choose to walk for at least
half an hour every day’ rather than ‘don’t do drugs’. It is important that learners present a range
of options here and that their work covers a variety of choices relating to healthy behaviour,
including physical, emotional and sexual health.
The assessment criteria for this unit could be covered by one assignment which involves
learners researching, producing and presenting a ‘Healthy Lifestyle Campaign’, outlining the
key elements of a healthy lifestyle (including both emotional and mental health), activities
which can influence a healthy lifestyle and relevant sources of information. Learners could work
on this in small groups and present their individual contributions, complete with visual aids
where appropriate. Assessment could consist of both tutor and peer group feedback.
Essential resources
Learners will need access to appropriate internet and other research tools.
Suggested resources
‘Be Aware; Young People, Alcohol and Other Drugs’, NCB Teaching Pack (2004)
‘Cards for Life; Promoting Emotional and Social Development’, card game by Simon Blake,
NCB (2005)
‘Sex, Myths and Education’, NCB Video (2002)
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UNIT 2: HEALTHY LIFESTYLES

Indicative reading
Bean A – Food for Fitness (A&C Black Publishers Ltd, 2007) ISBN 0713681284
Butler I, Robinson M and Scanlon L – Children & Decision Making (NCB Publications, 2005)
ISBN 1904787541
Lynch J and Blake S – Sex, Alcohol and Other Drugs: Exploring the Links in Young People’s
Lives (NCB Publications, 2004) ISBN 1904787096
Madge N – Understanding Difference: The Meaning of Ethnicity for Young Lives
(NCB Publications, 2001) ISBN 1900990695
Martinez A, Cooper V – Laying the Foundations: Talking About Emotions, Relationships and
Sex in Primary Schools (NCB Publications, 2006) ISBN 1904787843
Sharpe S – From Fear to Respect (NCB Publications, 2004) ISBN 1904787541
Sharpe S and Thomson R – All You Need is Love?: The Morality of Sexual Relationships
Through the Eyes of Young People (NCB Publications, 2005) ISBN 1904787355
Wood S – Life Routes: A Practical Resource for Developing Life Skills With Vulnerable Young
People (NCB Publications, 2006) ISBN 1904787770
Websites
www.bbc.co.uk/health

BBC

www.eatwell.gov.uk

Food Standards Agency

www.nhs.uk/Change4life

National Health Service

www.nhs.uk/smokefree

National Health Service

www.ruthinking.co.uk

Teenage site for thinking about sex and
relationships

www.studenthealth.co.uk

Student health

www.talktofrank.com

Site about drugs and their impact

www.thesite.org

General information site
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UNIT 3: MANAGING PERSONAL RISK

Unit 3:

Managing Personal Risk

Unit code:

M/600/3411

QCF level:

2

Credit value:

1

Unit aim
This unit aims to explore how to recognise, assess and manage risk relating to personal safety,
health and wellbeing.

Unit introduction
The ability to assess and manage risk in making personal choices is an important skill. It
involves accessing and evaluating information and support, using strategies to make decisions
and resisting peer pressure.
As learners become more independent, the value of being able to manage risk takes on more
significance, both in education environments and in the outside world. This process also
involves seeking out and using reliable information, weighing up options and identifying
consequences in order to make an informed choice.
The impact of feelings can be very significant in the decision-making process and it is important
for learners to use strategies for managing their feelings. Being able to assess and manage risk
enables learners to minimise harm in risky situations, both to themselves and to others.
Developing the ability to resist peer pressure and the influence of others is an important life skill
which will enable learners to become more independent and confident in the future.
The unit begins by exploring how to recognise, assess and manage risk relating to personal
safety, health and wellbeing.
The next section encourages the learner to consider factors that can affect decision making
concerning risks and sources of support to help in emergency situations.
Finally, learners are required to apply their knowledge and skills to assessing health and safety
and ways to reduce risk and harm.
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UNIT 3: MANAGING PERSONAL RISK

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know how to recognise, assess
and manage risk relating to
personal safety, health and
wellbeing

1.1 Describe risky situations relating to personal
safety, health and wellbeing
1.2 Outline guidelines for recognising and
assessing risk
1.3 Describe the importance of managing risk in
making personal choices

2

Understand the factors that can
2.1 Explain factors that can affect decision
affect decision making concerning
making concerning risks
risks
2.2 Discuss where to obtain information and help
in risky situations

3

Be able to carry out health and
safety procedures

3.1 Follow guidelines to assess health and safety
risks
3.2 Demonstrate ways to reduce risk and harm
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Unit content

1

Know how to recognise, assess and manage risk relating to personal safety, health and
wellbeing
Risk: hazards eg exposure to potentially dangerous situations relating to personal safety,
health, wellbeing and behaviour eg drink-driving, drug use, unprotected sexual behaviour,
sexual and other bullying situations, criminal or antisocial behaviour
Assess and manage risk: techniques eg weigh up consequences, control outcomes, explore
possible options and alternatives, take protective action, being defensive, refusal skills, the
importance of accurate knowledge for informed decision making

2

Understand the factors that can affect decision-making concerning risks
Factors: consider eg peer pressure, expectations of teachers, family, employers, feelings and
emotions especially anger, embarrassment and disappointment, not enough information or
time
Decision making: range of different decision-making contexts eg risky behaviour (drugs,
alcohol, sex, smoking), antisocial behaviour, illegal/criminal behaviour, exploring choices,
weighing up options, considering advantages and disadvantages, exploring consequences,
the importance of being empowered, decisions about friendships, relationships, social and
health and sexual behaviour
Information and help: sources eg local and national sources, voluntary and community
organisations, media, internet; help eg Frank, British Pregnancy Advice Bureau, Teenline,
Kids Company, The Place 2BE, RoSPA, Terrence Higgins Trust, NHS Direct,
www.ruthinking.co.uk, www.knowthescore, www.direct.gov.uk, emergency services and
number eg fire, police, ambulance, 999, 112

3

Be able to carry out health and safety procedures
Health and safety procedures: types eg risk assessment, identifying hazards, dealing with
emergencies, calling for help, reporting procedures, personal responsibility and behaviour,
basic first aid
Reduce risk: ways eg planning ahead, having phone numbers, avoiding dangerous places,
staying together
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Essential guidance for tutors

Delivery
To deliver this unit successfully a sensitive approach is needed as learners will be expected to
examine risk taking in a variety of situations. Tutors should support learners who may disclose
confidential, sensitive information and should seek out relevant help and support where
appropriate.
Learning outcome 1 requires learners to know how to recognise, assess and manage risk relating
to personal safety, health and wellbeing. Initially this could be approached initially through
video or case study material, with learners actively identifying different risky situations and/or
behaviour, for example drink-driving, drug use or criminal behaviour.
Learners could then work in groups to discuss how the risks in those situations could be
effectively managed, for example weighing up possible options or alternatives and identifying
consequences.
This leads into learning outcome 2, which focuses on the factors which affect decision making
concerning risk. Learners could develop their ideas from the case study material or use role-play
situations to explore the influence of factors like peer pressure and different feelings like
embarrassment or fear.
Learners could discuss how the different situations made them feel and how their actions
affected others in the group. Sources of information to support decision making could be
researched on the internet, with different groups of learners investigating support organisations
for different areas of personal safety, health or wellbeing, for example advice on contraception,
drugs or support for sexual bullying. Findings could be summarised by creating factsheets or
information leaflets which could be presented or shared in the group.
Learning outcome 3 requires learners to be able to carry out health and safety procedures in
relation to their personal safety, health and wellbeing. This lends itself to simulation situations
and could include basic first-aid procedures like dealing with unconsciousness or excessive
bleeding and getting help. A representative from an organisation like St John Ambulance or the
police may be willing to come and speak to learners about the work they do, and demonstrate
basic health and safety procedures.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Brainstorm: risky situations.
Whole-group work: analysis of video: people making different decisions positive and
negative.
Group discussion to feedback responses: suggestions for managing risky situations,
potentially criminal or antisocial behaviour. Summarise on posters.
Small-group work: role-play situations involving potentially risky, dangerous, antisocial,
illegal behaviour.
Group discussion to share information on how to deal with peer pressure, managing
feelings etc. Summarise on factsheets.
Individual work/assessment activity: produce factsheets.
Individual or work in pairs: internet research investigating sources of information to
support decision making eg advice on contraception, drugs, sexual bullying etc.
Whole-group discussion on findings and recording personal listings of useful sources and
guidance.
Guest speaker: dealing with personal safety emergencies eg a representative from St John
Ambulance or police with question and answer session.
Simulation exercises for basic health and safety and first-aid situations, eg dealing with
unconsciousness or excessive bleeding.
Whole-group summary session: useful reminders for keeping safe and managing risk.
Individual work/assessment activity: create an information pack which contains guidelines
on how to manage risk, stay safe and get help when necessary.
Assessment feedback, review and evaluation of unit.
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Assessment
In order to meet the requirements for assessment criterion 1.1 learners need to describe risky
situations relating to personal safety, health and wellbeing and this should include different
situations, for example involving alcohol and other drug use, sexual activity and potential
criminal behaviour.
Assessment criterion 1.2 requires learners to outline guidelines for recognising and assessing
risk and this should include the importance of having accurate information in addition to
exploring possible options. For 1.3, learners need to explain the importance of managing risk in
making personal choices and this should include weighing up the consequences of risky
behaviour in different situations. For 1.1, 1.2 and 1.3, evidence could be presented from group
discussion on video material with learners creating factsheets to summarise key points.
In order to meet the requirements of 2.1 learners need to explain factors that can affect decision
making concerning risks, including peer pressure and dealing with emotions. This could be
evidenced from case-study or role-play situations, with learners creating a list of ‘dos’ and
‘don’ts’, for example ‘don’t give in to peer pressure’, ‘don’t allow your feelings of
embarrassment to get you into trouble’, ‘do walk away from situations where you feel under
pressure to behave irresponsibly’.
Evidence for 2.2 could be summarised from internet research, with learners creating information
leaflets or PowerPoint presentations on where to obtain information and help in risky situations.
This should include information from a variety of sources including groups and organisations,
help lines and emergency organisations. Information could be presented and shared in the group
and learners could be involved in peer assessment.
To meet 3.1 learners need to identify and assess health and safety risks and this should include
different situations relating to their personal safety, health and wellbeing, for example the
potential dangers of driving under the influence of alcohol, carrying knives or other weapons or
engaging in criminal behaviour. Assessment may (but is not required to) include some basic
first-aid procedures like dealing with unconsciousness or shock and getting help.
For assessment criterion 3.2 learners need to demonstrate ways to reduce risk and harm. This
should include making judgements about their own behaviour as well as making sure that they
are well informed.
All the assessment criteria for this unit could be met through one assignment focusing on
managing risk and keeping safe. Learners could create an information pack which contains
guidelines on how to manage risk, where to get help and how to stay safe.
Essential resources
Learners will need access to appropriate internet and other research tools.
Suggested resources
‘Be Aware; Young People, alcohol and other drugs’, NCB Teaching Pack (2004)
‘Cards for Life; Promoting Emotional and Social Development’ – card game by Simon Blake,
NCB (2005)
‘Sex, Myths and Education’, NCB Video (2002)
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Indicative reading
Butler I, Robinson M and Scanlon L – Children & Decision Making (NCB Publications, 2005)
ISBN 1904787541
Lynch J and Blake S – Sex, Alcohol and Other Drugs: Exploring the Links in Young People’s
Lives (NCB Publications, 2004) ISBN 1904787096
Madge N – Understanding difference: the meaning of ethnicity for young lives (NCB
Publications, 2001) ISBN 1900990695
Martinez A and Cooper V – Laying the Foundations: Talking About Emotions, Relationships
and Sex in Primary Schools (Spotlight, 2006) ISBN 1904787843
Sharpe S – From Fear to Respect (NCB Publications, 2004) ISBN 1904787541
Sharpe S and Thomson R – All You Need is Love? The Morality of Sexual Relationships
Through the Eyes of Young People (NCB Publications, 2005) ISBN 1904787355
Wood S – Life Routes: A Practical Resource for Developing Life Skills with Vulnerable Young
People (NCB Publications, 2006) ISBN 1904787770
Websites
www.childline.org.uk

ChildLine support

www.knowthescore.org

Know the Score

www.ruthinking.co.uk

Thinking about sex and relationships

www.sja.org.uk

St John Ambulance

www.talktofrank.com

Advice on drugs

www.teenlineonline.org

Teen line
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Unit 4:

Personal and Social Relationships

Unit code:

T/600/3412

QCF level:

2

Credit value:

1

Unit aim
The aim of this unit is to help the learner consider the importance of relationships in our day-today lives. Influences on behaviour are looked at as part of an examination of the importance of
respect and responsibility in developing relationships.

Unit introduction
Personal and social relationships affect everything that we do in our lives and relationship skills
need to be learned and practised. Understanding relationships is fundamental to wellbeing and
learners need to develop the skills associated with forming, maintaining and ending both
personal and social relationships.
It is important for young people to consider how to exercise responsibility as they deal with the
pressures and emotional challenges involved. Relationships can involve strong feelings and it is
important for young people to learn how to understand and manage their emotions. This is an
essential part of emotional health and wellbeing and enables learners to develop not only social
skills but also emotional resilience. The ability to build and maintain positive relationships is
essential for working together and making a positive contribution in society.
The first part of the unit examines the nature of complex relationships and the importance of
social skills in developing and maintaining complex personal and social relationships.
The unit continues by exploring the influence that emotions can have on relationships. Learners
will be encouraged to examine ways of managing their feelings in different situations.
The final part of the unit will examine the importance of respect and responsibility in
developing relationships. Learners will reflect on how positive social relationships enable
individuals to make a positive contribution both in groups and in society.
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UNIT 4: PERSONAL AND SOCIAL RELATIONSHIPS

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

2

3

44

Know about the importance of
social skills in complex
relationships

1.1 Describe complex relationships

Understand how emotions
influence personal and social
relationships

2.1 Explain a range of different emotions

Be able to show respect and
responsibility in personal and
social relationships

3.1 Demonstrate a respectful, responsible
relationship

1.2 Identify social skills
1.3 Outline the importance of social skills in
complex relationships
2.2 Explain how emotions influence personal and
social relationships

3.2 Review how to be respectful and responsible
in relationships
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Unit content

1

Know about the importance of social skills in complex relationships
Social skills: different forms of communication eg verbal, non-verbal and active listening,
the importance of empathy and how to empathise appropriately, negotiation skills and the
ability to compromise where required, the importance of assertiveness and how to be
assertive in different situations, collaboration and working together, teamwork,
interpersonal skills
Complex relationships: types eg in a group of friends, at work, at school with different
teachers; features eg different sets of expectations, different personalities want different
things, different responsibilities and roles

2

Understand how emotions influence personal and social relationships
Emotions: different eg happy, sad, angry, scared, jealous, resentful, frustrated, disappointed,
embarrassed; exploring how different feelings are expressed and managed eg verbally,
physically, through behaviour; the importance of recognising feelings which are withheld or
masked
Influence on relationships: effects of emotions eg the importance of being able to
distinguish between feelings and behaviour eg it is OK to be angry, but it is not OK to hit
people, exploring alternative and acceptable ways to express feelings, the impact of
aggression, frustration, embarrassment and disappointment within relationships; developing
skills to manage differences within relationships eg passive, assertive, disrespectful,
possessive, positive and negative influences

3

Be able to show respect and responsibility in personal and social relationships
Respect: meaning eg understanding different viewpoints, acknowledging and accepting
different attitudes and values, appreciating different ideas and actions, the importance of
showing consideration towards others, understanding the concept of mutual consent
Responsibility: meaning eg the importance of accountability and taking account of the
consequences of your actions on other people, the nature of dependability and the
significance of that in any relationship, being trustworthy and reliable, the concept of duty,
being conscientious, taking on a role
Personal relationships: types eg emotional connection with another significant person,
sexual relationships, the importance of gender equality, exploring aspects of behaviour in
personal relationships
Social relationships: types eg friendships, family relationships, group involvement and
wider relationships, communication and cooperation, group behaviour and teamwork,
school, work, church
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UNIT 4: PERSONAL AND SOCIAL RELATIONSHIPS

Essential guidance for tutors

Delivery
This unit lends itself to a variety of practical approaches exploring the nature of relationships,
including communication, active listening and negotiation skills. Tutors should be sensitive
towards different values, attitudes and beliefs and if learners divulge any personal information,
it should be dealt with appropriately with due regard for confidentiality.
For learning outcome 1 learners could analyse the different social skills in relationships viewed
from film or video clips, for example complex relationships at work or school, friendships and
family relationships. In groups, learners could identify the different skills required and expected
in different relationships. These skills could be practised in role-play situations, for example
negotiation skills, collaboration and assertiveness. Communication exercises could also be used
effectively here.
Learning outcome 2 focuses on how emotions can influence personal and social relationships.
This lends itself to a variety of emotional literacy activities and games, for example ‘Group
Games for Dealing with Aggression’ and ‘Group Games for Emotional Strength and Self
Esteem’ (available from Speechmark Publications). Through some of these practical activities
learners could explore a wide variety of emotions, for example jealous, disappointed, resentful,
embarrassed, and then discuss and/or role play how these emotions could influence personal and
social relationships in different situations, for example breaking up with a girl/boyfriend, being
rejected from a team or being made a fool of by a friend.
This leads into learning outcome 3, which explores respect and responsibility in personal and
social relationships. Learners could work with case-study material (highlighting both positive
and negative relationship situations) and outline some of the key points about respect and
responsibility, for example, showing consideration to a parent, taking leadership as team captain
or pressurising a friend into doing something against their wishes.
This could be further explored through a TV style show format like ‘Blind Date’ where learners
interview each other on specific issues around respect and responsibility in relationships. A
relationship specialist, for example a Relate counsellor, may be willing to visit and participate in
this activity or come and speak to learners about the importance of respect and responsibility in
relationships.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Whole-group exercise: analysing different relationships from video clips (or case study
material). Summarise the social skills used (for example negotiation, collaboration,
assertiveness) and the skills required for complex relationships at work, school, with friends
and in family situations.
Whole-group practical activities on communication (for example Chinese whispers, charades,
miming, consequences).
Practical in small groups: active listening exercises.
Group work: feedback outcomes from practical exercises and complete checklist for positive
communication.
Individual work/assessment activity: create personal checklists for developing and
maintaining successful relationships.
Work in pairs: identifying and exploring different feelings (using prompts from specific
situations).
Practical group work: group games/role-play activities for exploring feelings in different
situations (for example jealous, disappointed, embarrassed).
Feedback outcomes from practical group work with discussion on how different feelings can
influence relationships.
Small-group work: case studies exploring respect and responsibility in different relationships.
Summarise outcomes on posters.
Guest speaker: the importance of respect and responsibility in relationships (a Relate
counsellor), with question and answer session.
Whole-group work: writing and responding to ‘Agony Aunt’ letters about relationship
problems. Share responses in the group.
Individual work/assessment activity: produce ideas for a website that gives advice on
relationships skills.
Assessment feedback, review and evaluation of unit.
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Assessment
To meet assessment criterion 1.1 learners could create lists of different complex relationships
and this should include both personal and social relationships, for example friendship groups,
relationships at work and school, emotional relationships and different family relationships.
To meet 1.2, learners should describe the importance of social skills in complex relationships
including different forms of communication, negotiation skills and how to be assertive in
different situations. This could be evidenced from group and role-play scenarios, with key
points summarised on posters or in PowerPoint presentations.
Assessment criterion 2.1 requires learners to describe a range of emotions and this should focus
on the emotions commonly encountered in relationships, for example jealousy, disappointment,
embarrassment and frustration. To meet 2.2 learners need to make the link between emotions
and their influence on personal and social relationships. This could be evidenced from practical
emotional literacy activities and group work, with learners writing short reports or magazine
articles or Big Brother style diary entries.
This could be extended into criteria 3.1 and 3.2, which require learners to demonstrate and
review how to be respectful and responsible in relationships. This could be evidenced from their
role-play situations, with learners reviewing and analysing the video footage in order to
highlight points on how to be respectful and responsible in relationships. Learners and tutors
could be involved in the assessment process.
The assessment criteria for this unit could all be covered by one assignment focusing on the
importance of social skills in relationships. Learners could produce ideas for a website giving
advice on relationship skills, managing emotions and how to show respect and responsibility in
relationships.
Essential resources
Learners will need to access appropriate internet and other research tools.
Suggested resources
‘Cards for Life; Promoting Emotional and Social Development’ – card game by Simon Blake,
NCB (2005)
‘Emotions Cards’, Speechmark Publications (2004)
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Indicative reading
Butler I, Robinson M and Scanlon L – Children & Decision Making (NCB Publications, 2005)
ISBN 1904787541
Fuchs B – Group Games: Social Skills (Speechmark Publishing, 2002) ISBN 9780863884207
Lynch J and Blake S – Sex, Alcohol and Other Drugs: Exploring the Links in Young People’s
Lives (NCB Publication, 2004) ISBN 1904787096
Madge N – Understanding difference: the meaning of ethnicity for young lives
(NCB Publication, 2001) ISBN 1900990695
Martinez A and Cooper V – Laying the Foundations: Talking About Emotions, Relationships
and Sex in Primary Schools (Spotlight, 2006) ISBN 1904787843
Portmann R – Group Games: Dealing with Aggression (Speechmark Publishing, 2002)
ISBN 9780863884108
Portmann R – Group Games: Emotional Strength and Self-Esteem (Speechmark Publishing,
2002) ISBN 9780863883941
Sharpe S – From Fear to Respect (NCB Publications, 2004) ISBN 1904787541
Sharpe S and Thomson R – All You Need is Love? The Morality of Sexual Relationships
through the Eyes of Young People (NCB Publications, 2005) ISBN 1904787355
Sunderland M – Draw on Your Relationships (Speechmark Publications, 2009)
ISBN 0863886299
Wood S – Life Routes: A Practical Resource for Developing Life Skills with Vulnerable Young
People (NCB Publications, 2006) ISBN 1904787770
Websites
www.childline.org.uk

Childline

www.teenlineonline.org

Teen line
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Unit 5:

Exploring the Impact of Diversity
in our Communities

Unit code:

A/600/3413

QCF level:

2

Credit value:

1

Unit aim
The aim of this unit is to encourage learners to identify diversity in a local community and then
consider their attitudes towards this, making changes to attitudes where and when appropriate.

Unit introduction
The ability to appreciate individual similarities and differences is an important skill in both
making and maintaining personal and social relationships. Learning to acknowledge and value
diversity is an important part of understanding discrimination. Being able to empathise with
others helps learners to accommodate differences in their lives and accept their responsibility to
challenge prejudice wherever it is encountered.
As young people are developing their attitudes towards others in society, it is important to
consider individual differences and to encourage the celebration of diversity, within the
education environment, the local community and the world of employment. The concepts
involved in understanding diversity and discrimination are fundamental to individuals being
able to make a positive contribution in society.
The first part of the unit explores diversity in local communities.
In the second part of the unit learners will be encouraged to consider their attitudes towards
diversity, how these can influence their behaviour and the importance of respecting individual
differences.
The unit will continue by examining the nature of discrimination and the importance of
challenging prejudice wherever it is encountered.
In the last part of the unit learners will reflect on their attitudes and behaviours towards
diversity.
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Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

2

3

4

Know the diverse nature of a local
community

1.1 Describe a diverse community

Understand how attitudes about
diversity can influence behaviour

2.1 Discuss different attitudes towards diversity

Know how to recognise and
challenge discrimination

3.1 Define discrimination

Understand own attitudes and
behaviours towards diversity

4.1 Review own attitudes and behaviours towards
diversity

1.2 Give examples of diversity in a local
community
2.2 Explain how attitudes about diversity can
influence behaviour
3.2 Describe ways to challenge discrimination

4.2 Evaluate own attitudes and behaviours
towards diversity
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Unit content

1

Know the diverse nature of a local community
Diverse nature: similarities and differences between groups and individuals eg race, gender,
age, culture, religion, sexual orientation or being disabled, different beliefs and values,
different priorities in life, the importance of individuality
Local community: types eg home town or city, region or area, exploring the population
within the learners’ own environment or specified area

2

Understand how attitudes about diversity can influence behaviour
Attitudes about diversity: influences eg thoughts and feelings around different beliefs and
values, the nature of variety, being different eg religion, race, gender, age, culture, sexual
orientation, being disabled
Attitudes influence behaviour: ways eg exploring the connections between personal attitudes
and values towards diversity, importance of tolerance, being inclusive eg approach to
friendship groups, schools, families and wider society eg membership in organisations

3

Know how to recognise and challenge discrimination
Discrimination: meanings eg the nature of prejudice; examples of discrimination eg
homophobia, racial discrimination, ageism, sexism, lack of provision for disabled people,
bullying
Challenge discrimination: ways eg identify and label discriminatory behaviour,
acknowledge inappropriate attitudes and behaviour relating to discrimination, strategies to
target inappropriate attitudes and behaviour eg anti-bullying policies, inclusion policies, the
importance of tolerance, appreciation of difference

4

Understand own attitudes and behaviours towards diversity
Attitudes: definition eg consider and explore ideas, examine individual outlook on life,
thoughts and feelings about differences between individuals and groups, evaluate actions,
opinions
Behaviours: evaluate actions, ways to act eg open communication, tolerance towards
inclusion, understanding and appreciating difference, celebrating individuality, learning
from each other, showing empathy
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Essential guidance for tutors

Delivery
To deliver this unit successfully a sensitive approach is needed as learners will be expected to
examine their attitudes and beliefs towards diversity and discrimination. Tutors should support
learners who may have difficulty in discussing potentially sensitive information, and should also
be prepared to challenge discriminatory comments or attitudes if they arise. Learners need to
understand the importance of appreciating individual differences and adopting a tolerant
approach and be reassured that confidentiality will always be respected.
This unit lends itself to a variety of creative approaches to investigating the nature of diversity.
Learning outcome 1 could be covered by an investigation into diversity within the local
community. Learners could conduct online research into the local population and produce
graphs or charts to identify different populations within the community, for example the
percentage of people over the age of 65 or the variety of ethnic groups.
Small groups of learners may be able to visit different groups or organisations within the local
community and conduct and record interviews with group leaders about the nature of diversity,
for example a disabled living foundation, Age Concern, or multicultural organisation.
Representatives from different groups may be willing to visit and speak to learners about their
experiences of diverse values.
This could be extended into learning outcome 2, where learners need to understand how
attitudes about diversity can influence behaviour. Learners could use information from their
research in the local community and write short reports on how attitudes about diversity can
influence behaviour. Alternatively, learners could use case studies to explore a variety of
attitudes and values and how these can influence behaviour. These could include attitudes
towards different ethnic groups or behaviour towards the elderly.
To cover learning outcome 3, learners could discuss different situations involving
discrimination, for example racial discrimination, homophobia or prejudice around disability.
This could be developed by examining policies around discrimination, for example the school’s
anti-bullying policy.
Learners could work in groups to write key action points for anti-discrimination policies. Roleplay situations could be used for learners to challenge discrimination and prejudice for example
homophobia or racial discrimination. The role play could be videotaped and played back for
evaluation and review within the group.
For learning outcome 4, a debating forum could be used for learners to reflect on their attitudes
and behaviour towards diversity, with different debating teams preparing speeches or
presentations about different aspects of diversity and the importance of inclusion. For example,
‘all children with special educational needs should be educated in mainstream schools’ or ‘all
new immigrants to this country should learn to speak English’. Learners could then present their
ideas and give examples of their own attitudes and behaviour towards diversity.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Individual online research into diversity within the local population; age, race, ethnicity,
creating graphs/charts to summarise findings.
Presentations to feed back findings and share information with whole group.
Small-group work: off-site visits to different organisations to conduct and record interviews
with group leaders about the nature of diversity, eg Age Concern, multicultural
organisations.
Individual work/assessment activity: produce reports to summarise information from offsite visits on how attitudes about diversity can influence behaviour.
Brainstorm types of discrimination.
Small-group work: examining policies around discrimination, eg the school’s anti-bullying
policy and writing key action points for antidiscrimination policies.
Whole-group work: debating forum on aspects of diversity and the importance of inclusion.
Team members to prepare and present speeches/presentations on different issues, eg ‘all
new immigrants to this country should learn to speak English’.
Discuss and reflect on own attitudes and behaviour in pairs. Record findings and share
within the group.
Individual work/assessment activity: produce a report of situations where discrimination
has been identified, with recommendations as to how it could be challenged.
Assessment feedback, review and evaluation of unit.
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Assessment
For assessment criterion 1.1 learners need to describe a diverse community and this should
include factors like religion, culture, race, gender, age, sexual orientation and disability.
Criterion 1.2 requires learners to give examples of diversity in the local community and this
could be summarised from information gathered by visiting local groups and organisations or
from research conducted online. Evidence could be presented on a spreadsheet, chart, graph or
in a short written report.
In order to meet the requirements of 2.1 learners need to discuss different attitudes about
diversity. This should include both positive and negative attitudes, for example positive
attitudes towards diversity and negative attitudes towards different racial groups. Criterion 2.2
requires specific examples of how these attitudes can influence behaviour and learners could
evidence this in journalist-style reports from their research and investigations in the local
community.
Assessment criterion 3.1 requires specific examples of discrimination, for example homophobia,
ageism, sexism or bullying, and this could be evidenced from group work and individual
reports. To meet 3.2 learners need to outline ways of challenging discrimination, including
identifying and labelling discriminatory behaviour and acknowledging inappropriate attitudes.
This could be evidenced from the analysis of role-play situations, with learners actively
involved in their own assessment and producing action plans for challenging discrimination.
Criteria 4.1 and 4.2 focus on learners’ attitudes and behaviour towards diversity. This could be
evidenced from group discussion and summarised in a written reflective account which reviews
their attitudes and behaviours towards specific aspects of diversity, for example their attitude
towards multi-faith schools, or their behaviour towards a disabled group member.
The assessment criteria for this unit could be covered by two short assignments, one focusing on
discrimination and one on diversity. Learners could analyse role-play situations in order to
identify and challenge discrimination. Assessment could consist of both tutor and peer group
feedback.
Individual research could be used to assess the links between diversity, attitudes and behaviour,
with learners presenting reports for assessment.
Essential resources
Learners will need access to appropriate internet and other research tools.
Indicative reading
Daniels K and Macdonald L – Equality, Diversity and Discrimination: A Student Text
(Chartered Institute of Personnel and Development, 2005) ISBN 1843981122
Malik H – A Practical Guide to Equal Opportunities (Nelson Thornes, 2003)
ISBN 0748770798
Thompson N – Promoting Equality: Challenging Discrimination and Oppression
(Palgrave Macmillan, 2003) ISBN 0333993535
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Websites
www.disabilityinfo.gov

Online resource for people with
disabilities

www.edchange.org/multicultural

Multicultural Pavillion

www.eop.com

Equal Opportunities Publication

www.wmin.ac.uk/page-1942

University of Westminster Disability
Discrimination Act

yourlifeline.org.uk/files/C2%20%20Challenging%20Discrimination.pdf

Your Lifeline: Challenging
Discrimination
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Unit 6:

Career Progression

Unit code:

F/600/3414

QCF level:

2

Credit value:

2

Unit aim
This unit aims to help learners to understand the connection between their skills, experiences
and aspirations, and possible career opportunities and progression.

Unit introduction
This unit will help learners understand possible career opportunities so that they are able to take
a proactive approach to career progression. The emphasis of the unit is on learners being able to
locate potential opportunities, information and resources and evaluate them in terms of their
relevance to career progression. Learners will explore the ongoing nature of career development
and undertake the development of a career progression plan.
In the first part of the unit learners are required to understand that personal skills, qualities and
experience influence career progression. Identifying these can be achieved using tools and
activities freely available on the internet and through agencies such as Connexions.
Learners move on to finding resources and sources of support to help them with their career
plan, discovering the importance and relevance of further study for chosen career paths.
Finally learners are expected to use gathered information to plan their individual career
progression.

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF) –
Issue 1 – January 2010 © Edexcel Limited 2010

59

UNIT 6: CAREER PROGRESSION

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

2

3

4

Understand that personal skills,
qualities and experience
influence career progression

1.1 Analyse own skills, qualities and experience

Be able to access information
and guidance related to career
progression

2.1 Find different sources of information related to
career progression

Understand the importance of
work or study opportunities in
career progression

3.1 Discuss the career benefits of different examples of
work or study opportunities

Be able to plan own career
progression

4.1 Produce a career progression plan

1.2 Discuss reasons why their personal qualities, skills
and experiences might be more suited to some areas
of work or learning than others

2.2 Evaluate the relevance of the information to their
own skills, qualities, experience and career
aspirations

3.2 Explain how one job role or stage of career
development may lead to another
4.2 Explain the timeline and resources that might be
needed to support their career progression plan
4.3 Discuss appropriate ways of reviewing their career
progression plan
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Unit content

1

Understand that personal skills, qualities and experience influence career progression
Personal skills, qualities and experience: interests, work, study and other experience,
personal strengths, learned and natural talents, skills and personality
Suitability of qualities, skills and experiences to areas of work or learning: eg preference for
learning in a group situation would suit enrolling on course at college rather than doing
online course from home, physical fitness and strength could suit work on construction site
rather than desk-based job, experience in caring for a disabled child would suit role as
helper at school for children with disabilities rather than working at a call centre

2

Be able to access information and guidance related to career progression
Information and guidance related to career progression: eg college, school or communitybased careers services, career advisers, Jobcentres, Learndirect, progress files, libraries,
‘Careers’ sections in local newspapers, magazines and websites, personal development and
career development magazines and websites, industry magazines, websites or publications,
employment and careers websites, HR professionals, biographies/interviews of people who
have been successful in a career or multiple careers, work placement, progress files,
Vocational Specialists websites such as Connexions, Careers Wales, Careers Scotland,
Careers Ireland, Sector Skills Councils and a range of BBC links to Blast, Go Get it, One
Life – Your World: Work and Future
Relevance of information: using relevant source depending on type of information sought eg
Learndirect useful for learners wanting to undertake online courses, local newspapers useful
for finding job in local area; deciding whether job information or course information found
is relevant eg part-time course in business enterprise for employed person intending to set
up their own business, job-share role for parent wishing to combine a job with childcare
responsibilities, voluntary work at local charity shop for a person planning to progress to
paid work in retail sector

3

Understand the importance of work or study opportunities in career progression
Benefits of different work or study opportunities: various forms of work and study
opportunities eg part-time studies or courses, courses or studies subsidised or paid for by an
employer, full-time studies/course, online courses, promotional opportunities at work,
training and personal development opportunities, work-shadowing and cross-company
projects; benefits of work or study opportunities eg learn new skills, gain a qualification,
improve status or reputation, fit in with lifestyle, fit in with schedule, fit in with childcare
responsibilities, potential for pay rise or improvement in employment prospects
Stages in career development: ongoing nature of career progression, building skills and
knowledge as an ongoing process, moving up through organisational structures, increasing
understanding of a task or skill from basic to more advanced level, learning new skill could
lead to new job role, taking on new responsibilities voluntarily could lead to paid promotion
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4

Be able to plan own career progression
Career progression plan: different ways of recording career plans eg electronic, handwritten, charts, diagrams, templates or forms provided by workplace or place of learning,
types of goals eg short-term, medium-term, long-term, setting goals in plan over appropriate
timeframes, using feedback and guidance from appropriate sources in planning career
progress eg tutor, teacher, employer, people in similar careers, career adviser, family,
friends
Timeline and resources: timeline eg targets set in weeks, months, years for achieving goals;
resources eg money to pay for training course, support from family or friends in looking
after child so parent can take on part-time work, new skills or knowledge needed to qualify
for promotion at work
Reviewing career progression plan: deciding appropriate time(s) to review career plan;
revising original career progression plan if necessary; using feedback and guidance from
appropriate sources in reviewing career progression plan eg tutor, teacher, employer, people
in similar careers, career adviser, family, friends
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Essential guidance for tutors

Delivery
Tutorial sessions would be a useful scenario for delivering this unit. It could also be integrated
into a vocational qualification or delivered in a work-based setting.
Learners should be encouraged to view their learning as the beginning of a lifetime of learning.
The unit should focus on learners exploring their skills, qualities and experience, and how these
link to career progression. Tutors may wish to discuss the importance of having aspirations and
goals and the role played by factors such as a positive self-image and attitude, adaptability and
the ability to cope with change.
The opportunity to draw on real-life scenarios is inherent in each learning outcome for the unit.
Learners could undertake investigation of skills and qualities through the use of paper or
electronic self-assessment tools. A range of exercises and activities which enable learners to
analyse their strengths, weaknesses, attitudes, qualities etc should be used, for example
worksheets, team activities, basic personality profile tools.
In group discussions, the importance of personal skills and qualities that enable career
progression could be considered, for example motivation, determination, flexibility and the
desire and ability to learn new skills.
Strengths and skills gaps should be identified so that individuals may become aware of their
development needs and recognise the advantage of relevant work or study opportunities. It is
important that learners review their interests, aptitudes and ambitions for the future.
The use of presentations, interviews, case studies, visiting speakers and online career resources
that promote a positive approach to career progression is recommended.
Learners could consult a wide variety of resources such as the internet, local and national
publications, careers advisers, Jobcentres and people from the world of work.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit – and specifically the importance of career progression, self-awareness
and lifelong learning.
Small groups: discuss skills and qualities needed for specific areas of work and suitability of
qualities, skills and experience.
Pair work to talk in detail about individual skills, qualities and experience. Link to personal
interests in areas of work.
Individual work/assessment activity: produce an analysis of own skills, qualities and
experience and explain how these match areas of work identified for career progression.
Explain the importance of career progression.
Tutor-led input on sources of information for career guidance and progression.
Paired work: research and evaluate career progression and guidance information – checking
with tutor it is appropriate.
Individual work/assessment activity: assess information and guidance which will help with
different career and course options evaluating the relevance to own skills.
Tutor or visiting speaker input on the importance of work/study in career progression.
Pair work: to discover and discuss career benefits of different examples of work/study
opportunities.
Individual work/assessment activity: record how work or study opportunities can benefit
careers and explain how one job role or stage of career development may lead to another.
Tutor-led discussion on planning and how to plan next stage in career progression – setting
goals, realistic timelines, suitability of goals.
Paired work: discuss how to set goals to help progress career and how to review career
progression plan.
Individual work/assessment activity: create a plan which shows short-term goals, resources,
timelines for achieving career progression.
Assessment feedback, review and evaluation of unit.
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Assessment
To achieve learning outcome 1 learners need to review previous work or learning in order to
undertake an analysis of personal skills and qualities. This may be achieved through the use of
paper or electronic self-assessment tools.
For learning outcome 2 learners need to give at least two reasons why their qualities, experience
and skills analysed in learning outcome 1 are more suited to one stated area of work or learning
than one other stated area of work or learning. Learners may be given guidance by the tutor or
line manager in selecting the areas of work or learning to discuss but must show independence
in putting forward at least two reasons required for learning outcome 2.
To achieve learning outcome 3 learners need to include information relevant to career
progression in a stated area of work or learning from two or more different sources. This may
include leaflets, downloads from websites, articles from publications or evidence from
interviews with career advisers.
Learning outcome 4 requires learners to consider whether the information gathered for learning
outcome 3 is useful (or not useful) in terms of their career progression, linking the information
to personal skills, qualities, experience and ambitions.
Learners will therefore need to understand the skills and qualifications needed for their
preferred career path.
The goals and timeline in the career progression plan should be confirmed by a tutor, line
manager or other appropriate person.
The plan should include basic suggestions on how progress and appropriateness of the plan
could be reviewed on an ongoing basis.
Essential resources
Learners need access to a range of career-related resources such as websites, publications, tutors
and careers advisers.
Websites
www.connexions.gov.uk

Connexions

www.direct.gov.uk/en/EducationAndLearning

Directgov

www.learndirect-advice.co.uk/helpandadvice

Learn Direct

www.learndirect-advice.co.uk/helpwithyourcareer

Learn Direct

www.monster.co.uk

Job search website
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Unit 7:

Financial Capability

Unit code:

J/600/3415

QCF level:

2

Credit value:

1

Unit aim
The aim of this unit is to develop learners’ understanding of money management and increase
their capability to manage, review and plan personal finances. The unit also addresses being a
critical consumer and applying this to making decisions about the purchase of goods and
services.

Unit introduction
An enterprising approach to finance can help in making the most of opportunities and this unit
provides foundation skills to help learners to be enterprising in their approach to managing
money, planning personal finances and becoming critical consumers.
In order to manage money effectively, young people need to know and understand financial
terms and products, in addition to having an appreciation of the impact of finance on their goals
and aspirations.
Developing the skills of enterprise can also help in achieving efficiency and resilience in money
management, and these skills are addressed at the beginning of this unit.
The core of this unit is to give learners the skills required for personal budgeting and financial
planning and to encourage them to become enterprising, questioning and informed consumers.
The first part of the unit focuses on the skills, attitudes and qualities required for enterprise and
how they can be developed.
The unit goes on to explore the benefits of money management and the importance of
understanding how financial products and terms can aid personal financial management and
goal setting.
The final part of the unit examines personal finances. Learners will be encouraged to plan a
personal budget, create a savings plan and reflect on the decisions they make in purchasing
goods and services. It aims to encourage learners to become questioning and informed
consumers.
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Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know how being enterprising can
help with money management

1.1 Outline how enterprise skills, attitudes and
qualities can help with money management
1.2 Describe how enterprise skills can be developed

2

Understand the concepts and
benefits of money management

2.1 Discuss financial terms and products used in
money management
2.2 Explain the importance of money management
2.3 Examine the impact of money management on
personal goals and aspirations

3

Be able to manage own money

3.1 Plan a personal budget
3.2 Create a personal savings plan
3.3 Present reasoned decisions about purchasing
goods and services
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Unit content

1

Know how being enterprising can help money management
Being enterprising: range of skills for money management eg identifying opportunities,
decision making, risk management, presentation, willing to take risks, improvise, make
things happen
Help with money management: knowing how and when to take risks eg investments, loans,
planning ahead; aid decision making eg when to take action, awareness of markets, prices,
best times to buy or save

2

Understand the concepts and benefits of money management
Money management: income and outgoings eg wages, taxes, credit, debt, planning for
savings and investment; management eg carrying out frequent reviews, seeking and using
professional advice from independent financial advisers, connections between markets,
competition, price and profit
Range of financial products and services: types eg savings accounts, current accounts,
overdrafts, personal loans, credit accounts, personal pensions

3

Be able to manage own money
Personal budgeting: using a clear and consistent method of entry eg account of income and
expenditure eg earnings from work, allowance from parents, gifts, inheritance, government
educational grants and allowances, income from selling items; expenditure eg income tax
and national insurance, food, clothes, car/transport expenses, daily, weekly, monthly
calculations; being accurate eg adding up accurately, entering details, checking work,
arriving at a surplus or deficit and adjusting budget accordingly
Purchasing goods and services: reasons for making decisions about purchasing goods and
services (positive and negative) eg message conveyed to society by using product or
service, jealousy, envy, copying others, one-upmanship, overt consumerism, money could
be better spent on more important things, increase personal debt, want it but do not need it,
not ethical, scarcity, sustainability, not legal, damaging to health

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF) –
Issue 1 – January 2010 © Edexcel Limited 2010

69

UNIT 7: FINANCIAL CAPABILITY

Essential guidance for tutors

Delivery
A variety of creative delivery methods can be used to give learners the skills required for
personal budgeting and financial planning. The unit encourages learners to become enterprising,
questioning and informed consumers. Tutors will need to adopt a sensitive approach and ensure
that any personal information that is shared by learners as part of learning or assessment
activities is respected and kept confidential.
Learning outcome 1 is all about the links between money management and being enterprising.
This lends itself to a practical approach and groups of learners could be given practical tasks, eg
selling items on a simulated eBay-type system. Decisions would have to be made about pricing,
marketing and creative selling, linking enterprise skills with money management. Learners
could judge the outcomes according to how being enterprising had an effect on the total amount
of money made or lost by different groups.
For learning outcome 2, learners could be directed to websites or review financial literature in
order to investigate a range of financial products and definitions of specific financial terms. A
local bank or building society may be willing to allow groups of learners to visit a branch to
collect information, or even to send a representative to speak to learners about financial
products.
The benefits of money management could be explored through case studies or real-life success
and failure stories. Learners could extend this into their own lives by creating a ‘wish list’ of
their personal goals and aspirations along with the financial decisions they would need to make
in order to achieve those goals. For example, a goal of wanting to take a holiday abroad or own
a car will require the decision to save money on a regular basis.
Learning outcome 3 focuses on learners’ ability to manage their money. This could be explored
by creating a spreadsheet for individual learners to plan their personal budget and savings plan.
For example weekly income and expenditure, regular savings, long and short-term needs.
Decisions about purchasing goods and services could be examined through simulation exercises,
using different financial situations as examples, such as buying a specific brand of sports
clothing in order to be like their friends, decisions to spend rather than save money, or choosing
which gym to join, mobile phone to buy or internet provider to use and justifying their decision.
Learners could make judgements and vote on the purchasing decisions made by individuals and
create guidelines on how to be a critical consumer.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Practical tasks in pairs: enterprise skills and money management (for example selling items on
a simulated eBay site).
Presentations to the whole group on the outcome of the practical tasks.
Work in pairs: off-site investigations into different financial products (for example visiting
banks, building societies, insurance companies).
Individual work/assessment activity: create a personal budget plan using spreadsheets.
Group work: simulation exercises on making purchasing decisions, using practical examples to
make judgements and voting on priorities for purchases.
Individual work: written guidelines on how to be a critical consumer.
Individual work/assessment activity: review success of entrepreneurial skills and purchases
made, reflecting on the effectiveness of money management.
Assessment feedback, review and evaluation of unit.
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Assessment
To meet the requirements of assessment criterion 1.1 learners must outline how enterprise skills,
qualities and attitudes can aid money management. This should include the impact on decision
making, risk taking and awareness of financial markets. Evidence could be presented as fact
files or PowerPoint presentations following on from group practical work. Learners could write
short reports on how enterprise skills can be developed, following on from the success (or
failure) of their own projects in order to meet criterion 1.2.
For 2.1 learners could create information webpages summarising the facts collected from their
investigations about financial products and services. Criteria 2.2 and 2.3 require learners to
explain the importance of money management and the impact on their own personal goals and
aspirations. This should include both positive and negative impacts, for example the positive
impact of saving for something they really want as well as the negative impact of spending just
for the sake of it. Evidence could be presented from their ‘wish list’ of aspirations for the future
with an evaluation of how they intend to manage their money in order to achieve their goals.
To meet criteria 3.1 and 3.2 learners need to plan a personal budget and create a personal
savings plan. This can be presented in any suitable format such as a spreadsheet, online budget
planners or accounts sheet. Learners need to demonstrate that they understand the principles of
balancing income and expenditure as well as the importance of saving on a regular basis.
To meet the requirements of 3.3 learners need to present reasoned decisions about purchasing
goods and services. This could be presented from group practical work on how to be a critical
consumer, with learners reporting on different goods and services and the decisions made about
purchasing.
All the assessment criteria for this unit could be successfully covered by an overall assignment
focusing on a finance and enterprise-based project. Practical tasks could be set which require
learners to demonstrate entrepreneurial skills, report on financial products and the importance of
money management and make decisions about purchasing goods and services.
Essential resources
Learners will need to access to appropriate internet and other research tools.
Indicative reading
Banks E – Finance: The Basics (Routledge, 2006) ISBN 041538463X
Cleaver T – Economics: The Basics (Routledge, 2004) ISBN 0415314127
Knox S – Financial Basics: Money-Management Guide for Students (Ohio State University
Press, 2004) ISBN 0814209785
Websites
www.connexions-direct.com

Connexions

www.moneymadeclear.fsa.gov.uk

Money made clear

www.natwestf2f.com

Natwest

www.ucas.com/students/studentfinance/managing_money UCAS
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Unit 8:

Managing Financial and Career
Risk

Unit code:

L/600/3416

QCF level:

2

Credit value:

1

Unit aim
This unit aims to help learners understand the nature of financial risk taking. Assessing risks and
relating them to careers is considered, as well as how to learn from mistakes.

Unit introduction
Learning how to take calculated risks is an important life skill. Decision making in both
financial and career situations can involve a degree of risk and young people need to be able to
recognise the opportunity presented by risk and to manage risks responsibly.
The first part of this unit explores the nature of risk taking and requires learners to consider both
the negative and positive consequences.
The unit goes on to examine the importance of assessing risks, and learners are encouraged to
relate this to financial decisions and career transitions. This part of the unit also encourages
learners to consider how they can learn from their mistakes.
The final part of the unit explores the social and moral dilemmas which can come about from
the way in which money is used.
Learners will be required to consider how the choices they make as consumers can affect
economies in other countries and the environment.
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Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know the consequences of risk
taking

1.1 Describe the positive and negative consequences
of risk taking

2

Understand how to assess risk in
financial and career decisions

2.1 Explain how to assess risks in financial and
career decisions
2.2 Identify how mistakes can be made in decisionmaking

3

74

Understand how the way money
is used can create social and
moral dilemmas

3.1 Explain how the way money is used can create
moral dilemmas
3.2 Explain how the way money is used can create
social dilemmas
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Unit content

1

Know the consequences of risk taking
Risk: meaning eg exposure to chance, possibility of meeting danger or suffering harm
Consequences: positive reasons eg increased prosperity ie making money through savings,
investments and trade, career promotion, achievement and recognition; negative reasons eg
physical, emotional and financial loss, damage eg to reputation, or injury eg, to self or
others

2

Understand how to assess risk in financial and career decisions
Financial and career decisions: weighing up the possible benefits of financial and/or career
risks eg taking a gamble with an investment, taking a chance on a promotion, use
information for career transitions or advancements
Financial risk: types eg money lost through lending it to a friend and it not being repaid,
purchasing shares as an investment and the share prices falling, taking a job in a company
hit by financial trouble; outcomes eg increases chances of meeting aims, saves time and
resources, reduces mistakes, gains respect and trust from others, reduces stress and worry;
identify factors that are most critical eg identify, characterise, and assess threats
Career risk: types eg taking a course of study and not finishing it, accepting a job and
subsequently not enjoying it, changing direction, taking a transfer, moving to another area
Making mistakes: actions contributing to eg being impulsive, not carrying out research, not
consulting, too little information

3

Understand how the way money is used can create social and moral dilemmas
Moral dilemmas: types eg buying products made by children or poorly paid labour,
investing in non-environmentally friendly products and schemes, buying non-Fairtrade food
stuff
Social dilemmas: types eg buying cheap products from abroad impacts on local community,
going abroad on holiday rather than staying in this country and investing in local economy,
shopping in supermarkets rather than small local shops
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Essential guidance for tutors

Delivery
This unit allows learners to learn about risk taking in both financial and career decisions. It
encourages learners to think about the consequences of risk taking (both positive and negative)
and to consider how they can learn from their mistakes. The unit also explores the moral and
social consequences which can occur as a result of the way money is spent. Learners are
encouraged to consider the decisions they make as consumers.
For learning outcome 1, learners need to consider the impact of risk taking. This could be
presented in a general way, with groups of learners discussing different kinds of risks that
people take in life, including both physical and emotional risks, for example sailing around the
world, gambling on a sporting event or undergoing cosmetic surgery. Learners could summarise
the consequences of risk taking as positive and negative outcomes.
It may be possible to arrange a speaker to visit learners and talk about taking risks in life, with a
question and answer session on the potential benefits and pitfalls.
Learning outcome 2 requires learners to understand how to assess risks in both financial and
career decisions. Learners could use the lists created for learning outcome 1 and assess how
‘risky’ those decisions were, using a rating scale. This could be extended into making decisions
involving risky financial and/or career situations using case-study material, for example
decisions about applying for a job, promotion or career changes, and decisions about investing,
saving or spending money. Learners could then analyse the decision-making ratings and identify
how risks were assessed and managed, and how they could have done things differently.
For learning outcome 3, learners need to understand how the way money is used can create
social and moral dilemmas. This could be approached with learners working in teams with
different scenarios and having to make decisions as consumers, for example deciding between
buying cheap clothes which have been made using child labour abroad and more expensive
clothes which have been made in the UK and provided work for local people, or deciding
whether to buy environmentally friendly or Fairtrade products.
This could be presented as a debating forum, with teams of learners presenting arguments on
both sides and then voting on the outcomes, encouraging learners to think about their own
decision making as consumers. It may be possible for small groups of learners to visit different
establishments, for example supermarkets or department stores and conduct interviews with
marketing managers about their purchasing decisions and the factors that influence them.
Learners could summarise the information, which could then be presented within the group.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Work in pairs: use case study material on different kinds of risks people take in life, for example
sailing around the world, gambling on a sporting event or undergoing cosmetic surgery.
Summarising positive and negative consequences on charts/rating scales.
Guest speaker: on the benefits and pitfalls of taking risks in life, (for example a local
businessman/woman), with question and answer session.
Work in pairs or small groups: off-site visits to conduct interviews with purchasing/marketing
managers at local stores or supermarkets about factors that influence purchasing decisions.
Sharing and presenting information from off-site visits.
Individual work/assessment activity: summarise findings in preparation for debate.
Debating forum: the social and moral dilemmas of a critical consumer. Debating teams could
present arguments about social and moral decision-making in purchasing goods and services
(for example buying environmentally friendly or Fairtrade products).
Voting on the arguments presented and summarising outcomes in the group.
Individual work: written guidelines for being a critical consumer.
Individual work/assessment activity: report on consequences of risk taking (financial and
career) and present on the social and moral dilemmas of consumer spending.
Assessment feedback, review and evaluation of unit.
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Assessment
To meet the requirements of assessment criterion 1.1 learners need to explain the positive and
negative consequences of risk taking. This should include increased prosperity, achieving
recognition and career promotion as well as factors like physical, emotional or financial loss,
damage to reputation or career and the impact on others. Evidence could be presented from
discussion, with outcomes summarised as lists of potential benefits and pitfalls of risk taking.
For assessment criterion 2.1 learners could devise a rating scale for assessing risks using casestudy material of different financial and career decisions, for example decisions about applying
for a job, promotion or career change, and decisions about investing, saving or spending money.
Learners could present their work to each other in order to analyse the decision-making process
and discuss how things could have been done differently.
To meet 2.2, this could be summarised in a report that highlights how mistakes can be made in
decision making.
Assessment criteria 3.1 and 3.2 require learners to explain how the way money is used can
create both social and moral dilemmas. This could be evidenced from teamwork, discussion and
debating on specific issues like whether to buy environmentally friendly or Fairtrade products.
Assessment could be through short, group presentations summarising the arguments on both
sides and learners making judgements about the dilemmas involved. Peer evaluation could form
part of the assessment.
All the assessment criteria for this unit could be successfully covered by an overall assignment
based on risk taking. This could involve a report on the consequences of risk taking, an
assessment of risky financial and career decisions and a presentation about the social and moral
dilemmas of consumer spending.
Essential resources
Learners will need access to appropriate internet and other research tools.
Indicative reading
Banks E – Finance: The Basics (Routledge, 2006) ISBN 041538463X
Cleaver T – Economics: The Basics (Routledge, 2004) ISBN 0415314127
Keeney R L, Raiffa H and Hammond J S – Smart Choices: A Practical Guide to Making Better
Decisions (Harvard Business School Press, 1998) ISBN 0875848575
Knox S – Financial Basics: Money-Management Guide for Students (Ohio State University
Press, 2004) ISBN 0814209785
Websites
www.connexions-direct.com

Connexions

www.moneymadeclear.fsa.gov.uk

Money made clear

www.natwestf2f.com

Natwest

www.yourcareerguide.co.uk

Career guidance and advice for
jobseekers
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Unit 9:

Economic and Business
Understanding

Unit code:

R/600/3417

QCF level:

2

Credit value:

1

Unit aim
This unit aims to introduce learners to the world of economics and business. It leads them to
explore economic concepts and business terms used, as well as the different business and
economic environments.

Unit introduction
Through greater awareness of economic events, both national and global, learners are
encouraged to explore how learning and work opportunities can rise and fall. Young people
need to be aware of changing patterns of employment and the different skills and qualities
employers are seeking in order to meet these different needs, both on a local and global level.
This knowledge enables learners to plan more effectively for the future in order to achieve
economic wellbeing and make a positive contribution to society.
The first part of the unit requires learners to look at changing patterns of local, national,
European and global employment and how these impacts on learning and working
opportunities. Learners will be encouraged to relate this to their own plans for the future.
The unit goes on to explore the organisation of economic and business environments and
requires learners to become familiar with using simple business and economic terminology. It
also examines how and why businesses use finance.
In the final part of the unit, learners will focus on the skills and qualities required by employers
in different working situations and how these can be developed and adapted.
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Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

2

3

Know about changing patterns of
employment and their effect on
learning and work opportunities

1.1 Describe changing patterns of local, national,
European and global employment

Understand the organisation of
economic and business
environments

2.1 Discuss economic and business environments

Know the skills and qualities
required by employers

3.1 Identify the skills and qualities required by
employers

1.2 Outline the effect of changing patterns of
employment on learning and work opportunities
2.2 Explain economic and business terms
2.3 Explain ways in which businesses use finance

3.2 Describe how own skills and qualities can be
developed and adapted to suit needs of employers
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Unit content

1

Know about changing patterns of employment and their effect on learning and work
opportunities
Changing patterns of local, national, European and global employment: reasons eg rising
and falling job/skill sectors, geographical migration of workers, rising and falling
unemployment, shrinking and expanding of populations, political, social and economic,
opportunities globally
Effect on learning and work opportunities: types of impact eg scarcity of jobs, less workbased learning, reliance on state-funded training opportunities if unemployed, government
funding arising to remedy skills shortages, have to travel to find work, mixed working
population, language and skills gaps, opportunities worldwide

2

Understand the organisation of economic and business environments
Economic environment: consisting of eg totality of economic factors, such as government
policy, employment, income, inflation, interest rates, exchange rates, productivity and
wealth; influences on the buying behaviour of consumers and sales and purchases by firms
Business environment: consisting of eg businesses in the public, private and voluntary
sectors, including large, medium, small and social enterprises
Terms: economic eg market, competition, turnover, profit, cash flow, imports, exports,
currency; business eg public, private and voluntary sectors, different types of enterprise,
commerce; connections between market, competition, price and profit
Businesses use finance: different uses eg for buying eg premises, equipment, assets,
services, to employ staff, to make financial investment, to raise income from capital eg
interest

3

Know the skills and qualities required by employers
Skills: range eg ICT, communication, ability to speak different languages, teamwork, lone
working, time management, organisation, check requirements with Sector Skills Councils
Qualities: desirable qualities for employment eg initiative, motivation, responsibility,
reliability, trustworthy, adaptable, flexible, check with Sector Skills Councils
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Essential guidance for tutors

Delivery
This unit gives learners the opportunity to investigate different business and economic
environments and to develop an awareness of changing patterns of employment, both nationally
and globally. It also encourages learners to focus on the skills and qualities needed to be
successful in the employment market.
Learning outcome 1 could be covered with learners taking on the role of an investigative
journalist in order to examine different areas of industry (locally, nationally and globally) to
highlight the changing patterns of employment and the effects on job opportunities. These areas
could include industries such as car manufacturing, television or computing. This information
could be collated and summarised showing different employment patterns within different
companies, for example the effect of companies merging or downsizing, the impact of more
home-based working or the effects of unemployment in some sectors. This could also be
covered by using case studies with practical examples of particular workers in specific
industries. Learners could then explore the impact of the changing pattern of employment and
the effects on job opportunities for specific individuals.
Learning outcome 2 is about the organisation of different economic and business environments
and how and why businesses use finance. This should include aspects of government policy,
different types of businesses and an awareness of economic and business terms. This could be
explored through online investigations, with groups of learners exploring different organisations
and reporting on factors like the nature of the business, the type of business and major
competitors in the same field. Economic and finance reports could be examined in order to
investigate and compare factors like turnover, profit margins and share values of different
companies.
Small groups of learners may be able to visit different companies and/or organisations in order
to carry out an investigation into their structure and function and how they use finance.
Representatives from different companies and/or organisations may be willing to visit and speak
to the learners about their business operations. Information could be summarised as a leaflet,
webpage, poster or PowerPoint presentation in order to share in the group.
Learning outcome 3 is all about the skills and qualities required by employers and the emphasis
here should be on the importance of transferable skills and the need for adaptability. Learners
could carry out interviews with local employers in order to find out about the kinds of skills that
make people employable in different sectors.
Some local employers may be willing to come in and conduct mock interviews with the learners
in order to highlight some of the key skills they would look for in a potential employee.
Feedback from this could provide very useful guidance for learners on the kinds of skills and
qualities they need to develop in order to be successful in the employment market. Learners
could produce their own ‘employment development profiles’, listing the skills they need to
develop and an action plan which highlights what they need to do and the help they may need in
the process.
It is important that learners are encouraged to look at opportunities which may exist worldwide,
taking into account changes to legislation specifically throughout Europe.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Work in pairs: online investigations into different types of businesses and how businesses use
finance; examination of economic and finance reports; creating PowerPoint presentations to
summarise findings.
Individual work/assessment activity: presentation of PowerPoint summaries to the whole group.
In pairs or small groups: off-site visits to different companies/businesses to investigate their
structure and function and how they use finance.
Guest speaker: representative from a local business organisation on the nature of their business
operation, with question and answer session.
Small group work: case studies on the specific effects of changing patterns of employment and
job opportunities for different individuals.
Visits from local employers to conduct mock interviews with individual learners, focusing on
the skills required for employment.
Individual work: creating personal employment development profiles, listing skills to be
developed and an action plan.
Assessment activity: carry out an investigation and report on changing patterns of employment,
and the impact on job, and produce a personal profile on the skills and qualities required by
employers.
Assessment feedback, review and evaluation of unit.
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Assessment
To achieve criteria 1.1 and 1.2 learners could investigate a specific industry in order to examine
changing patterns of employment. This should include factors like the change in demand for
different skills, global employment changes and rising and falling unemployment. To explain
the effect of changing patterns of employment on learning and work opportunities learners
could summarise information from their investigation or from case study material and evidence
this in a written report.
Criteria 2.1, 2.2 and 2.3 could be combined, with learners conducting an investigation (online
and from other information gathered from visits or external speakers) and then collating and
presenting the information for assessment. This could be in the form of a leaflet, webpage,
poster, PowerPoint presentation or similar.
The information presented should include different economic and business environments, an
explanation of basic economic and business terms and an explanation of how and why
businesses use finance. Learners could be involved in the assessment of each other’s work
through the presentations within the group.
To meet the requirements of 3.1 and 3.2 learners need to describe the skills and qualities
required by employers and explain how these skills and qualities can be developed and adapted.
This should include skills like ICT, teamwork, time management and organisation and qualities
like initiative, motivation and adaptability. Learners could evidence this as individual
employment development profiles, highlighting the skills they already have and those they need
to develop, in order to become successful in the employment market. Specific sector skills
councils might also be able to help by indicating skills sets they look for in employees and
websites might be useful as sources of information.
All the assessment criteria for this unit could be successfully covered by an overall assignment
whereby learners provide a variety of evidence from an investigation-based project. This should
include information on different economic and business environments, a report on changing
patterns of employment and the impact on job opportunities and a personal profile on the skills
and qualities required by employers.
Essential resources
Learners will need access to appropriate internet and other research tools.
Indicative reading
Banks E – Finance: The Basics (Routledge, 2006) ISBN 041538463X
Cleaver T – Economics: The Basics (Routledge, 2004) ISBN 0415314127
Knox S – Financial Basics: Money-Management Guide for Students (Ohio State University
Press, 2004) ISBN 0814209785
Schmidt D and Corley M – Global Employment Trends (International Labour Office, 2004)
ISBN 9221151077
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Websites
www.bbc.co.uk/worldservice/business

BBC worldwide business information
and statistics pages

www.connexions-direct.com

Connexions

www.moneymadeclear.fsa.gov.uk

Money Made Clear

www.natwestf2f.com

Natwest

www.yourcareerguide.co.uk

Career guidance
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Unit 10:

The Role of the Individual in a
Democratic Society

Unit code:

Y/600/3418

QCF level:

2

Credit value:

1

Unit aim
This unit aims to get learners to explore democracy and other political systems. Developing the
ability to consider a range of information sources in order to make an informed choice is an
important part of the decision-making process. This unit aims to develop knowledge and
understanding in these key areas.
The role of the media is taken into account and learners participate in a democratic decisionmaking process.

Unit introduction
To understand and evaluate the extent to which a parliamentary democracy upholds the rights
and freedoms of individuals, it is necessary to consider the ways in which both democratic and
non-democratic power and authority operate.
The media plays an important role in disseminating information and can reflect, distort and
create opinion. It is important to consider how the media is used by politicians to influence
public opinion and by other groups to persuade those in power.
Confidently participating in making decisions and voting to influence public life are how
individuals can take responsibility as citizens and make a positive contribution to society.
In the first part of the unit learners explore the concept of democracy and consider other
political systems. The role of the media in a democracy is investigated.
The values which underpin democracy are examined in the second part of the unit.
In the final part of the unit, learners participate in a democratic decision-making process, giving
them opportunity to apply knowledge gained, and practise and evaluate the skills required for
active involvement in a democratic process.
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Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know about democracy

1.1 Describe a democracy
1.2 Compare democracy with other political
systems
1.3 Identify the role of the media in a democracy

2

Understand values which
underpin democracy

2.1 Explain values which are upheld by
democracy
2.2 Explain a democratic decision-making process

3

88

Be able to participate in a
democratic decision making
process

3.1 Demonstrate personal involvement in a
democratic decision-making process
3.2 Assess skills used in a democratic decisionmaking process
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Unit content

1

Know about democracy
Democracy: purpose eg political system in governments, run by the people, rule by the
majority, based on the will of the people, free elections, regular elections, secret ballots,
universal suffrage, individual rights respected, no censorship, everyone kept informed,
direct participation by individuals in process encouraged
Non-democratic political systems: types eg totalitarian states, dictatorships, communist
regimes
The role of the media: types eg free press, freedom of speech, keep the public informed,
limited control over what is printed/published, self-regulated, voluntary code of practice
influential; self-censorship eg of dangerous information about terrorism, of names to protect
identities, where people’s lives are in danger; media can educate eg raise awareness of
political issues, open debate; media can influence positively eg championing causes, raise
awareness, change course of events; media can manipulate eg include opinions, unfounded
theories, withholding information, over-emphasise information; partiality eg different
newspapers support political parties, internet information unregulated, television
programmes with social/political agenda

2

Understand values which underpin democracy
Values: types eg freedom of speech, individual voters are equal, individual right to hold and
express opinions, right to protest, respect for different view or opinions, freedom of choice,
fairness, majority rule, balancing right of individual with rights of group or society as a
whole, transparent systems, elected individuals are accountable

3

Be able to participate in a democratic decision-making process
Decision-making opportunities: formal opportunities eg class, school, college councils,
informal opportunities eg choosing a charity to support, selecting a venue for an outing,
setting ground rules
Participation in democratic process: ways to participate eg informal discussions, formal
meetings, debates, justify arguments, negotiate, persuade, influence, represent the views of
others (advocate), surveys of opinions, notice boards, leaflets, voting with show of hands,
secret ballot, email poll, decision made by sub-group
Skill used in democratic process: verbal and non-verbal skills eg effectiveness of
communicating an argument, persuading, challenging, negotiating, justifying, representing
the views of others
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Delivery
Discussion and debate are useful ways to introduce the concepts and values underpinning
democracy. However, learner-centred tasks such as group work, research tasks and learner-led
presentations will help learners to relate the content of the unit to situations which are relevant
and meaningful to them and help them to apply their citizenship skills when participating in
decision-making activities.
To introduce learning outcome 1, learners could work in small groups to research and compare
the political systems of different countries using books and the internet. The systems researched
by learners need to include those from totalitarian states, dictatorships and communist regimes
as well as democratic systems. Learners could be given a series of questions to help them focus
their research, for example ‘How is the leader appointed?’ ‘How is voting organised?’, ‘Is there
universal suffrage?’, ‘Is there freedom of speech?’ Learners can feed back their findings to the
group and provide a factsheet for other learners about the different regimes. Tutor led discussion
could follow to establish the features of a democracy and the differences between democratic
and other political systems.
The role of the media in a democracy can be introduced with an activity where learners compare
current political news items reported by different television news stations and/or newspapers.
Learners could work in pairs to record the accuracy of the information, the images used, the
language used and the intended audience. Tutor-led group discussion will help learners to
appreciate how the media informs the public, can influence positively, manipulate and
demonstrate partiality. Learners could consider the need for limited control in certain
circumstances over what is published by discussing ‘what if?’ scenarios, for example to protect
privacy, to monitor terrorism threats.
The values which underpin a democracy for learning outcome 2 could be explored with a
brainstorming activity. Learners could work in pairs to consider what Voltaire meant by ‘I
disagree with what you say, but I’ll defend to the death your right to say it’. Learners could use
the internet to find three quotes by famous people about democracy and democratic values.
Learners could present their quotes to the group on PowerPoint slides and explain the values
represented and how they uphold democracy.
Learners could work in pairs to investigate different democratic rights issues in the UK and the
world by exploring the websites of Liberty (www.liberty-human-rights.org.uk/) and (Amnesty
International www.amnesty.org.uk). Learners could present their findings about the issues on a
poster to display in the classroom.
The tutor may approach learning outcome 3 in various ways. Learners active involvement in a
decision-making process may be achieved through a whole school or college activity,
involvement in the school council or a decision-making situation within the group.
Learners will need guidance from the tutor in deciding on their choice for active participation to
ensure that it is manageable and achievable. Tutors will need to support learners in applying a
democratic process to agree their choice.
A tutor-led discussion could help learners to agree possible activities and allocate individual
roles for their democratic process to ensure all members have opportunity for active
involvement.
Learners could design a logbook to record their agreed plans, individual roles and timelines,
personal involvement and skills used during participation in the task. Skills include
communication, persuading, negotiating and challenging.
The tutor will need to monitor group progress during the task.

90

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
– Issue 1 – January 2010 © Edexcel Limited 2010

UNIT 10: THE ROLE OF THE INDIVIDUAL IN A DEMOCRATIC SOCIETY

Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Theory: democracy.
Small group work – research different political systems. Feedback to whole group – which are
examples of democracies? Identify alternative political systems. Provide factsheet for other
learners. Discussion – features of a democracy and differences between a democracy and other
political systems.
Paired work – each group to research different media reporting of the same topical issue using
internet sources. Present findings to whole group.
Discussion points – opinions, facts, accuracy of information, political bias, influencing of public
opinion positively and negatively, use of images. Analysis of ‘what if’ situations to consider
controls over the media to protect privacy, monitor terrorism threats.
Assessment: record a description of a democracy, compare with other political systems and role
of media.
Theory: values.
Brainstorm values which underpin a democracy.
Paired work to research quotes by famous people about democracy. Presentation of quotes using
PowerPoint and discussion about the values they represent.
Paired work to research different democratic rights issues in the UK and the world using
internet sites.
Assessment: presentation of an issue on a poster.
Whole-class discussion to plan democratic decision-making process which allows all
individuals to participate. Learners may be given suggestions which are achievable in the
timescale.
Paired work to design a logbook to record individual participation in tasks and skills used.
Learners: hold formal meetings, informal discussions, debates, discuss, prepare posters, leaflets,
hold ballots, count votes, publish results.
Assessment: record democratic decision-making process, personal involvement in a democratic
decision-making process and evaluation of own skills.
Assessment feedback, review and evaluation of unit.
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Assessment
For assessment criterion 1.1 learners will need to give clear information about what constitutes a
democracy. At least two different features will need to be illustrated. Examples may be given to
support the description.
Criterion 1.2 requires the learner to compare the features of a democracy with at least two other
different political systems. Evidence may be presented in a chart supported with a brief account
about the similarities and differences of the systems. Alternative methods of evidencing may be
used.
For 1.3 learners will need to provide evidence which gives account of at least two different
ways the media operates in a democracy. Examples from the media may be given to support the
explanation, for example extracts from newspaper articles and transcripts from news reports
Assessment criterion 2.1 requires the learners to consider at least two values which are
supported in a democracy. Detail about why and how the values are important to a democracy
will need to be given.
For 3.1 learners will need to give brief detail about the democratic decision-making process in
which they are participating.
Criterion 3.2 requires learners to give evidence of their personal involvement in activities in the
decision-making process. The evidence may be presented in a logbook and supported with
minutes of meetings, leaflets/notices produced by the learner and witness statements from the
tutor about their involvement in discussions.
For 3.3 the learner will need to consider how effectively they used their verbal and non-verbal
skills in the decision-making process. Reference may be made to the completed logbook.
Evidence may be supported with witness statements from the tutor.
Indicative reading
Arthur J and Wright D – Teaching Citizenship in the Secondary School (David Fulton
Publishers, 2001) ISBN 1853467448
Coulson-Lowes D, Brett P, Wiegand S – GCSE Citizenship Studies: Student Book
(Folens Publishers UK, 2002) ISBN 1843032872
Davies I – 100 Ideas for Teaching Citizenship (Continuum International Publishing Group Ltd,
2005) ISBN 0826484948
Tudor R – Practical Resources for Teaching Citizenship in Secondary Classrooms
(David Fulton Publishers, 2002) ISBN 1853468401
Wales J and Harrison L – Citizenship Today: Student’s Book (Collins Educational, 2009)
ISBN 0007324391
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Websites
www.amnesty.org.uk

Amnesty International

www.bbc.co.uk/schools/websites/11_16/site/
citizenship.shtml

BBC site

www.channel4learning.com/sites/citizenpower/
index2.htm

Channel 4

www.1cor.com/cases

Details of human rights cases in the UK

www.equalityhumanrights.com

Equality and human rights

www.g-nation.co.uk

G-nation site

www.liberty-human-rights.org.uk

Liberty

www.un.org/Overview/rights.html

United Nations
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Unit 11:

Government and Justice

Unit code:

D/600/3422

QCF level:

2

Credit value:

1

Unit aim
This unit aims to give learners knowledge of how government and justice systems function and
their impact on civil and criminal offences.

Unit introduction
It is essential to understand how the political and justice systems function in order to appreciate
how individuals can take an effective role in public life. Recognition of the need for justice in a
democratic society requires balancing the rights of individuals with the needs of all members of
society. Integral to this is the consideration of fairness, tolerance and respect.
In the first part of the unit, learners will investigate how government operates in the United
Kingdom to support democracy. The role of the government in managing the economy is
considered.
The process of law making is examined in the second part of the unit.
In the third part of the unit, learners explore the institutions within the justice system and
consider how the justice system deals with civil and criminal offences.
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UNIT 11: GOVERNMENT AND JUSTICE

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know about government systems

1.1 Describe the operation of parliamentary
democracy within the UK
1.2 Outline how decisions are made about using
public money

2

Understand how laws are made

2.1 Explain a law-making process

3

Know how the justice system
operates

3.1 Describe the role of institutions within the
justice system
3.2 Outline how the justice system operates in
civil and criminal cases
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Unit content

1

Know about government systems
Operation of parliamentary democracy in UK: aspects eg constitutional monarchy,
representative democracy, universal suffrage, members of parliament and local government
representatives, one MP for every constituency; process eg general election every five
years, House of Commons, parliamentary party system, majority MPs form government,
Prime Minister, Cabinet members, backbenchers, opposition party, Shadow Cabinet, House
of Lords, regional government eg devolved regional assemblies, Scottish Parliament, Welsh
Assembly, Northern Irish Assembly, local government eg police, roads, environmental
health, education, sports facilities
Collection and allocation of public money: public sector money raised through tax eg
income tax, corporation tax, capital gains tax, council tax, inheritance tax, value added tax,
national insurance, TV licence, road tax; taxation pays for public services eg education,
health, social services, benefits, state pension, defence; parliament debates priorities in
public spending and taxation levels

2

Understand how laws are made
Law making: laws in the UK must be accountable; debated and voted for by parliament;
stages in process eg laws proposed as bills, discussed by cabinet, presented to MPs to read,
bill debated in House of Commons, referred to committee of MPs for debate, final vote on
bill in House of Commons, bill goes through same stages in House of Lords, monarch gives
approval to bill, Act of Parliament

3

Understand how the justice system operates
Institutions in justice system: types eg police, Crown Prosecution Service, magistrates’
court, youth court, the crown court, lawyers, prisons, National Probation Service, youth
justice system, victim support
How justice is applied: processes eg criminal law/crime reported to police, arrest and
charge, bail, remand, summons to appear in court, magistrates’ court, serious cases to the
crown court, prosecutor versus defendant, decision made by magistrate or judge and jury,
guilty or not guilty, sentencing, fine, imprisonment, community sentence, probation,
Antisocial Behaviour Order (ASBO), the court of appeal, House of Lords, civil law, dispute
over property rights, contracts, trespass, family issues, claimant versus defendant, county
court or the High Court, decision by judge, defendant liable or not liable, damages awarded
or injunction
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Essential guidance for tutors

Delivery
Tutors delivering this unit have the opportunity to use a wide range of techniques including
presentations, seminars, visits and guest speakers. Additional learning resources can include
journals, videos, DVDs, case studies, presentations and group work.
To introduce the unit the tutor could pose the question ‘Who rules UK?’ to stimulate discussion
and assess learners’ knowledge and understanding. Learners could work in groups using books
and the internet to research how national, regional and local government operates. The groups
could present their findings to the whole group giving a PowerPoint presentation supported with
a factsheet for other learners.
The group could review a set of newspapers for one day to choose an issue that seems important
to them to discuss. The group could reach a consensus and express their views by email to their
local MP. To understand devolution of power to regional assemblies, learners could prepare and
participate in a debate: ‘This house considers devolution has benefited all members of the
United Kingdom.’
A mock parliamentary debate with roles for different parliamentary parties would encourage
learners to understand the procedures of parliament. What actually happened in the debate could
be revealed by showing pages from Hansard.
To appreciate the difficult decisions made by those in power when setting priorities and raising
and spending public money, for example balancing funding of education, health and welfare for
all, learners could work in groups to be HM Treasury and plan how they would raise money and
allocate funds to pay for the health service, education, defence and social welfare. Groups could
present their ideas to the group. Tutor-led discussion would raise issues of fairness and
balancing education and health.
Learning outcome 2 could be introduced by discussion about why a new law might be needed.
Learners could work in pairs to devise a new law. Learners then research the process of the law
reaching the statute book using books and internet sources. Findings can be presented as a
timeline.
To introduce learning outcome 3, multiple-choice questions could be used to assess learners’
knowledge of the role of institutions in the justice system. Learners could swap with a partner to
mark papers and work in pairs to research the correct answers. A visit could be arranged to a
magistrates’ court or the crown court for learners to observe justice in action. In preparation for
the visit, the responsibilities of personnel in the courtroom could be presented as a display in the
classroom.
Learners could work in groups of three to act as magistrates to make decisions about sentencing
in different criminal and civil cases. The ‘magistrates’ would have to agree and justify their
decisions about sentencing to the rest of the group.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assignment
Introduction to unit.
Theory: structure of government in UK. PowerPoint ‘Who Rules UK’.
Group work – three groups to research structure and functions of national government, regional
government and local government using internet sources. Prepare presentation to whole group
using PowerPoint supported with factsheet.
Small-group work – review newspapers. Discuss and agree issue to email to local MP.
Whole-class debate – ‘This house considers devolution has benefited all members of the UK?’
Mock parliamentary debate.
Group work – act as HM Treasury to decide taxation and spending public money.
Assessment: record the operation of parliamentary democracy within the UK and how public
money decisions are made.
Theory: laws and how the justice system functions.
Paired work – devise a new law. Research the process of lawmaking. Present a timeline.
Assessment: record a law-making process.
Theory: how the justice system operates.
MCQ questions on role of institutions in justice system. Independent research to correct
answers.
Prepare for visit to the crown court or magistrates’ court by researching role of court personnel
and presenting as a display.
Visit to the crown court or magistrates’ court.
Groups of three act as magistrates to sentences criminal and civil cases decide and justify to
whole group.
Assessment: record the role of institutions within the justice system and how the justice system
operates in civil and criminal cases.
Assessment feedback, review and evaluation of unit.
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Assessment
For assessment criterion 1.1, the learner must include information about how elections are
carried out and the role of political parties. Reference must be made to national, regional and
local government. Evidence may be PowerPoint slides with notes. Other forms of evidence may
be used.
Criterion 1.2 requires the learner to include clear information about how government makes
decisions about collecting and allocating public money. The learners must make reference to
different forms of taxation, a range of public services requiring expenditure and the process of
decision making. Evidence may be in the form of a brief written account. Other forms of
evidence may be used.
To meet criterion 2.1, the learner needs to provide evidence of the complete process of how a
law is made, from the beginning through to it appearing on the statute book. The example
provided may be real or fictitious. Evidence may be presented as an annotated timeline.
For assessment criterion 3.1, the learner must give clear, concise information about the
functions of at least two different institutions in the justice system and the personnel involved.
For assessment criterion 3.2, the learner must select a criminal case and a civil case and give
details of the process of how justice was applied.
In both cases, evidence of the whole process needs to be included, from the initial incident
through to the court’s final decision. The learner may present evidence as annotated flow charts.
Indicative reading
Arthur J and Wright D – Teaching Citizenship in the Secondary School (David Fulton
Publishers, 2001) ISBN 1853467448
Coulson-Lowes D, Brett P and Wiegand S – GCSE Citizenship Studies: Student Book
(Folens Publishers UK, 2002) ISBN 1843032872
Davies I – 100 Ideas for Teaching Citizenship (Continuum International Publishing Group Ltd,
2005) ISBN 0826484948
Tudor R – Practical Resources for Teaching Citizenship in Secondary Classrooms
(David Fulton Publishers, 2002) ISBN 1853468401
Wales J and Harrison L – Citizenship Today: Student’s Book (Collins Educational, 2009)
ISBN 0007324391
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Websites
www.bbc.co.uk/schools/websites/11_16/site/
citizenship.shtml

BBC site interactive

www.channel4learning.com/sites/citizenpower/
index2.htm

Channel 4 site

www.citizenshipfoundation.org.uk/main/
resource.php?s100

Citizenship Foundation site – resources
to run a mock trial

www.justice.gov.uk

Ministry of Justice

www.parliament.uk/about/how.cfm

UK Parliament site

www.parliament.uk/education/
online-resources/videos.htm

Parliament education site – free
resources, lesson plans and online
games, online video ‘Democracy? You
decide’

www.publications.parliament.uk/pa/cm/
cmhansrd.htm

Hansard

www.scottish.parliament.uk/vli/education/
index.htm

Scottish Parliament education site

www.wales.gov.uk

Welsh Assembly

www.yjb.gov.uk/en-gb

Youth Justice Board site

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF) –
Issue 1 – January 2010 © Edexcel Limited 2010

101

102

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
– Issue 1 – January 2010 © Edexcel Limited 2010

UNIT 12: RIGHTS AND RESPONSIBILITIES OF A CITIZEN IN A DEMOCRACY

Unit 12:

Rights and Responsibilities of a
Citizen in a Democracy

Unit code:

M/600/3425

QCF level:

2

Credit value:

1

Unit aim
This unit aims to introduce learners to the rights of individuals in a democracy and to help them
understand their responsibilities to become more active citizens.

Unit introduction
Knowing about fundamental human rights is essential to understanding about individual rights
and collective responsibility. It is important for effective citizenship to understand the rights to
which citizens in the United Kingdom are entitled and the role of the United Nations and
European Union in protecting human rights.
Citizens in the UK have rights as consumers, employees and employers, and learners need to
understand the scope of these rights. Participation in the community enables citizens to protect
rights and promote social justice. This unit aims to develop knowledge and understanding in
these key areas.
In the first part of the unit, learners will investigate political, legal and human rights. The role of
the United Nations and European Union in protecting human rights will be explored in this
section.
In the second part of the unit, learners examine consumer, employee and employer rights.
Finally, learners will apply their knowledge and understanding of their responsibilities to be
effective citizens by developing plans to take an active role in citizenship.
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Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know how human rights are
protected

1.1 Define political, legal and human rights
1.2 Describe how human rights in the UK are
protected
1.3 Outline how the United Nations and the
European Union protect human rights

2

3

104

Understand the rights and
responsibilities of employers,
employees and consumers

2.1 Explain the rights and responsibilities of
employees and employers

Be able to plan for active
citizenship

3.1 Plan for own active citizenship

2.2 Examine consumer rights
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Unit content

1

Know how human rights are protected
Human rights: freedoms eg allow individuals to live, act, and fulfil their potential, make
sure citizens are treated fairly, human rights eg rights to which all humans are entitled; civil
and political rights eg the Right to Life and Liberty, Freedom of Expression, Equality
Before The Law, to take part in political process, right to fair trial; social, cultural and
economic rights eg the right to participate in culture, the right to food, the right to work, and
the right to education
Protection of rights of UK citizens: civil rights eg rights in law eg free speech, fair trial, to
own property, consumer rights, employment rights, consumer rights, right not to be
discriminated against; political rights eg to vote, stand for office; social rights eg to a certain
standard of living eg income, state education, healthcare; historical milestones eg Magna
Carta 1215, legislation eg Human Rights Act 1998, Disability Discrimination Act 1995,
Race Relations Act 1976
United Nations and human rights: reasons eg aims to create a world free from war and bring
justice and equality, provides humanitarian assistance, assists in peacekeeping, promotes
reconstruction and development, Universal Declaration of Human Rights 1948 (30 Articles,
signed by 48 member countries, UN has few powers to enforce it), Declaration of the Rights
of the Child 1959, International Humanitarian Law; agencies eg World Health Organization,
World Bank, UNICEF
Protection of rights of EU citizens: role eg campaigns against racism and discrimination, EU
Convention on Human Rights, European Court of Human Rights

2

Understand the rights and responsibilities of employers, employees and consumers
Employee rights: range eg fair pay, minimum wage, discrimination in workplace is illegal
eg equal pay for men and women, to refuse to employ someone because of their race, to be
safe at work, contact, sick pay and holiday pay in full-time employment, maternity pay and
leave, minimum 40-hour working week
Employee responsibilities: duties eg to meet contracted duties, follow employment
procedures eg health and safety, not to discriminate, bully or harass
Employer responsibilities: legal duty to meet employee rights eg Health and Safety at Work
Act 1974, Equal Pay Act 1970, Working Time Directive
Consumer rights: legislation eg Sale of Goods Act, Supply of Goods and Services Act,
Trades Description Act, Trading Standards Officers

3

Be able to plan for active citizenship
Active citizenship: methods eg collective action, individual action, membership of
community organisations, pressure groups, national campaigns, volunteering; actions eg
involvement in student/local council, campaigning for local sports facilities to be retained,
keep local community free of litter, against plans to build a motorway, to protect local
wildlife, clean graffiti, involvement in organisations which promote human rights eg
Amnesty International, Liberty
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Essential guidance for tutors

Delivery
Opportunities for discussion and debate in this unit allow learners to take an interest in topical
and controversial issues. Other delivery methods could include learner-centred tasks such as
group work, research tasks and learner-led presentations. Television programmes or extracts
from films can be a valuable learning tool. Learners will need to make use of appropriate texts
and websites to find the relevant information for this unit.
A quiz about human rights could be used to introduce learning outcome 1 and assess learners’
knowledge of political, legal and human rights. Learners could work in groups using books and
websites to research historical milestones in the development of human rights in the UK. Results
of research could be displayed on a timeline.
Learners could work in pairs to analyse different case studies of situations where human rights
have been violated and present their case studies to the whole group to generate discussion
about the implications of human rights not being met. The tutor could pose questions such as
‘Why have not all countries signed up to UDHR?’, ‘Are articles based on western values?’ to
challenge learners and develop critical skills.
Half the group could research information about the role of the United Nations in protecting
human rights and the other half could investigate the role of the European Union. Groups could
prepare a small display or factsheet and give a PowerPoint presentation with the results of their
research.
To introduce learning outcome 2, a guest speaker such as a human resources manager or a local
employer could be invited. Learners could prepare questions to ask the speaker about employee
and employer rights and responsibilities. Learners could prepare a leaflet about employee and
employer rights and responsibilities to give guidance to a new employee.
Learners could explore consumer rights by working in small groups to present different
consumer situations to the whole group such as returning or cancelling orders, having been sold
faulty goods, seeking repairs under guarantees, which would require learners to research the
rights of consumers.
Learning outcome 3 requires learners to plan an action as a citizen. Tutors could introduce this
outcome by learners watching national and local television news broadcasts and reviewing local
and daily newspapers to identify topical issues they are concerned about. The identified issues
could be discussed and learners could select the issue which they choose to participate in as a
group.
Discussion could follow about ways citizens can influence decisions and the role of negotiation
and persuasion in a democracy. Learners could then work in their groups to plan informed,
responsible action. This could include petitioning, designing and displaying posters, writing to
the national press, contacting their MP, setting up a network or action group, holding a meeting
and designing and distributing flyers about the campaign.
This will help learners to develop and practise skills while applying citizenship knowledge and
understanding. Groups could present their plans for active involvement to the rest of the group.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Theory: human rights.
Quiz to establish knowledge of human rights.
Group research into historical milestones of human rights using internet sources. Display
results on timeline.
Paired work – analysis of case studies where human rights have been violated.
Group discussion – implications of human rights not being met. Why have not all countries
signed up to the Universal Declaration of Human Rights? Are they based on western values?
Group work – research into role of UN and EU in protecting human rights. Display and
PowerPoint presentation.
Assessment: record political, legal and human rights, how human rights in the UK are
protected and how the United Nations and the European Union protect human rights.
Theory: rights and responsibilities of employees, employers and consumer.
Guest speaker– human resources manager. Learners prepare questions to ask about rights and
responsibilities of employees and employers.
Prepare leaflet for new employee about rights and responsibilities.
Small group work – research different consumer situations to identify consumer rights.
Present situations to group.
Assessment: record rights and responsibilities of employees and employers and consumer
rights.
Theory: ways to take an active citizenship role.
Discussion: what I would like to do to make a difference.
Group work: planning action.
Group presents its plans for active involvement to rest of group.
Assessment: record plans for active citizenship.
Assessment feedback, review and evaluation of unit.
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Assessment
Assessment criterion 1.1 requires learners to give clear, brief information about political and
legal and human rights.
For 1.2, the learner must show knowledge of at least two ways in which human rights in the UK
are protected. Examples may be given to support the description.
Criterion 1.3 requires learners to give details about two ways the United Nations safeguards
human rights and one way the European Union looks after human rights. Examples may be
given to illustrate the explanations.
To meet assessment criterion 2.1, the learner needs to include brief detail about at least two
rights of employees, two responsibilities of employees and two responsibilities of employers.
Evidence may be provided in the form of a leaflet. Alternative methods of evidencing learning
may be used.
For assessment criterion 2.2, learners must include clear detail about at least two different
consumer rights. Examples may be given to support the descriptions.
For assessment criterion 3.1, learners must include information about plans they have made for
active citizenship.
Details about at least two ways they plan to be involved need to be included. Evidence may
include copies of letters, emails, posters, flyers, petitions and agendas for meetings. Alternative
methods of evidencing learning may be used.
Indicative reading
Arthur J and Wright D – Teaching Citizenship in the Secondary School (David Fulton
Publisher, 2001) ISBN 1853467448
Coulson-Lowes D, Brett P and Wiegand S – GCSE Citizenship Studies: Student Book
(Folens Publishers UK, 2002) ISBN 1843032872
Davies I – 100 Ideas for Teaching Citizenship (Continuum International Publishing Group Ltd,
2005) ISBN 0826484948
Tudor R – Practical Resources for Teaching Citizenship in Secondary Classrooms
(David Fulton Publishers, 2002) ISBN 1853468401
Wales J and Harrison L – Citizenship Today: Student’s Book (Collins Educational, 2009)
ISBN 0007324391
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Websites
www.1cor.com/cases

Details of human rights cases in the UK

www.amnesty.org.uk

Amnesty International – information about taking
action to protect individuals wherever justice, fairness,
freedom and truth are denied

www.bbc.co.uk/schools/websites/11_16/
site/citizenship.shtml

BBC interactive resources, games, quizzes

www.channel4learning.com/sites/
citizenpower/index2.htm

Channel 4 site resources for Citizenship education

www.consumerdirect.gov.uk/

Government-funded advice service about consumer
issues

www.direct.gov.uk/en/Employment/
Employees/index.htm

Government site – employee rights

www.equalityhumanrights.com

Equality and human rights site – rights of citizens in
UK

www.g-nation.co.uk

G-nation site supports UK teenagers to get involved in
charity, community, social enterprise and campaigning
action

www.liberty-human-rights.org.uk

Liberty – protecting civil liberties and promoting
human rights

www.oft.gov.uk

Office of Fair Trading

www.un.org/Overview/rights.html

United Nations site – overview of The Universal
Declaration of Human rights

www.workingrights.co.uk

Employer and employee rights
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Unit 13:

The Changing Nature of Society
in the United Kingdom

Unit code:

J/600/3429

QCF level:

2

Credit value:

1

Unit aim
This unit aims to help learners to appreciate the history of the United Kingdom and the struggles
for rights and freedom which have taken place. This leads to an examination of how migration
has shaped the multicultural communities of the UK today.

Unit introduction
The United Kingdom is a constantly changing society to which groups from all over the world
have migrated over the centuries. To better understand life in the United Kingdom today it is
helpful to know about the historical contexts for some of these changes.
It is important to consider how migration has shaped communities in the United Kingdom.
Ways to build a more tolerant, fair and transparent society in which all members share a
common sense of belonging that overcomes their differences is a significant aspect of this unit
and gives learners the knowledge to take informed and responsible action as a citizen to support
community cohesion.
In the first part of the unit learners investigate the history and benefits of the struggle for rights
and freedoms in the United Kingdom. The benefits gained from these struggles are considered.
In the second part of the unit the learner is expected to consider the concept of identity and why
it is important in a multicultural society.
Learners explore diversity in the UK in the third part of the unit. The groups which make up our
diverse society are considered. The impact of migration on communities and the implication of
cultural diversity are examined.
Finally, learners examine ways the shared values of a diverse society can be promoted and how
this encourages community cohesion. The roles of organisations that work to promote diversity
are considered.
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Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

2

Know about the development of
individual rights and freedoms in
the UK

1.1 Outline developments of rights and freedoms
in the UK

Know about cultural identity

2.1 List factors that contribute to identity

1.2 Outline benefits of rights and freedoms

2.2 Outline why identity is important

3

Understand the origins of
diversity in the UK

3.1 Explain the impact of migration on identity,
groups and community
3.2 Explain how different groups comprise
multicultural society in the UK
3.3 Discuss the implications of cultural diversity

4

Be able to promote community
cohesion through shared values

4.1 Explain how shared values of a multicultural
society can encourage community cohesion
4.2 Report on how the roles of different
organisations work to promote diversity
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Unit content

1

Know about the development of individual rights and freedoms in the UK
Examples of developments of rights and freedoms: struggles eg gaining the vote, women’s
emancipation, rights to work, equal opportunities, sexual freedom
Benefits: types eg freedom, fairness, safety, harmony, respect, equality in society,
democracy, sense of community

2

Know about cultural identity
Identity: types eg multiple identities, individuals are all different but have many things in
common, gender, skin colour, disability, other factors individuals select for themselves eg
political party, football team; changing identities eg parenthood
Social identity: which groups in society you feel part of; local identity eg town/village area
where you live; regional identity eg southern, Yorkshire; national identity eg British,
Japanese; global identity; ethnic identity eg Asian; religious identity eg Muslim, Christian
Importance of identity: reasons eg sense of belonging; feeling accepted, provides a strong
sense of self, to recognise what individuals have in common as well as what makes an
individual different, encourages cohesion and sense of community

3

Understand the origins of diversity in the UK
Impact of migration on communities: effects eg communities constantly changing,
integration, segregation can occur, inequalities eg people from ethnic minorities
underrepresented in government, many live in poor housing, work in low-paid jobs; racial
tensions; violence
Multicultural society: make-up eg made up of people from different ethnic, religious and
cultural backgrounds, immigrants to the UK from many different countries eg Vikings,
Normans, Jewish refugees in 1933-45, immigrants from Commonwealth, members of the
EU from 1992; reasons for immigration eg economic, political, asylum seeker
Implications of cultural diversity: effects eg positive, if characteristics of different cultures
are respected, makes life varied and interesting, enhances life experiences, contributes to
industry, enterprise, skills, sport; different food, music and entertainment; racial tensions
can occur; racial inequality exists eg in employment, housing; lack of integration
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4

Be able to promote community cohesion through shared values
Shared values: range eg tolerance, politeness, freedom of speech, respect for the law,
respect for all faiths, sense of belonging
Promote values and community cohesion: activities eg building a more tolerant fair and
transparent society in which all members share a common sense of belonging that
overcomes their differences, inclusion, respect for diversity, recognition of shared values,
learning from and about each other, apply and defend human rights, challenge prejudice,
discrimination and stereotyping, participate and take responsible action
Individual action to promote the values of a multicultural society: actions eg do not
stereotype, recognise individuality, show empathy, report if you or others are being abused
or discriminated against eg to person in charge, manager, police, local Racial Equality
Council, Citizens Advice Bureau, Commission for Racial Equality, Press Complaints
Commission
Organisations which work to promote diversity: national organisations eg Racial Equality
Council, Commission for Racial Equality, British Refugee Council, Kick it Out, Stonewall

114

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
– Issue 1 – January 2010 © Edexcel Limited 2010

UNIT 13: THE CHANGING NATURE OF SOCIETY IN THE UNITED KINGDOM

Essential guidance for tutors

Delivery
Discussion and debate provide opportunities for learners to question and reflect on different
ideas, opinions, assumptions, beliefs and values. Researching, planning and undertaking
enquiries into issues and problems using a range of information sources and methods encourage
learners to interrogate evidence and develop judgements based on evidence. Other delivery
methods could include learner-centred tasks such as group work and learner-led presentations.
Television programmes or extracts from films can be a valuable learning tool.
To introduce this unit tutors could stimulate discussion about rights and freedoms with a
question and answer session, posing question such as ‘What rights do individuals and groups
have to protest?’, ‘Are CCTV cameras an infringement of human rights?’, ‘Do children have a
right to refuse medical treatment?’. Learners could work in groups to research a current issue
about rights and freedoms in the UK which interests them. Learners should be encouraged to
present an argument for the right or freedom and put forward their findings to the group using
PowerPoint. Tutor-led discussion could explore how individuals and groups benefit from rights
and freedoms.
For learning outcome 2, learners could consider the factors which make up their own identity, to
include factors which cannot be changed, factors which they choose for themselves and factors
which contribute to their social identity. Learners could exchange their list with another member
of the group and compare and discuss each other’s lists, feed back factors as a whole group
using tutor-led question and answer, listing shared factors on the flipchart or board. Learners
could be invited to choose one factor and explain to the group why it is important to them, for
example membership of a social club, being a vegetarian.
The tutor could pose the question ‘What factors could change in your life in 10 years’ time
which could affect your identity?’ to stimulate discussion and help learners to appreciate
changing identities.
To introduce learning outcome 3, learners could be asked in groups to write down reasons why
people migrate. To understand the effect of migration on communities, learners could work in
groups to investigate one group of immigrants to the UK for example Windrush, Huguenots,
immigrants from Ireland or Poland.
Learners should be encouraged to analyse statistical information and media reports, showing
awareness of the extent to which the media may manipulate facts and distort opinion. Each
group should present their research to the whole group supported with a factsheet for other
learners. There should be tutor-led discussion about the impact of migration on identity, groups
and communities. Tutors could pose the question: ‘How would life be different in the UK if
there were no commonwealth immigrants?’
Discussion about this subject could be sensitive and can lead to disagreement. Setting ground
rules and using distancing techniques are helpful ways to manage debate and help learners to
demonstrate respect for different national, religious and ethnic identities and to consider how
appreciation of shared values contribute to community cohesion.
Learners could be asked to select an organisation that is working to promote diversity and work
in pairs to investigate the role of the organisation and prepare advertising material, such as
flyers, posters, badges, to encourage other members of the group to join or contribute in some
way.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Theory – development of rights and freedoms.
Discussion – tutor-posed questions such as `What rights do individuals and groups have to
protest?’, ‘Are CCTV cameras an infringement of human rights?, ‘Do children have a right to
refuse medical treatment?’
Group work – research current issue about current rights or freedom. Present argument in favour
of rights or freedom using PowerPoint.
Discussion about benefits of rights and freedoms to groups and individuals.
Assessment: record developments of rights and freedoms in the UK and benefits of rights and
freedoms.
Theory – factors which contribute to identity.
Individual work – list factors which make up your identity.
Paired work – find similarities and differences. Whole-class discussions to identify similarities.
Learners choose one factor and explain to the group why it is important to them.
Tutor-led discussion – ‘What factors could change in your life in 10 years’ time which could
affect your identity?’
Assessment: record factors which contribute to identity and reasons why identity is important.
Theory – origins of diversity in the UK.
Group work – reasons people migrate.
Group internet research – each pair to look at a different group of immigrants to include reasons
for immigration and statistics. Report findings to whole group on factsheet. Discussion about
impact of migration on identity, groups and community.
Discussion – how would life be different in the UK if there were no Commonwealth
immigrants?
Assessment: record the impact of migration on identity, groups and community, different groups
which comprise the UK’s multicultural society and benefits of cultural diversity.
Theory – how community cohesion can be promoted through shared values.
Paired research into role of an organisation which works to promote diversity. Produce publicity
materials.
Private study record ways the shared values of a multicultural society can encourage community
cohesion.
Assessment: record information on the roles of different organisations that work to promote
diversity.
Assessment feedback, review and evaluation of unit.
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Assessment
Assessment criteria 1.1 and 1.2 may be combined. For 1.1 the learner needs to give a clear
outline of the development of at least two different rights and freedoms in the UK.
To meet criterion 1.2, for each of the rights and freedoms given in 1.1 the learner needs to
include concise information about how the individual and/or the community has been helped by
the right or freedom.
For 2.1, the learner needs to describe factors which cannot be changed, and factors which
individuals select and factors affecting social identity. A brief illustration of two examples of
each will meet this criterion.
Assessment criterion 2.2 requires the learner to include a brief account of three reasons why
identity is important. The response must include a benefit to the individual and a benefit to the
community to meet this criterion. Examples may be given to support the response.
For assessment criterion 3.1 the learner needs to consider two positive and two negative effects
of migration on identity, groups and the community. One immigrant group may be discussed to
support the answer.
Assessment criterion 3.2 requires the learner to list different groups which form part of the UK’s
multicultural society.
To 3.3 the learner needs to provide a balanced response based on evidence. The response must
include information about the benefits of cultural diversity and what can happen if identities and
the values of groups are not considered. Examples may be given to support this response.
Assessment criterion 4.1 requires the learner to explain how shared values promote community
cohesion. The learner should provide two examples to illustrate this for example a lunch club
for pensioners providing halal, kosher and vegetarian options.
To meet the requirements for 4.2 a brief description of how two different organisations work to
promote diversity will need to be given.
Indicative reading
Arthur J and Wright D – Teaching Citizenship in the Secondary School (David Fulton
Publisher, 2001) ISBN 1853467448
Coulson-Lowes D, Brett P and Wiegand S – GCSE Citizenship Studies: Student Book
(Folens Publishers UK, 2002) ISBN 1843032872
Davies I – 100 Ideas for Teaching Citizenship (Continuum International Publishing Group Ltd,
2005) ISBN 0826484948
Tudor R – Practical Resources for Teaching Citizenship in Secondary Classrooms
(David Fulton Publishers, 2002) ISBN 1853468401
Wales J and Harrison L – Citizenship Today: Student’s Book (Collins Educational, 2009)
ISBN 0007324391
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Websites
www.amazon.co.uk/exec/obidos/search-handleurl?%5Fencoding=UTF8&searchtype=ss&index=books-uk&fieldauthor=Ruth%20Tudor

Amazon

news.bbc.co.uk/1/hi/magazine/4099770.stm

BBC – questions to test British Citizenship

www.bbc.co.uk/schools/websites/11_16/site/
citizenship.shtml

BBC interactive resources, games, quizzes

www.britkid.org

Website about race and racism, interactive
activities, lesson plans, downloadable
resources

www.channel4learning.com/sites/citizenpower/
index2.htm

Channel 4 site

www.equalityhumanrights.com

Equality and Human Rights Commission.

www.fairuk.org

Forum against Islamophobia and Racism

www.homeoffice.gov.uk/rds/immigration-asylumstats.html

Home Office

www.kickitout.org

Kick Racism out of Football

www.liberty-human-rights.org.uk

Liberty – UK

www.naar.org.uk/index.asp

National Assembly against Racism

www.srtrc.org

Show Racism the Red Card site –
campaign against racism in football and
society

www.statistics.gov.uk

National Statistics
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Unit 14:

Worldwide Citizenship

Unit code:

J/600/3432

QCF level:

2

Credit value:

1

Unit aim
This unit is aims to give learners an appreciation the complexities of the interconnected world
and the role of the United Kingdom in global issues. Learners take action to influence others on
a global issue.

Unit introduction
The interconnected and interdependent nature of our world means that we are linked to others
throughout the world socially, culturally, economically, environmentally and politically.
Effective citizenship therefore encompasses a worldwide dimension and requires understanding
of the role of the United Kingdom in global issues.
The development of the knowledge, skills and values to believe that individuals can make a
difference is vital.
The focus of this unit is on helping learners to understand active worldwide citizenship and
motivating them to do something positive to effect change.
In the first part of the unit, learners will investigate the role of the United Kingdom in
worldwide issues.
The challenges facing the global community are explored in the second part of the unit. The
impact of these challenges on communities is investigated.
In the third part of the unit, learners select a global issue on sustainability to research and take
action to influence others. Learners assess the skills they use in influencing others on a global
issue.

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF) –
Issue 1 – January 2010 © Edexcel Limited 2010

119

UNIT 14: WORLDWIDE CITIZENSHIP

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know the role of the United
Kingdom in worldwide issues

1.1 Describe ways the United Kingdom takes a
role in worldwide issues

2

Understand challenges facing the
global community

2.1 Discuss global challenges

Be able to take action on a
specific global issue to influence
others

3.1 Select a specific global issue on sustainability

3

2.2 Explain the impact of these challenges on
communities
3.2 Demonstrate personal involvement in action to
influence others on a global issue
3.3 Assess own skills used in action to influence
others on a global issue
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Unit content

1

Know the role of the United Kingdom in worldwide issues
The role of the UK internationally: through organisations eg the Commonwealth, North
Atlantic Treaty Organisation NATO, United Nations, Earth Summits, European Union,
World Bank, G8

2

Understand challenges facing the global community
Global challenges: economic eg underdevelopment, unfair trade, abuse of human rights;
environmental issues eg climate change, acid rain, scarcity of world resources, water
shortage, destruction of habitats; disasters eg tsunami, floods, earthquakes, famines;
political eg poverty, conflict; sustainability (how to improve quality for life for people now
in a way that can continue in the future)
Impact of global issues: inequalities of wealth between More Economically Developed
Countries (MEDCs) and Less Economically Developed Countries (LEDCs); human
condition eg poverty causing poor health, high mortality, limited education opportunities,
no shelter, inadequate housing, no clean water supply or sanitation, insufficient income to
meet basic needs; denial and abuse of human rights eg torture, false imprisonment, unfair
trade; global warming eg affecting crop growth

3

Be able to take action on a specific global issue to influence others
Sustainable development: careful use of natural resources eg use of renewable energy
sources, reducing energy, reduce waste, recycle; conserve environment eg prevent pollution,
protect wildlife
Influencing others: contact organisations working on global issues eg local council, Friends
of the Earth, Eco Schools, Greenpeace, UNICEF, Fairtrade, Save the Children, Oxfam,
World Health Organization; types of action eg posters, debate, presentation, fund raising,
campaign eg to encourage recycling in canteen, Fairtrade chocolate only on sale in vending
machines
Skills: range eg research, communication, presenting an argument concisely, negotiation,
persuasion, using time and resources appropriately

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF) –
Issue 1 – January 2010 © Edexcel Limited 2010

121

UNIT 14: WORLDWIDE CITIZENSHIP

Essential guidance for tutors

Delivery
In this unit, discussion and debate allow learners to develop critical thinking skills by
questioning and reflecting on different ideas, opinions, assumptions, beliefs and values.
Researching, planning and undertaking enquiries into issues and problems using a range of
information sources and methods encourages learners to develop the skills, knowledge and
values to participate as active citizens. Other delivery methods could include learner-centred
tasks such as group work and learner-led presentations. Television programmes, photographs or
extracts from films can be valuable learning tools.
To introduce this unit, learners could be provided with a range of media reports from
newspapers, television and radio news about current global issues to trigger discussion and
debate. Learners could be presented with a fictional scenario about a famine or military coup.
Learners could work in groups to discuss what action the UK could and/or should take. Tutors
could lead a whole group discussion about the implications of their selected actions. Learners
could work in groups to research information about the role of different international
organisations to which the UK belongs. Groups could feed back their research findings to the
whole group and prepare a factsheet for other learners.
Learning outcome 2 could be introduced with a discussion about global challenges stimulated
by photographs or images, for example a young child carrying a large water container, people
rummaging on a rubbish dump, people in the ruins of buildings. Learners then work in groups to
explore different case studies of communities facing a challenge. Learners discuss the issue and
present their ideas as an ‘issue tree’ – a fruit tree is outlined on a large sheet of paper, the trunk
is labelled with the issue, the root with the causes of the issue and fruit as the possible solution
to the issue on the community. A spokesperson presents their issue tree to the whole group to
discuss the effects of the issue and the feasibility of solutions suggested to the challenges. The
tutor could take the position of devil’s advocate by posing ‘what if’ questions to encourage
learners to think critically and develop understanding of the complexity of global issues.
Learners are required to take action to influence others in learning outcome 3. It is important,
therefore, that learners understand the difference between influence and power. Tutors could
pose the questions ‘What influences you?’ and ‘How are you influenced?’ to stimulate
discussion and explore effective ways in which groups and individuals can take informed and
responsible action to influence others.
Learners can be asked to identify global issues on sustainability that they are interested or
involved in – each issue identified could be written on a large piece of paper and placed on the
wall. Learners could be asked to ‘vote with their feet’ by going to the issue which is most
important to them and to which they think they will be able to make a positive difference.
Learners will be using a range of skills in planning and taking action in this unit. The tutor
could lead a whole-group discussion to help learners to identify these skills. Learners could
compile a logbook to record the skills they use during the task.
Learners work in their groups to research facts about the issue on the internet to ensure that their
action is based on evidence.
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Learners work in their groups to draw up action plans by using a mind map. Group tutorials will
be required to ensure plans are manageable and achievable within the timescale.
Learners implement their plans, which could include whole school/college action, for example
fundraising, posters or within the class. Learners could be encouraged to undertake peer
assessment of the effectiveness of other groups’ actions.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Theory: role of the UK in the world.
Use current issues in media to trigger discussion.
Discussion – present a fictional scenario about a famine or military coup. Discuss what the UK
could do? Introduce implications of actions.
Paired work – research organisations of which UK government is a member and their role.
Present research results diagrammatically.
Refer back to fictional scenario and relate to the action UK will be able to take.
Assessment: record ways in which the UK takes a role in worldwide issues.
Theory: global challenges.
Brainstorm challenges.
Group work – each group given a case study about a community facing a challenge. The group
feeds back the causes, the effects on the community and possible solutions to the challenges.
Assessment: record global challenges and the impact of challenges on communities.
Discuss what influence means. Who influences you? Discuss the difference between influence
and power.
Decide on issues for action. Brainstorm sustainability issues important to group. Display issues
on posters around room. Ask learners to go to issue which is most important to them. Which
issue do you think you will be able to make a positive difference to?
Group work – create logbook of skills.
Group work – research facts about issue and organisations on internet.
Learners to work in small groups and draw up action plans.
Tutorials to ensure plans are manageable and achievable.
Learners put plans into action.
Assessment: record participation in action to influence others on a global issue on sustainability
and assess own skills used.
Assessment feedback, review and evaluation of unit.
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Assessment
Assessment criterion 1.1 requires the learner to include information which explains at least two
ways the UK is involved in worldwide issues through membership of different organisations.
Examples may be given to support the response.
For 2.1 the learner will need to provide a description of one example of each of the following:
an economic, an environmental, a political global challenge and a sustainability issue.
Assessment criterion 2.2 requires learners to make clear how each of the four examples given in
2.1 will have an effect on communities.
Assessment criterion 3.1, 3.2 and 3.3 can be combined into one assessment task. The evidence
may be presented in a logbook.
For 3.1 learners must give brief information about the global issue on sustainability on which
they are taking action.
For 3.2 learners must include information about actions that they were involved in during the
research, planning and implementation of the action. This may include posters, leaflets, minutes
of meetings, photographs, a logbook authenticated by the tutor, witness statements or peer
reviews.
Finally, assessment criterion 3.3 requires learners to consider the effectiveness of the skills they
used during the planning and implementation of the action.
Indicative reading
Arthur J and Wright D – Teaching Citizenship in the Secondary School (David Fulton
Publisher, 2001) ISBN 1853467448
Coulson-Lowes D, Brett P and Wiegand S – GCSE Citizenship Studies: Student Book
(Folens Publishers UK, 2002) ISBN 1843032872
Davies I – 100 Ideas for Teaching Citizenship (Continuum International Publishing Group Ltd,
2005) ISBN 0826484948
Tudor R – Practical Resources for Teaching Citizenship in Secondary Classrooms
(David Fulton Publishers, 2002) ISBN 1853468401
Wales J and Harrison L – Citizenship Today: Student’s Book (Collins Educational, 2009)
ISBN 0007324391
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Websites
www.bbc.co.uk/schools/websites/11_16/site/
citizenship.shtml

BBC

www.channel4learning.com/sites/citizenpower/
index2.htm

Channel 4

www.fairtrade.org.uk

Fairtrade foundation site

www.globaldimension.org.uk

Books, films, posters and web resources which
support global, intercultural and environmental
understanding

www.globalgateway.org.uk

Global Gateway – links with schools around the
world

www.g-nation.co.uk

G-Nation – supports UK teenagers to get
involved in charity, community, social enterprise
and campaigning action

www.greenpeace.org.uk

Greenpeace

www.londonsummit.gov.uk/en

2009 Summit

www.oxfam.org.uk/coolplanet/kidsweb/
index.htm

Oxfam

www.savethechildren.org.uk

Save the Children – resources including photo
case studies, games and how to take action

www.unicef.org.uk/youthvoice/aboutus.asp

UNICEF UK youth voice

www.wwf.org.uk/what_we_do/working_with_
schools

World Wildlife Fund schools programme
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Unit 15:

Skills for Employment

Unit code:

T/600/3572

QCF level:

2

Credit value:

1

Unit aim
The aim of this unit is for learners to recognise, develop and apply their skills for enterprise and
employability through work-related learning activities.

Unit introduction
Self-reliance, adaptability, resourcefulness and responsibility are all essential qualities for
success in the world of work. Learners need support in developing positive attitudes and skills
for success in employment and self-employment.
In this unit learners will use work-related activities to develop and apply a range of skills
including personal organisation, decision making and risk taking in order to support their
progress in both gaining and sustaining employment and developing their career.
In the first part of the unit learners will investigate the qualities, attitudes and skills for
enterprise and employability and evaluate their usefulness for both gaining and sustaining
employment. In the second part of the unit learners consider how taking risks in work-related
learning activities can develop skills and influence career plans.
Finally, the unit requires learners to reflect on their work-related activities to identify how their
employability skills have been developed through the activities. Learners consider ways to
develop the skills they require for career development.
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Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner
must demonstrate the ability to:

1

Know the qualities, attitudes and skills
required for enterprise and employability

1.1 Describe qualities, attitudes and skills for
enterprise and employability
1.2 Outline the usefulness of skills for
enterprise and employability

2

Understand risk taking in work-related
activities

2.1 Explain how taking risks in work-related
activities can develop skills and influence
career plans

3

Be able to use work-related experiences to
develop own skills for career development
and employability

3.1 Assess own qualities, attitudes and skills
for career development
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3.2 Plan to develop own skills for career
development and employability to include
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Unit content

1

Know the qualities, attitudes and skills required for enterprise and employability
Qualities: range eg drive, self-reliance, self-discipline, adaptable, resourceful, responsible,
resilient, honest, thorough, initiative, empathy
Attitudes: range eg positive, self-starting, can do, look at the bigger picture, if something is
worth doing it is worth doing well, never give up, do not put off until tomorrow what you
can do today
Skills: range eg listening, checking for understanding and clarifying instructions, action
planning, teamwork, delegating; coordinating teamwork, problem solving, reporting,
dealing with group dynamics, personal organisation, decision-making, taking calculated
risks, management, leadership, networking

2

Understand risk taking in work-related activities
Work-related experiences: direct eg work experience, work placement, employment,
volunteering; indirect eg enterprise activities, work simulations, employability workshops
Benefits of risk taking: reasons eg try new activity/experience, learn about abilities, learn
from mistakes, learn new skills, develop existing skills, understand transferability of skills,
opens new career opportunities/options

3

Be able to use work-related experiences to develop own skills for career development
and employability
Self-assessment of qualities, attitudes and skills: methods eg consult a careers consultant
and/or Connexions adviser, discussions with teachers, family and peers, completing online
and paper skills, interests and personality self-assessments
Career development: reinforce choice of job or career pathway or change choice of job or
career pathway; learning eg changes in subjects studied, change of learning establishment,
obtaining qualifications, progression of learning; career development eg relevant workrelated learning experiences, acquiring news skills, cultivating new attitudes
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Essential guidance for tutors

Delivery
The content of learning outcomes 1 and 2 of this unit could be delivered in a variety of ways.
Exploration and discussion of the issues surrounding the opening and running of a new business
could provide stimulus for learners to describe the qualities, skills and attributes needed by an
entrepreneur to create an enterprise. Group discussion and paired work could help generate
ideas and motivation for discussion. When considering recruiting staff for the business,
discussion of desirable qualities, skills and attributes could generate useful insights. For
example, if it were the learner’s new business, what qualities, skills and attributes would they be
looking for in their own staff? The IAG workforce website referred to below under resources
has useful labour market information identifying the general skills needed for particular
employment sectors.
Alternatively, or in addition, learners could be invited to consider the qualities, skills and
attributes of well-known entrepreneurs like Richard Branson, Bill Gates and Anita Roddick.
Entrepreneurs could be invited to speak to learners about their particular qualities, skills and
attributes. Local successful businessmen may be willing to share their understanding which
could generate questions and discussion. Some of the websites provided under resources below
refer to sources of regional volunteer speakers and ‘Make your mark’ and ‘Need2know’ have
some inspiring accounts of the achievements of young entrepreneurs.
After receiving this input, learners could be invited to evaluate the usefulness of the qualities,
skills and attributes discussed and consider their relative merits. Following a group discussion
on their respective merits and importance, learners could be invited to have a top five qualities,
skills and attributes chart for entrepreneurs and five for employees. Each learner could create a
chart as a poster which could contain the information required for assessment criteria 1.1 and
1.2. It would be interesting to see and discuss variations between learners’ charts.
For learning outcome 2, learners could be invited to follow on from the earlier theme of creating
their own business and consider and discuss the risks an entrepreneur and their employees may
get involved in carrying out their work-related activities. For example, in relation to creating a
newsagents, risk taking by an entrepreneur could involve buying stock, deciding on opening
hours and recruiting staff. Learners could be invited to discuss the possible outcomes and what
skills could be learned from these risk-bearing activities. Discussion could also lead into how
this could influence future plans.
In addition, risks the employees may encounter can be discussed. Examples could include
accepting the employment rather than working elsewhere, carrying out a new skill like operating
the till and handling cash, taking responsibility for business activities such as banking and
ordering stock. Learners can be asked to draw on their own experiences and explain risks they
have taken and what skills they have developed as a result. Learners could then consider how
this has or may influence their future career plans.
For delivery of learning outcome 3, tutors could lead a discussion on how qualities, skills and
attributes can be developed in part-time employment, voluntary work, in the classroom, at home
and perhaps in family-run businesses. Learners could then be directed to reflect on how the
work-related activities they have been involved in have led them to acquire enterprise and
employability skills. A group discussion on this topic may be useful to help stimulate learners to
consider their own situation. Learners could pair up after the discussion to help each other draw
out the qualities, skills and attributes they have acquired.
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A range of self-assessment tools should be used to ensure learners arrive at a balanced
conclusion about their qualities, skills and attributes. Activities could involve learners working
with a careers consultant and/or Connexions adviser, having one-to-one discussions with
teachers, family and peers and by completing paper and online self-assessment tools, such as
Kudos produced by CASCAiD.
Once all this information has been collected learners need to be directed on how to plan for
career development and record the actions in a SMART action plan. A tutor-led session on how
to apply for voluntary work, acquire a part-time job or develop skills at school could help
learners generate ideas about suitable action they could take. Since confidence is often an
important issue in personal development, tutors could also describe the availability of mentors,
coaches, role models and peer support.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Tutor or visitor from Connexions/HR-led introduction to unit.
Group identification of skills for enterprise and employability put on flipchart and displayed.
Paired work to identify qualities, attitudes and skills for specific jobs. Group feedback and
discussion.
Tutor-led selection and description of range of skills learners need.
Assessment: list and evaluate a range of skills, qualities and attitudes suited to enterprise and
employability. Identify and list own skills, qualities and attitudes suited for enterprise and
employability.
Brainstorm on risk taking – led by tutor.
In small groups identify risks (helpful if anyone is involved in Young Enterprise or has run a
small business).
In groups consider how risks can affect career development.
Assessment: record how taking risks can help own career development.
Tutor-led session to guide learners to develop individual plan which reflects self-assessment
of qualities, skills and attributes and ways to develop skills for career plan.
Assessment: carry out self-assessment of skills and incorporate analysis into a career plan.
Assessment feedback, review and evaluation of unit.
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Assessment
To achieve assessment criterion 1.1 learners must be able to describe a mix of at least two
qualities, attitudes and skills that are needed for enterprise and a further two for employability.
To achieve 1.2 the learner must be able to evaluate the usefulness of at least two skills for
enterprise and a further two for employability. The evidence for criteria 1.1 and 1.2 can be
written or oral and recorded on audio cassette.
To achieve 2.1 learners must be able to give at least two examples of how taking work-related
risks can lead to the development of skills and influence career plans. Learners must give clear
explanations. The evidence can be written or spoken and recorded by audio cassette.
For 3.1 a personal plan must be produced for career development and employability. It must be
obvious from the plan what new skills the learner is planning to develop. The resources to be
used should be clearly set out and the actions to be taken which will lead to the development of
the specified skills.
Actions to be taken must be clearly prioritised, specific, realistic, time bound and measurable.
Sufficient detail must be provided in the plan so that any one could read it and know what
actions the learner will carry out.
Learners must provide evidence of completion of self-assessment activities and a written record
of the conclusions they have arrived at in respect of their current qualities, skills and attributes.
Essential resources
Learners will need access to computers. Audio recording equipment could be used for recording
assessment evidence.
Websites
www.cascaid.co.uk

CASCAiD is a producer of careers information and
guidance solutions

www.connexions-direct.com

Connexions

www.enterprise-education.org.uk/
home.php?mod=teachers

Enterprise Education Trust brings together
businessdynamics, the Network for Teaching
Entrepreneurship (NFTE), Blue Skies and Achievers
International

www.iagworkforce.co.uk/site/iag/content/
free-downloads/free-downloads---home

Web-based online learning resource

www.makeyourmark.org.uk/
inspiring_stories

Stories of enterprising people, organisations and
places who have made their ideas happen

www.makeyourmark.org.uk/resources

Campaign run by Enterprise Insight, founded by four
leading UK business membership organisations

www.nebpn.org

See the map that says ‘our partners by region’ –
double click over your region and you can locate
their nearest Education Business Partner with full
contact details for advice regarding guest speakers

www.need2know.co.uk/need2know/work/
self_employment/article.html/id=612

Institute for Business Excellence

www.speakeasy4schools.com/ambassadors

Online learning website
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UNIT 16: MAKING INFORMED CAREER AND PROGRESSION CHOICES

Unit 16:

Making Informed Career and
Progression Choices

Unit code:

A/600/3573

QCF level:

2

Credit value:

2

Unit aim
The aim of this unit is to enable learners to develop skills to manage their career by making
informed career and progression choices.

Unit introduction
It is important for young people to be able to make informed choices about their career path.
The ability to identify their skills, interests and attributes is an important part of this process.
Learners need guidance to review available options and to make realistic decisions based on
reliable information. In this unit learners undertake activities to develop their skills for
identifying and making informed career and progression choices.
In the first part of the unit, they are required to consider influences on their career choices. At
this level this will include reflecting on a variety of factors which might have influenced them.
In the next part of the unit learners will be expected to gather and use careers information from a
variety of sources. Learners will assess this information to identify personal career options and
possible progression routes.
The third part of this unit will focus on preparation for a careers guidance interview, and at this
level this will involve creating both a curriculum vitae and a personal statement in addition to
planning questions to ask in the interview.
Finally, learners consider changes to be made to their individual learning plan as a result of their
careers research and guidance interview.
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UNIT 16: MAKING INFORMED CAREER AND PROGRESSION CHOICES

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know influences on career
choices

1.1 List influences on own career choices

2

Understand how to make career
choices

2.1 Evaluate information about careers and
progression opportunities from a variety of sources
2.2 Explain different career options
2.3 Justify choices for career progression

3

Be able to prepare for a careers
guidance interview

3.1 Create a CV
3.2 Create a personal statement
3.3 Present questions for a guidance interview

4
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Be able to review individual
learning plan to reflect career and
progression choices

4.1 Present a revised individual learning plan which
reflects career and progression choices
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UNIT 16: MAKING INFORMED CAREER AND PROGRESSION CHOICES

Unit content

1

Know influences on career choices
Influences on career choices: different influences eg individual interests, attitudes and
abilities, work-related learning experiences, job market and employment trends, careers
information, advice received from careers guidance specialist and teachers, opinions of
relatives and friends, media

2

Understand how to make career choices
Information sources: range eg prospectuses, websites, careers skills and interest
assessments, job profiles, articles in magazines, trade and professional journals, newspapers,
advice from careers adviser, personal tutor, friends and relatives, employment agencies,
information from sector skills councils and regulatory bodies
Realistic choices: based on skills, achievements and qualities, up-to-date labour market
information, taking into account advice from professional advisers

3

Be able to prepare for a careers guidance interview
Personal statement: includes eg interests, values, skills, abilities, career options made,
clearly presented eg word processed
Curriculum vitae: includes eg life history, job history, achievements, skills; presentation eg
use a template, word process, check spelling, ensure accuracy
Questions: purpose eg clarification about suitability of career choices eg educational
qualifications, where to find out more information on how to gain work-related experience,
opportunities for progression, other career options, funding for higher education

4

Be able to review individual learning plan to reflect career and progression choices
Individual learning plan: purpose of review to eg review goals, indicate choices post-16 eg
AS level, A levels, Diploma, BTEC, grades aimed for or needed, other qualifications eg
apprenticeship, higher education eg foundation degree, degree
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UNIT 16: MAKING INFORMED CAREER AND PROGRESSION CHOICES

Essential guidance for tutors

Delivery
The subject of influences on career choices could be delivered in a variety of ways to satisfy the
first learning outcome. Individual reflection on thought-provoking questions, discussions in
pairs or as a group and/or inviting guest speakers to talk on the subject could be some such
ways. The impact of influence, how it is felt and dealt with, how beneficial these influences can
be and how their objectivity can be assessed are all subjects that could stimulate a lively
discussion. Tutors could invite learners to share their own experiences and give examples of
helpful influences on people who now have successful and fulfilling careers.
For learning outcome 2 learners will need to be introduced to a variety of self-assessment tools
and careers information which they can use to research, clarify and review their career options
and choices. Access to a careers library and a careers guidance specialist will be important here.
Learners should be encouraged to draw on information contained in prospectuses, websites,
skills and interest self-assessments, job profiles, articles in magazines, trade and professional
journals, newspapers, employment agencies and information from sector skills councils and
regulatory bodies and conclusions from conversations with peers, relatives, past and present
employers and tutors.
Tutors will need to arrange for careers or teaching staff to talk to learners about their career
options and choices as well as financial support. This will provide an important foundation for
learning outcome 4 which requires learners to work on their individual learning plan.
Making career choices can be difficult for some learners, so discussion in pairs or as a group to
talk about any concerns they may have could help relieve some of the pressure that can be felt.
This would also inform tutors about which learners need further support.
For learning outcome 3, a workshop approach could be an effective way to develop the
understanding needed to produce a CV and personal statement. Tutors could provide a range of
fictional CVs and discuss with learners how they could create their own.
For personal statements learners could be shown some good examples (with the identity of the
author removed) and they could be invited to pair up and discuss what they propose to put in
theirs. Tutors should remind learners of the importance of correct spelling, grammar and
punctuation and to proofread their work before submitting it.
In preparation for the career guidance interview, the careers guidance specialist could be invited
to speak to the group to explain what support and guidance are available. This could help
learners feel more relaxed as they will have a better idea of what to expect. The group could
also pool their ideas as to what type of questions could be raised. This would provide a helpful
foundation from which each learner could create their individual list of questions.
The individual learning plan required to be considered for learning outcome 4 will require oneto-one attention between tutor and learner so that tutors can ensure that the revisions learners
propose are clear and appropriate.
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UNIT 16: MAKING INFORMED CAREER AND PROGRESSION CHOICES

Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit – this unit would work well delivered by a professional from the
Connexions or careers service.
Tutor-led discussion on the idea of career and the influences when choosing careers or
jobs.
Small groups: divide groups up according to who might have work experience. Encourage
discussion and research around different influences on careers – draw on friends and
family, for example medical, retail, outdoor, manufacturing, childcare, travel etc.
Get groups to produce a flipchart with a range of examples of different careers and
influences – and share these with whole group.
Tutor-led session summarising main points, ensuring a range is given, and discussing
different choices – then link to the individual and suitability of choices.
Assessment: explain influences on own career choices.
Tutor-led session on how to make career choices.
Paired work: research information about careers and progression from a variety of
sources.
Individual/assessment activity: identify and explain own realistic career choices.
Tutor-led session on gathering information to prepare for a careers guidance interview.
Paired work: prepare personal statements, gather information, plan questions and CV if
appropriate for an interview.
Meet with careers adviser.
Assessment: revise individual learning plan.
Assessment feedback, review and evaluation of unit.
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UNIT 16: MAKING INFORMED CAREER AND PROGRESSION CHOICES

Assessment
Evidence produced for assessment of this unit may be written or oral and recorded, unless stated
otherwise in the assessment criteria.
For assessment criterion 1.1 learners must explain influences on their career choices. They
should refer to both major and minor influences and how they have responded to them.
For assessment criterion 2.1 learners must produce a detailed list of the information they have
accessed from a variety of sources to make career and progression decisions and explain very
briefly how they have used it.
For 2.2 learners must explain what their career options are. The explanation should incorporate
information received from a tutor and a careers adviser.
For 2.3 learners must describe their preferred choice of career progression and one other option
and explain how realistic they both are.
For 3.1 they need to produce their own CV which is appropriate in terms of style and format,
and uses correct terminology, spelling, grammar and vocabulary.
For 3.2 learners need to create their personal statement in an appropriate style and format, using
correct terminology, spelling, grammar and vocabulary.
For assessment criterion 3.3 learners must provide a list of questions they have prepared for an
interview with a careers guidance specialist.
For 4.1 learners must produce a revised individual learning plan which reflects their career and
progression choices. The plan must be clear, detailed and realistic.
Essential resources
Learners will need access to computers, a wide variety of career resources (preferably a careers
library) and a careers guidance specialist. Audio recording equipment could be used for
recording some of the assessment criteria.
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UNIT 16: MAKING INFORMED CAREER AND PROGRESSION CHOICES

Websites
www.apprenticeships.org.uk

Apprenticeship search

www.careersadvice.direct.gov.uk

Careers advice

www.cascaid.co.uk

Careers guidance software maker

www.cegnet.co.uk/content/
default.asp?PageId=1034

Connexions IAG – understanding the
labour market

www.connexions-direct.com

Connexions – advice for 13-19 age group

www.direct.gov.uk/en/HomeAndCommunity/
Gettinginvolvedinyourcommunity/index.htm

Directgov – getting involved with the
community

www.direct.gov.uk/en/YoungPeople/
Workandcareers/Workexperienceandvolunteering/
index.htm

Directgov – work experience and
volunteering

www.gapyear.com

Year out planning

www.ukstandards.org/About_occupational_
standards/For_employees_and_individuals.aspx

Self-assessment for employment
competence

www.voluntaryworker.co.uk

Voluntary worker advice

www.volunteering.org.uk/WhatWeDo/
Student+Volunteering

Student volunteering site for England

www.work-experience.org/ncwe.rd/index.jsp

National Council for Work Experience
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UNIT 17: OPPORTUNITIES IN LEARNING AND WORK

Unit 17:

Opportunities in Learning and
Work

Unit code:

J/600/3575

QCF level:

2

Credit value:

1

Unit aim
This unit aims to develop learners’ awareness of the extent and diversity of opportunities in
learning and work. It is also important for learners to appreciate how stereotypical views of
learning and work can affect their career choices and understand ways to overcome these. This
unit aims to develop learning and understanding in these key areas.

Unit introduction
This unit helps learners to understand and respond to increasingly diverse opportunities in
learning and work. It takes an expansive approach by providing a view of local, national,
European and global opportunities. It also examines changing patterns of employment, enabling
learners to gain an appreciation for the wide variety of employment situations and the value of
developing transferable skills.
In the first part of the unit, learners consider how changing patterns of employment can affect
career planning.
The unit continues by exploring different opportunities in learning and work available locally,
nationally and internationally.
In the third part of the unit, learners consider how stereotypical views of opportunities in
learning and work can affect career choices and ways in which these views can be challenged.
To complete the unit learners will examine changes happening in the world of work and the
implications of these for their career planning in the future.
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UNIT 17: OPPORTUNITIES IN LEARNING AND WORK

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know how changing patterns of
employment can affect career
plans

1.1 Outline how changing patterns of employment can
affect career plans

2

Know about opportunities in
learning and work

2.1 Outline opportunities available in learning and
work locally, nationally and globally

3

Know about stereotypical views
in learning and work and how to
challenge them.

3.1 Describe the effects of stereotypical views in
learning and work on career development

Understand the significance of
changes happening in the world
of work to career plans

4.1 Assess changes happening in the world of work

4
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3.2 Outline ways to challenge stereotypical views of
opportunities in learning and work
4.2 Explain how changes in the world of work affect
own career plans
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UNIT 17: OPPORTUNITIES IN LEARNING AND WORK

Unit content

1

Know how changing patterns of employment can affect career plans
Changing patterns of employment: impact eg reduction in manufacturing, increase in ageing
population, increase in service industries, effects of recession and recovery patterns of
employment, globalisation
Effects of changing patterns of employment on career plans: effects eg need to be flexible,
develop transferable skills, be adaptable, be forward thinking, consider different ways of
working eg self-employment, voluntary work, consider working in different locality,
country

2

Know about opportunities in learning and work
Learning and work opportunities: range eg opportunities locally, nationally and
internationally eg in current learning establishment, local FE college, employment locally,
university in different localities, voluntary work abroad

3

Know about stereotypical views in learning and work and how to challenge them
Stereotypical views: meaning eg pre-conceived ideas about a person’s ability to work or
learn; impact eg views on age or thought to be too old to complete a course of
study/disability/thought to be unable to perform tasks required for a job/gender/thought to
be women’s work
Effects: impact eg may prevent individuals considering course of study which may suit
them, discourages individuals from pursuing enjoyable/satisfying career preferences,
reinforces stereotypical views
Challenging stereotypical views: actions eg question reasons for words and images on
publicity material, discuss with individuals stereotypical comments about learning and
work, confront issues with others

4

Understand the significance of changes happening in the world of work to career plans
Changes happening in the world of work: range eg saturation in some job markets from
influx of workers outside locality, expansion of job opportunities through new businesses
coming into locality, closure of businesses reducing opportunities for work, increased
specialist study and qualifications being required, introduction of more flexible working
arrangements, fewer jobs for life, increased use of technology in work
Effects on career plans: impact eg consider ways to develop a broad range of skills to
increase employability, ensure skills and knowledge are constantly updated, review career
development plan regularly, maintain lifelong learning
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UNIT 17: OPPORTUNITIES IN LEARNING AND WORK

Essential guidance for tutors

Delivery
The subject matter of this unit is broad ranging and information required for the learning
outcomes is available from many different sources. It lends itself to directed exploration by
learners who can research and present their findings for analysis and discussion. Giving learners
time to contemplate how they can benefit from what they have learnt is also an important aspect
of delivery.
For learning outcome 1 tutors could assist learners to identify changing patterns of employment
and then divide the group into small teams and allocate them a particular pattern to explore.
They could be asked to gather information about it and deliver between them a small
presentation on the subject to the group. Learners will probably need help with identifying
appropriate sources of information such as business studies, economics and career textbooks,
websites (providing labour market information, statistics and trends), newspaper and magazine
articles.
After completion of presentations tutors could create fictional characters, each faced with a
different pattern. They could ask the group to give each character careers advice on how they
could move forward. For example, a recession has a well-recognised pattern of leading to mass
redundancies and the construction industry is usually one of the first employment sectors to be
affected. Tutors could ask learners to advise a fictional labourer who has been made redundant
what he could do to help his career. In seeking to consider his options and being flexible in their
thinking learners are developing important skills and realising the benefit of a proactive attitude.
This will be a good foundation for learning outcome 4 where learners have to consider their
own career plans.
For learning outcome 2, guest speakers such as personnel from the tutor’s place of work,
advisers from local further education colleges, careers specialists and local volunteer
coordinators could be invited to talk about the opportunities available in learning and work.
Employers offering apprenticeships and other recruiters could also come and talk about their
work opportunities. Learners could also be referred to the numerous websites which refer to
relevant opportunities.
For learning outcome 3, learners could be asked to share their opinions of stereotypical views
on careers. Employees in career roles that are not stereotypical could be invited to talk about
their experiences with the group. Newspaper and magazine articles could also be researched on
the subject. The group could be asked to pair up and consider a case study, for example a female
aged 28 wanting to study to become a motor mechanic. They could be asked to consider what
views she may encounter and how she could succeed in her chosen career.
For learning outcome 4, the tutor could lead a session on the changes happening in the world of
work. After the session learners could be asked to reflect on these changes, consider each one
and how their career plans may need to be adjusted to take them into account. They could work
on their own to begin with and then share their thoughts in pairs or with the group.
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UNIT 17: OPPORTUNITIES IN LEARNING AND WORK

Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit – input from someone in HR or a job search agency would help bring this
learning alive.
Tutor-led discussion on the idea of career planning and the influences of changing patterns of
employment.
Small groups: allocate groups different areas to investigate changes. Groups to research the
meaning and implications before feeding back to main group.
Record information on flipcharts to share.
Groups plan opportunities available to them, in the different ways of working described, ie
locally, nationally and internationally and share with whole group.
Assessment: describe how patterns of employment have changed and can affect career plans,
giving examples, locally, nationally and internationally.
Tutor-led session summarising main points so far – then link to how individuals perceive
different roles and the effect of the concept of stereotyping.
Small group discussion on stereotyping – identifying examples, especially in the workplace and
what can be done about this viewpoint. How does this influence choices?
Assessment: create a leaflet giving examples of how to challenge stereotypical behaviour at
work. Also, show how this could affect career development.
Tutor- or visitor-led discussion on changes in the world of work.
Pair work: discuss and collate changes in the world of work, then consider how these changes
can affect career plans.
Report back to main group some examples of changes.
Assessment: record how changes in working patterns and the world of work might affect own
career plans.
Assessment feedback, review and evaluation of unit.
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UNIT 17: OPPORTUNITIES IN LEARNING AND WORK

Assessment
Evidence produced for assessment of this unit may be written or oral and recorded, unless stated
otherwise in the assessment criteria.
For assessment criterion 1.1 learners must explain how changing patterns of employment can
affect career plans. They must refer to at least two patterns and give examples of the effect they
can have on career plans.
For assessment criterion 2.1 learners must outline, in writing, opportunities available in learning
and work locally, nationally and globally.
Learners should give examples of educational courses, training and voluntary work
opportunities as well as employment opportunities that are relevant to their career aims.
For assessment criterion 3.1 learners need to describe at least two effects of stereotypical views
of opportunities in learning and work on career development.
For 3.2 learners need to outline at least two ways to challenge stereotypical views of
opportunities in learning and work.
For 4.1 learners must describe in writing at least two changes happening in the world of work.
For 4.2 learners must explain how changes in the world of work affect their own career plans.
They must explain how they can adapt their plans to take into account the changes identified.
Essential resources
Learners will need access to computers, a variety of career resources and ideally a careers
guidance specialist. Audio recording equipment could be used for recording some of the
assessment criteria.

148

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
– Issue 1 – January 2010 © Edexcel Limited 2010
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Websites
www.advice-resources.co.uk/Resources/
advice_resources

Advice resources

www.apprenticeships.org.uk

Apprenticeship search

www.careersadvice.direct.gov.uk

Careers advice

www.cegnet.co.uk/content/
default.asp?PageId=1034

Connexions IAG – understanding the labour
market

www.connexions-direct.com

Connexions

www.direct.gov.uk/en/HomeAndCommunity/
Gettinginvolvedinyourcommunity/index.htm

Directgov – getting involved with the
community

www.direct.gov.uk/en/YoungPeople/
Workandcareers/Workexperienceandvolunteering/
index.htm

Directgov – work experience and volunteering

www.employment-studies.co.uk/policy/index.php

Institute for Employment Studies

www.eurograduate.com

European graduate career guide

www.gapyear.com

Year out planning

www.iagworkforce.co.uk/site/iag/content/
free-downloads/free-downloads

Developing the IAG Workforce

www.statistics.gov.uk/hub/labourmarket/index.html

UK National Statistics

www.voluntaryworker.co.uk

Voluntary worker advice

www.volunteering.org.uk/WhatWeDo/
Student+Volunteering

Student volunteering site for England

www.work-experience.org/ncwe.rd/index.jsp

National Council for Work Experience
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UNIT 18: UNDERSTANDING CAREERS AND EMPLOYMENT THROUGH EXPERIENCES OF WORK

Unit 18:

Understanding Careers and
Employment through
Experiences of Work

Unit code:

L/600/3576

QCF level:

2

Credit value:

1

Unit aim
The aim of this unit is to enable learners to reflect on their experiences of work to increase their
understanding of careers and employment.

Unit introduction
Careful preparation and debriefing are vital to embedding the learning gained from experiences
of work into learners’ curriculum and career plans. The unit provides valuable preparation for
experiences of work by considering motivation to work.
Reflecting on the skills and qualities for enterprise and employability gained from experiences
of work and how these can be applied to career planning are important aspects of debriefing
following experiences of work. This unit aims to develop skills and knowledge in these areas.
In the first part of the unit learners consider their own motivation to work.
The importance of lifelong learning to employability and career progression is explored in the
second part of the unit.
Finally, learners will be expected to analyse the skills and qualities for enterprise and
employability they have developed in their experiences of work in order to develop their career
planning.
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UNIT 18: UNDERSTANDING CAREERS AND EMPLOYMENT THROUGH EXPERIENCES OF WORK

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know about motivation for work

1.1 Define motivation
1.2 Describe own motivation for work

2

3
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Understand the importance of
lifelong learning to employability
and career progression

2.1 Explain the benefits of lifelong learning

Be able to use learning from
experiences of work to develop
career planning

3.1 Identify skills and qualities for enterprise and
employability developed in experiences of work

2.2 Assess the importance of lifelong learning to
employability and career progression

3.2 Apply learning from experiences of work to own
career planning
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Unit content

1

Know about motivation for work
Motivation for work: reasons eg independence, financial reward, career advancement,
consultation and participation in decision-making, being appreciated, enjoying the work,
seeing the value of work done, enjoying the company of other employees, working in an
environment that suits, being managed appropriately, being of value, making/doing
something useful

2

Understand the importance of lifelong learning to employability and career
progression
Importance: reasons eg formal learning concentrated in the earlier stages of life unable to
sustain an individual throughout their life, continuous education provides eg job security
created by offering many different skills to employers, perfecting skills and increasing
knowledge ensures a good standard of work, engaging in learning creates new networks,
learning increases self-confidence, developing skills and knowledge for changing pattern of
employment

3

Be able to use learning from experiences of work to develop career planning
Identifying learning from experiences of work: aspects eg different types of workplace, how
people work eg roles, responsibilities, behaviour of employees, protocols and processes,
working patterns, business language
Qualities: range eg drive, reliability, self-reliance, self-discipline, adaptability,
resourcefulness, responsibility, resilience, creativity, organisation
Skills: range eg listening, checking for understanding and clarifying instructions, following
instructions, timekeeping, teamwork, problem solving, action planning, delegating,
coordinating teamwork, reporting, dealing with group dynamics, personal organisation,
decision making, taking calculated risks, management, leadership, networking
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UNIT 18: UNDERSTANDING CAREERS AND EMPLOYMENT THROUGH EXPERIENCES OF WORK

Essential guidance for tutors

Delivery
For this unit it is assumed that learners have had actual experience of work such as through a
work placement, part-time job, volunteer position or visits to workplaces to observe workers.
Learners usually know the main factors that motivate them to work but may not fully appreciate
other factors that can contribute to the desire to work. So it may be a good idea to have a group
activity in which every learner is invited to contribute their ideas about what motivates people to
work. Learners could be invited to speak to their friends and relatives and ask them what
motivates them. They could also be required to research the topic on the internet and to see if
they can find any relevant newspaper articles. Once all this information has been gathered
learners could create a chart of all the motivating factors they have found, putting them in order
of priority so that the factors most commonly cited are highest in the order.
Learners could then pair up and discuss which of the factors on the chart have a bearing on their
desire to work. They could then grade the factors according to their importance to them
personally. Learners could then share and discuss their results with the group.
For learning outcome 2 tutors could explain what is meant by the phrase ‘lifelong learning’ and
why it has come about. Learners could then be asked to research further into the topic in
preparation for a discussion about its importance and its relevance to each of them. The tutor
could ensure through questioning that learners consider its importance to their employability as
well as their career progression.
For learning outcome 3 learners need to collect their records, notes or work diary containing
information about the experience they had during their work placement. Learners may have
letters, references or reports from employers that identify the skills and qualities they have
demonstrated.
Tutors will need to ensure learners are clear about the difference between a quality and a skill,
and enterprise and employability. Learners will probably need help with analysing the skills and
qualities they have developed. The tutor could do this through detailed questioning. A group
discussion may help learners identify them and enable the tutor to provide guidance on skills
commonly picked up such as problem solving and personal organisation.
Tutors could have a prepared and graded checklist of a variety of qualities and skills required
for employability and enterprise. Learners could be asked to respond to it to reveal the extent to
which they think they have mastered a skill or quality and record the evidence for it.
Alternatively, the checklist could be created by the group with the tutor’s guidance. This would
serve to summarise the learner’s current position and be a useful foundation for career planning.
Learners could be paired up to discuss how their career plans may be adapted as a result of their
experiences from work. Learners may need guidance as to experiences they could draw upon.
Examples could include how people work, their roles and responsibilities, the behaviour of
employees, protocols and processes, working patterns, business language etc.
The pairs could then feed back to the whole group for a collective understanding of how
learners are applying their learning. In giving the feedback and voicing their new career aims, it
may help learners to affirm, commit and consolidate their plans in their own minds. Tutors
could also use this time to identify learners whose reasoning may appear weak and who may
need support to come to a more beneficial or expansive outlook.

154

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
– Issue 1 – January 2010 © Edexcel Limited 2010

UNIT 18: UNDERSTANDING CAREERS AND EMPLOYMENT THROUGH EXPERIENCES OF WORK

Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit. – building on from experiences of work, work experience, part-time work
etc.
Tutor needs to identify the extent of work experience in the group and encourage sharing of as
many different types of experience as possible. Start discussion on motivation to work, before
handing over to small groups.
Small groups: discuss different types of motivation to work, giving examples and sharing with
larger group.
Record information on flipcharts to share.
Assessment: describe different factors which motivate people to work, as well as own
motivators.
Tutor-led session on skills needed for work and enterprise – concepts need exploring and then
relating to workplace, drawing on learners’ own experiences and how to keep up to date.
Tutor-led discussion on lifelong learning and how it can affect career progression.
Pair work: identify some careers and research into appropriate skills needed and how lifelong
learning can help.
Assessment: record how lifelong learning can help in a chosen path.
Tutor-led discussion on how work experience has helped thinking about careers.
Pair work: discuss and consider how work experience has affected or contributed to career plans
and what individuals have gained from their experiences.
Report back to main group giving some examples of learning from work experience.
Assessment: record own experiences and learning from work and how this might affect own
career plans.
Assessment feedback, review and evaluation of unit.
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UNIT 18: UNDERSTANDING CAREERS AND EMPLOYMENT THROUGH EXPERIENCES OF WORK

Assessment
Evidence produced for assessment of this unit may be written or oral and recorded, unless stated
otherwise in the assessment criteria.
For assessment criterion 1.1 learners must express what they feel to be their motivations for
work. This expression should be in the setting of a discussion with one or more people.
For assessment criterion 2.1 learners must be able to explain the importance of lifelong learning
to employability and career progression and explain how this concept applies to them.
For 2.2 they must give at least two examples of how they can continue to learn throughout their
lifetime, and how it might benefit them.
For 3.1 learners must produce evidence to show their analysis of the skills and qualities they
have developed through their experiences of work. This can be written documents such as
letters, references or reports from employers, completed questionnaires, notes from discussions.
Finally, for 3.2 learners must explain what they have learnt from their experiences of work and
how their career plans have developed as a result.
Essential resources
Learners will need access to computers. Additionally audio recording equipment could be used
for recording some of the assessment activities.
Websites
www.bized.co.uk/current/pbl/2006_07/050207links.htm

Biz/ed – references for investigation

www.cbi.org.uk/pdf/timewellspent.pdf

CBI – embedding employability in
work experience PDF

www.direct.gov.uk/en/YoungPeople/Workandcareers/
Workexperienceandvolunteering/index.htm

Directgov – work experience and
volunteering

www.work-experience.org/ncwe.rd/index.jsp

National Council for Work
Experience

156

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
– Issue 1 – January 2010 © Edexcel Limited 2010

UNIT 19: LEARNING FROM MORE EXPERIENCED PEOPLE

Unit 19:

Learning from More Experienced
People

Unit code:

R/600/3577

QCF level:

2

Credit value:

2

Unit aim
The aim of this unit is for learners to understand how they can recognise learning from senior or
more experienced people, evaluate the usefulness of what they have learned and put these skills
into practice for themselves.

Unit introduction
One of the key ways in which people learn and develop is by interacting with others who are
more experienced in a particular field of work or study. These may be visiting experts, senior
colleagues, or others working at a similar level who have spent longer in that particular field.
In this unit, learners will learn how to recognise what they have learned from senior or more
experienced people, evaluate the usefulness of what they have learned and put these skills into
practice for themselves.
The unit begins by getting learners to identify situations when they might be able to interact
with more experienced people.
Next, learners will select effective ways of working, explaining why this is the case.
Learners will then explain how they can improve their performance by learning from those who
have more experience.
Finally, learners will carry out a review of what they have learned.
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UNIT 19: LEARNING FROM MORE EXPERIENCED PEOPLE

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Understand situations where
learners might interact with more
experienced people

1.1 Describe situations in which they might interact
with more experienced people

2

Understand how more experienced
people work effectively

2.2 Describe an effective way of working
demonstrated by a more experienced person
2.1 Explain why this way of working was effective

3

4
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Understand how they can improve
their performance by learning from
those who have more experience

3.1 Describe an example of a skill or process they
have learned from others with more experience

Review what they have learned
from more experienced people

4.1 Carry out an evaluation of the skills, knowledge
or understanding they have learned from more
experienced people

3.2 Explain how they can use what they have
learned to improve their performance
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Unit content

1

Understand situations where learners might interact with more experienced people
More experienced people: more experienced team members or learners eg line managers,
supervisors, managers, heads of department, team leaders; people in other teams eg finance
department, human resources department; external experts or consultants, members of other
organisations, clients, customers, tutors, teachers
Situations of interaction with more experienced people: receiving advice, instruction or
teaching from more experienced people in formal and informal contexts eg classes,
presentations, training sessions, workshops; working alongside more experienced people eg
working in a team with more experienced colleagues or learners, observing more
experienced people at work eg work shadowing, attending a meeting, attending a
presentation

2

Understand how more experienced people work effectively
Examples of effective ways of working and why they are effective: doing things effectively
has positive impact for individuals and the workplace, organisation, school or college eg
treating other learners, staff or customers with respect makes people feel valued and meets
expected standards of the workplace or place of learning, meeting workplace targets or
deadlines for handing in an assignment keeps people on track for given schedule or
timetable, producing high-quality work raises the person’s self-esteem, participating in
meetings or group activities helps others learn or do their work effectively, modelling good
personal conduct has an impact on a class by setting high standards for behaviour and work

3

Understand how they can improve their performance by learning from those who have
more experience
Skills or process learned from more experienced person: new or improved skills eg how to
deal effectively with customer complaints, how to write a summary, how to test a physics
theory, how to manage personal finances, how to set a goal
Using what has been learned to improve own performance: eg using new skills in customer
service to reduce number of customer complaints, using new skills in personal finance to
save money for a specific purpose, using new knowledge about a microscope to use it more
easily and quickly in next science experiment

4

Review what they have learned from more experienced people
Evaluating the skills, knowledge or understanding learned from more experienced people:
how easy or difficult it was to learn something new from someone with more experience;
how completely/successfully the new skill, knowledge or understanding has been learned;
how relevant or useful the new skill, knowledge or understanding is to the work or learning
situation
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UNIT 19: LEARNING FROM MORE EXPERIENCED PEOPLE

Essential guidance for tutors

Delivery
Through group or pairs discussion, learners should be able to describe situations in which they
might interact with more experienced people in the workplace or in a school, college or other
place of learning. Examples of more experienced people could include managers, other
colleagues they have identified as being more experienced, customers, tutors and visiting
experts or consultants. Tutors should encourage learners to talk about the relationship they have
with the more experienced people in their workplace, college or school. Is this a formal
relationship or an informal relationship? What differences and similarities are there in the
different relationships they have?
Learners would find it useful to participate in discussions about what effective working looks
like in their particular workplace or place of learning. This may be about interacting with other
people appropriately, for example customers, colleagues, tutors, managers or visiting
consultants. The discussion might also include examples such as producing high-quality reports
or pieces of work and fulfilling responsibilities in the workplace, school, college or other place
of learning.
In relation to learning outcome 1.2 and 1.4, opportunities to observe more experienced people
demonstrating skills, knowledge, processes and ways of working could come via a wide range
of activities such as work shadowing, presentations by visiting experts, interviews with more
experienced learners or colleagues, or even day-to-day interaction with more experienced
people in a place of learning or work.
In achieving learning outcome 3, learners might require support in making the connection
between effectiveness and having a positive impact on the workplace or learning environment.
Learners should be directed to the question of why what they observed in a more experienced
person was effective, for example did the behaviour of the more experienced person make a
good impact on a customer so that they returned with more business? Did the piece of work they
completed inform new developments in a certain area of study or help other colleagues to make
informed decisions about solving a problem?
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UNIT 19: LEARNING FROM MORE EXPERIENCED PEOPLE

Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Group discussion about situations where we can learn from more experienced people – capture
ideas on flipchart.
Get groups to identify more experienced people they might meet and share with whole group –
might need research into companies.
Groups to work out how they can access the identified people and start to make contact – by
letter, phone, set up meetings etc.
Assessment: record a list of experienced people who learners could interact with and how they
are going to contact them. Describe situations in which they could learn.
Tutor supervises learners being in contact with more experienced people – arrangements
checked for activities for learning – this could be individually or in pairs.
On completion, group discussion about how observed people worked effectively, as well as
skills learned and how these could be used to improve performance.
Paired work: list skills and effective working observed and how to benefit from this
individually.
Assessment: describe learning from more experienced people and how the skills demonstrated
will be used.
Tutor to lead some discussion around how to evaluate what has been learned.
Assessment: carry out an evaluation of skills, knowledge and understanding gained from more
experienced people.
Assessment feedback, review and evaluation of unit.
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UNIT 19: LEARNING FROM MORE EXPERIENCED PEOPLE

Assessment
Evidence for 1.1 to 3.2 could come from a group discussion which shows the individual
contribution of the learner, or an individual discussion with the tutor, supervisor or line
manager. The evidence may take the form of a taped discussion, video evidence or presentation.
It may also be supported by written notes by the learner or the tutor or line manager.
In achieving 1.1, learners must describe at least two situations in which they might interact with
more experienced people and the way in which they interact with these people. The situations
described should involve people either familiar to the learner or people the learner could
reasonably expect to come into contact with in their workplace, college, school or place of
learning.
For 2.1 and 2.2, learners need to describe at least one effective way of working demonstrated by
a more experienced person and explain why this way of working was effective.
Criterion 3.1 requires learners to select at least two examples of skills, knowledge or
understanding they have learned from more experienced people. For 3.2, learners will need to
describe clearly how the specific skills or knowledge could be used to improve their
performance in their own work or learning situation.
Evidence for 4.1 is possibly most effectively derived from a one-to-one discussion between the
tutor or line manager and the learner in which the learner carries out an evaluation of what they
have learned. This may be supported by written notes from the candidate.
In achieving 4.1, learners must carry out an evaluation of the skills, knowledge and
understanding they have learned from more experienced people while working with them or
receiving instruction from them.
Within this evaluation, learners need to describe how easy or difficult it was to learn the new
skill, knowledge or understanding. Learners need to be able to discuss whether they think they
have fully grasped the new skills, knowledge or understanding. Additionally, they must explain
how relevant or useful the new skills, knowledge or understanding are to their specific work
situation or learning situation.
Essential resources
Learners should have access to a variety of people in the workplace, school or college who can
demonstrate positive behaviours and who can be used for questioning or work shadowing
purposes.
Websites
www.lifecoachexpert.co.uk

Life Coach Expert

www.mindtools.com

Mind Tools
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UNIT 20: HOW AND WHY BUSINESSES OPERATE

Unit 20:

How and Why Businesses Operate

Unit code:

Y/600/3578

QCF level:

2

Credit value:

1

Unit aim
The aim of this unit is to develop learners’ understanding of how and why businesses operate to
prepare them for the world of work.

Unit introduction
In order to motivate young people into the world of work, it is important to stimulate their
interest and develop their understanding of how and why businesses operate. This unit gives
learners a basic knowledge and understanding of business and economics. It looks at types of
business, organisational structures, work roles and identities. It also examines attitudes and
values in the workplace. Learners explore business and economic concepts and terms and
demonstrate understanding by explaining how a business operates.
The first part of the unit requires learners to analyse the motivation of different types of
business, and to explore different types of business and the factors that motivate business
operations.
In the second part of the unit, learners compare structures of different organisations. Work roles
and identities within a business enterprise are examined.
Learners investigate attitudes and values in relation to work and enterprise in the third part of
the unit.
To complete the unit, learners must apply knowledge of basic economic and business concepts
and terms to explain how a business operates.
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UNIT 20: HOW AND WHY BUSINESSES OPERATE

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know what motivates different
types of business

1.1 List motivators for different types of business

2

Know about organisational
structures, work roles and
identities

2.1 Describe different organisational structures

Understand attitudes and values in
relation to work and enterprise

3.1 Discuss attitudes and values of employers in
relation to work and enterprise

3

2.2 Outline work roles and identities in an
organisation

3.2 Evaluate attitudes and values of employees in
relation to work and enterprise
4
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Know basic economic and
business concepts and terms

4.1 Describe how a business operates using basic
economic and business terms and concepts
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Unit content

1

Know what motivates different types of business
What motivates business: reasons eg recognition, money eg to make a profit, for charitable
purposes, to provide services or goods to the public, altruism

2

Know about organisational structures, work roles and identities
Organisational structures: types eg flat, hierarchical, matrix
Work roles: range eg personnel, marketing and sales, finance, production, administrative,
security and IT, customer service; different sectors eg health and social care, business,
education, travel, manufacturing, retail
Identities: job titles eg administrative officer, secretary, assistant manager

3

Understand attitudes and values in relation to work and enterprise
Attitudes and values of employees: range eg honesty, integrity, professionalism, fulfilling
contractual duties, respecting confidentiality, not bullying, compliance with company
policies
Attitudes and values of employers: value eg fair pay, pay reviews, training, appraisal,
flexible working, work/life balance, compassionate leave, value employees

4

Know basic economic and business concepts and terms
Economic and business concepts: concepts eg the connection between markets, competition,
price and product, recession, economic growth, inflation, sustainable development, supply
and demand
Economic and business terms: terms eg costs, sales, profit, competition, markets, supply
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Essential guidance for tutors

Delivery
The content of this unit is suitable for individuals and groups to explore, supported by guidance
from tutors.
Learners can explore information on types of business, motivation, organisational structures,
work roles and identities, attitudes and values of employers and employees and basic economic
concepts with their relatives, friends, current or past employers and staff of any organisations
they may carry out voluntary work for. This information can also be found in newspapers, on
television, websites and in business studies textbooks.
Learners can work alone, in pairs or in small teams and retrieve information to bring back to
share with the group for analysis and discussion. This information could be recorded in written
answers to questionnaires, tape recordings or in website pages, newspaper articles etc.
Guest speakers could also be invited to talk on these subjects. Some of the websites given in the
resources section refer to sources of regional volunteer speakers. Learners could invite their
employers or ex-employers from different types of organisations to come and speak to the
group. The speaker could explain to the group business terms and concepts such as economic
growth and decline, sustainable development and profit making.
Tutors could use the educational establishment they are working for to supply its mission
statement, organisational chart and information on work roles and identities. Organisation charts
can also be found on company websites.
All these activities and information gathering and sharing provide a strong foundation for
meeting the assessment criteria. For example, for learning outcomes 1 and 3, learners could
analyse the results of a questionnaire about motivation, attitudes and values they had distributed
to employers along their local high street, this could be to cover a business partnership such as a
dental practice, local private company such as a newsagents, public limited company, for
example Sainsbury’s, and a charity, perhaps an Oxfam shop.
For learning outcome 2 learners could compare several different organisational charts provided
by the group and tutor. They could do this as a group or perhaps in pairs, and after discussion
write down their findings about the similarities and differences identified.
Work roles and identities could be covered by learners creating their own fictional company and
considering what roles they would need staff to perform in order for it to operate successfully.
To complete learning outcome 3, learners could describe information obtained from the results
of a questionnaire to employers, from conversations held with employers or from information
found on websites, in textbooks and newspaper articles.
For attitudes and values of employees in relation to work and enterprise, learners could share the
findings they obtained from questioning relatives, friends and other employees.
For learning outcome 4, the tutor or a guest speaker could use the model of any of the fictional
companies created by learners to explain economic concepts and terms, or draw on fictional or
real-life examples. Learners will need to be drawn into discussions on this topic so that they get
used to using business terminology appropriately. A concept or terminology quiz may be an
enjoyable and interactive way to test and strengthen learners’ understanding.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Small groups: allocate sectors and types of business to groups and allow time for research
into them to find out about motivators.
Get groups to produce a flipchart with key points listed to share with whole group.
Tutor-led session summarising main points, highlighting differences and then introduce
structures, work roles and identities in the workplace.
Assessment: participate in a presentation comparing different organisations and their
structures, roles and identities. Produce a record of information gathered for use by others.
Tutor-led discussion on attitudes and values in the workplace.
Paired work: one to research and represent employer, one employee and discuss.
Assessment: record discussion and show how the attitudes and values differ between
employer and employee.
Tutor-led session on how business operates and the terms and concepts used to show this.
`Flash card’ activity where tutor circulates around the room or to groups to test
understanding.
Assessment: compile a dictionary of the terms and concepts given with an explanatory
sentence on how these relate to the operation of business.
Assessment feedback, review and evaluation of unit.
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Assessment
Evidence produced for assessment of this unit may be written or oral and recorded, unless stated
otherwise in the assessment criteria.
For assessment criterion 1.1 learners must show their written analysis of information on
motivation received from three different types of business.
To achieve 2.1 learners must be able to provide written evidence of their comparison of the
similarities and differences of at least two different organisational structures.
For 2.2 learners need to give an account of at least two work roles and identities in a real or
fictional business organisation. Descriptions need to be provided in sufficient detail so that it is
clear how the organisation functions as a whole.
For 3.1 learners need to describe the attitudes and values of at least two employees in relation to
work and enterprise.
For 3.2 learners need to describe the attitudes and values of at least two employers in relation to
work and enterprise.
To achieve 4.1 learners must provide a written account of their explanation of at least two basic
economic concepts and in that explanation use business terms correctly.
Essential resources
Learners will need access to computers. Audio recording equipment could be used for recording
some of the assessment evidence.
Websites
www.bbc.co.uk/schools/gcsebitesize/business/aims

BBC Bitesize: Business Studies – Aims and
Organisation

www.bbc.co.uk/schools/gcsebitesize/business/
environment

BBC Bitesize: Businesss Studies –
Environment

www.bbc.co.uk/schools/gcsebitesize/business/people/
motivationrev1.shtml

BBC Bitesize: Businesss Studies –
Motivation

www.bized.co.uk/current/pbl/2006_07/050207links.htm

Biz/ed: Problem Based Learning

www.enterprise-education.org.uk/home.php?
mod=teachers

Enterprise Education Trust: Teachers

www.nebpn.org

Institute for Education Business Excellence

www.speakeasy4schools.com/ambassadors

Speakeasy: young ambassadors page
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Unit 21:

Working Practices and
Environments

Unit code:

J/600/3589

QCF level:

2

Credit value:

1

Unit aim
This unit aims to help learners to understand why working practices and environments differ.
Learners will use this understanding to reflect on their own learning and career development.

Unit introduction
To help young people to make informed choices about their careers they should have some
understanding of why working practices and environments differ. This unit explores ways
employers protect themselves and their workforce when they carry out tasks in the workplace.
The unit will help learners to understand the importance of health and safety in the workplace
by learning about how hazards are identified and how risks are assessed and managed. Being
able to develop a set of safe behaviours is essential for learners when they are in work
environments. Learning in this unit also supports the ‘be safe’ outcome of Every Child Matters.
In the first part of the unit, learners explore work environments and consider the differences for
employees in various working environments. Learners investigate working practices in different
work environments and consider why working practice can vary. At this level, learners will
compare and contrast working practices in different environments.
In the third part of the unit, hazards relating to different workplaces are investigated. Learners
explore the responsibilities of employers and employees in managing risk in the workplace.
To complete the unit, learners are required to relate their knowledge about working practices to
their own learning and career development. At this level learners will be encouraged to reflect
on how this knowledge may affect decision making for their own careers.
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UNIT 21: WORKING PRACTICES AND ENVIRONMENTS

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know about work environments

1.1 Describe different work environments
1.2 Outline differences for employees in different
work environments

2

Understand working practices

2.1 Explain working practices in different work
environments
2.2 Compare and contrast working practices in
different work environments

3

4
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Understand risk management in
the workplace

3.1 Explain hazards in different work environments

Be able to relate knowledge about
working practices to own learning
and career development

4.1 Present how knowledge of working practices
relates to own learning and career development

3.2 Explain how risks are managed in the workplace
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Unit content

1

Know about work environments
Differences in work environment: types eg of business; variations in establishments eg
number of staff, open plan or closed, degree of physical comfort, safety, location
Differences for employees: range eg level of responsibility, level of independence, level of
physicality eg manual work, physical demands of environment, interaction with others eg
team, members of public

2

Understand working practices
Working practices: consider practices for eg health and safety, communications and
meetings, reporting lines, security of staff, assets and premises, storage of goods and
materials, who undertakes what functions, company policies eg uniform, customer service
levels

3

Understand risk management in the workplace
Hazards: related to different work environments eg lifting and carrying, slipping and
tripping, dust and fume exposure, skin contact with chemicals, noisy environments,
infection, falls from heights, violence
Employer’s responsibilities: keep employees safe eg legal requirements such as Health and
Safety at Work Act 1974, risk assessment procedures (identify hazards, decide who might
be harmed and how, evaluate risks, decide on precautions, record findings and implement
them, review assessment and update), report accidents, provide safety equipment, to provide
training eg moving and lifting, food handling
Employees’ responsibilities: follow policies and rules eg to use protective equipment, to use
safety equipment, use equipment safely, to identify and report hazards

4

Be able to relate knowledge about working practices to own learning and career
development
Reflect on knowledge: making connections eg show how knowledge leads to a more
informed career decision, improved class work eg greater contributions to discussion,
deeper understanding evidenced in completed assignments, an increase in self-confidence,
effect on work experience, how experiences in workplace may have influence on choice of
career
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Essential guidance for tutors

Delivery
The practical nature of the subject matter of this unit lends itself to a variety of delivery styles.
Ideally, learners could be taken on a group visit to a local workplace that offers a selection of
working environments such as a local manufacturer where learners could speak to the staff in
the offices, the factory and the transport depot.
With proper briefing beforehand ensuring learners were clear about what they were seeking to
find out and learn. The experience could provide an excellent foundation for most of the
learning this unit requires.
Alternatively, the workplace could be brought to learners through videos and case studies of the
typical day of a particular worker. Guest speakers from a variety of occupations could be invited
to come and speak to the group, preferably bringing with them pictures, videos and other aids
such as sample products, to bring their talk alive.
Learners can be encouraged to speak with their relatives and friends who are employees to
extend their knowledge and understanding. Some learners may also have part-time jobs and can
share their knowledge and understanding.
For learning outcome 3, concerning risk management in the workplace, learners should have
access to a wide array of information on health and safety statutory rules and regulations on the
internet. There are also many textbooks covering the subject.
A member of staff responsible for health and safety from the tutor’s own workplace could add
more to the subject and it would be helpful for learners to see how the rules apply to their own
educational establishment.
For learning outcome 4, learners will need the opportunity to reflect on their learning. Paired
work may help here so that each learner can draw out, through questioning the other, what they
have learned and how their career plans may have changed. The tutor could, perhaps, have a list
of questions that they could ask each other. The pairs could then feed back to the group.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Small groups: divide groups up according to who might have work experience. Encourage
discussion around different types of jobs in different work environments – they could draw on
the experiences of friends and family, for example medical, retail, outdoor, manufacturing etc.
Get groups to produce a flipchart with a range of examples of different work environments and
practices and how these would effect an employee – and share them with whole group.
Individual work or assessment activity: record a comparison and contrast of working practices
in two different work environments.
Tutor-led session summarising main points, ensuring a range is given, and discussing why
practices differ, which can lead into hazards in the workplace.
Using examples already given, learners need to identify a range of hazards attached to the
different work environments.
Capture responses on flipcharts, ensuring a range of examples are given.
Assessment: record examples of hazards and how they are managed in the workplace.
Paired work: discuss the different options open to each learner and individual preferences for
working.
Feed back to whole group – identify similarities – group together to explore learning and
career development. This should involve research and visits to careers libraries, etc. A careers
guidance professional could run session on options focusing on the working environment, for
example office based, outdoor working, mechanics, hospital, school, nursery, horticulture etc.
Assessment: learners need to identify at least two preferred work environments and report back
on why they have chosen them. This information then needs to be recorded, either in a career
plan or in a form for tutor feedback.
Assessment feedback, review and evaluation of unit.
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Assessment
The assessment criteria require learners to draw on a minimum of two work environments.
Learners can draw on the same work environments and working practices for more than one
assessment. Evidence for assessment may be written or oral and recorded, unless stated
otherwise in the assessment criteria.
For assessment criterion 1.1 learners must describe at least two different work environments,
providing detail on two or more aspects, such as the number of staff, the degree of physical
comfort, location etc.
For assessment criterion 1.2 learners must outline at least two differences for an employee in
two different work environments. Differences that could be referred to could be the type of
activities they are involved in, whether they are working alone or with others, the degree of
responsibility they have, the hours they work, the hazards they may face etc.
For 2.1, learners must explain two working practices in at least two work environments. Within
the explanation, learners should explain briefly why these practices are necessary.
For 2.2, learners need to compare and contrast two working practices in two different working
environments. Sufficient detail must be given so that it is clear what the practice involves and
why it exists and how the practices are similar and also different. For example, the practice of
‘clocking in’ by assembly workers in a factory to register the time and date their shift is starting
is similar to the ‘signing in’ required for a care assistant in a residential home. Similarities and
differences can be drawn out in terms of the reasons for doing it and the methods used.
For 3.1, learners must describe at least two hazards in two different work environments.
For 3.2, learners must explain how risks are managed in the workplace. Learners need to refer to
the legal responsibilities for both employers and employees. Sufficient detail must be provided
to show awareness of the main statutory duties.
For 4.1, learners must explain how their knowledge of working practices relates to their own
learning and career development.
Learners will need to reflect on things such as how their increased knowledge may have
changed their perspective on certain types of working environment and job, contributed to more
personal confidence, enabled them to feel more able to contribute to class discussions, and
increased their understanding of work-related subjects.
Essential resources
Learners will need access to a variety of resources such as computers, for website information,
videos and case studies, textbooks, and ideally access to workplaces, employers and employees.
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Websites
www.adviceguide.org.uk/index/e_accidents_at_
work.pdf

Adviceguide: accidents at work PDF

www.adviceguide.org.uk/index/life/employment/
basic_rights_at_work.htm#Health_and_safety

Adviceguide: health and safety

www.careersoft.co.uk/About_Us/Job_videos/
Firefighter_example.aspx

CareerSoft: examples from
‘Firefighter’ in Careersoft’s Job
Explorer Database

www.direct.gov.uk/en/Employment/HealthAndSafety
AtWork/index.htm

Directgov: health and safety at work

www.e-skills.com/Careers/Job-roles/2034

e-skills UK: IT careers videos

www.hse.gov.uk/workers

Health & Safety Executive: Workers’
health and safety

jobs.guardian.co.uk/videos/200791/-1

Guardian Jobs: Videos » What it’s
like to work as ...

www.kent.gov.uk/jobs-and-careers/jobs/what-wedo/career-case-studies

Kent County Council: career case
studies

vega.org.uk/video/series/10

Florida State University: science
career videos

www.worksmart.org.uk/rights/health_and_safety

WorkSmart: health and safety law
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Unit 22:

Self-development for Your
Career

Unit code:

D/600/3582

QCF level:

2

Credit value:

1

Unit aim
The aim of this unit is for learners to set goals for their careers and learning, having considered
their personal values, influences and experiences.

Unit introduction
Self-development for career planning requires realistic self-assessment of experiences, qualities,
aptitudes and abilities. Personal attitudes and values have a bearing on goal setting and will
affect career choices and require examination.
The first part requires learners to consider what their personal values are and how they can be
used to help combat stereotyping and discrimination in learning and work.
The second part encourages learners to explore influences which may have helped shape their
attitudes, values and behaviour to work and learning and consider how these and other
experiences can be used to support career development.
The third part asks learners to complete career self-assessments and questionnaires to consider
areas for development and to decide on what learning and work goals they will set. Learners
review their progress in career development.

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
– Issue 1 – January 2010 © Edexcel Limited 2010

177

UNIT 22: SELF-DEVELOPMENT FOR YOUR CAREER

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

2

3

Know the importance of personal
values in combating stereotyping
and discrimination in learning and
work

1.1 State why personal values are important in
combating stereotyping and discrimination in
learning and work

Understand how own experiences
and influences affect career
development

2.1 Explain how to use own experiences to support
career development

Be able to use goal setting to
support progress in career and
learning

3.1 Complete self-assessments and career-related
questionnaires

1.2 Describe how personal values can combat
stereotyping and discrimination in learning and
work

2.2 Assess how own attitudes, values and behaviour
to work and learning affect career development

3.2 Use results of assessments and questionnaires to
set short and medium-term work goals for career
and learning
3.3 Review progress and achievement in career and
learning
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Unit content

1

Know the importance of personal values in combating stereotyping and discrimination
in learning and work
Effects of stereotyping and discrimination: effects on individual eg demeaning, limits
potential, undermining, excluding, illegal
Personal values to combat stereotyping and discrimination: values eg fairness, empathy,
consideration of feelings of others, understanding difference, valuing diversity
Combating stereotyping and discrimination: actions eg stay true to values and respect other
people’s, increase awareness of own and other judgements and projection, choose to
respond rather than react, reflect on behaviour, follow policies and law, whistleblowing

2

Understand how own experiences and influences affect career development
Experiences influencing career development: types eg skills gained from work experience,
employment, volunteering
Self-analysis of attitudes, values and behaviour in relation to work and learning: attitudes
eg career fulfilment, career progression; values eg to help others, to earn high income,
placing high value on academic achievement; behaviour eg dedication, professionalism
External influences on career development: range eg films, TV programmes, advertising,
relatives, teachers, peers, friends, local community
Effects on career development: positive eg belief in ability to succeed, ability to overcome
set-backs; negative eg lack of self-belief, inability to overcome prejudices

3

Be able to use goal setting to support progress in career and learning
Self-assessment: includes eg skills checklist, match interests and abilities, identify learning
targets, identify career aim
Setting goals: types eg relevant to self-assessment, relevant to career target, specific and
measurable goals eg completing a course of study or project, obtaining a qualification,
arranging a work placement, learning a new skill; plan actions eg make appointment with
course tutor to arrange work experience
Reviewing and reflecting on progress: actions eg review goals regularly, record goals
achieved, identify goals not reached, consider reasons why goals have not been reached,
review goals, set new action plan
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Essential guidance for tutors

Delivery
Discussions and debates which encourage self-awareness will help learners to develop the skills
required for reflective thinking. Other delivery methods could include learner-centred tasks such
as group work and research tasks and learner-led presentations using case studies, simulations,
positive visualisation exercises, and film and media clips. Additional learning resources can
include guest speakers, visits and interactive websites. Establishing ground rules for selfdisclosure by learners will contribute to a positive learning environment and encourage learners
to respect individual thoughts, feelings and perceptions. Learners could be provided with time to
study through independent learning using ICT.
The activities in this unit can be included in learners’ progress or personal development file.
To introduce learning outcome 1 learners could work in pairs to devise a list of personal values
required for work. Learners could share their lists with the whole group to form a definitive list.
Learners could work in groups to analyse different case studies of workplace situations which
demonstrate situations where individuals or groups are being treated unfairly, for example being
harassed, expected to work longer hours than colleagues, being excluded from opportunities.
Learners could be asked to consider the effects of this unfair treatment on the individuals and
identify which of the values in their list are important for combating stereotyping and
discrimination in the workplace. Learners could feed back their responses to the group for
discussion.
A human resources manager could be invited as a guest speaker to talk to learners about
organisational policies and procedures for managing incidences of stereotyping and
discrimination in the workplace. Learners could prepare questions to ask the speaker relating to
their case studies. Learners could debate ‘This house believes whistleblowing can prevent
stereotyping and discrimination in the workplace’.
For learning outcome 2 learners could be introduced to the concept of reflection. The questions
relating to reflection could be written on the flipchart board for example What happened? What
went well? What could be done differently next time? What needs to be done next?
The tutor could lead a discussion to apply the questions to a scenario, for example after an
individual has run a marathon, after a team has lost an important match. This will help learners
to appreciate how reflection can be used to learn from experiences and the importance of
recognising skills which are transferable. Learners could work individually to reflect on their
work and learning experiences using the questions on the flipchart or board to identify what
they have learnt from their work and learning experiences and what this means for their career
plans.
Using the list of personal values devised in learning outcome 1, learners could work in groups to
add the attitudes and behaviours which apply to work and learning by considering the career of
someone they admire. Learners could share their list with the group and tutor-led discussion
could explore any additional values. Learners could work individually to consider at least two
attitudes, two values or two behaviours which are most important to them. Learners could
undertake a self-assessment of their work values in print or online. A brainstorm would help
learners to consider all the external influences which affect their career choices. Learners could
write down both positive and negative personal influences and be invited to share these with the
whole group.
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Learners could complete self-assessment checklists and/or career-related questionnaires as an
introduction to learning outcome 3. Tutors could introduce learners to the concept of setting
SMART goals (Specific, Measurable, Achievable, Relevant, Time related). Tutors could use an
example to set short- and medium-term goals as a whole-group exercise to consolidate learning
about goal setting. The Connexions resources available at www.connexionsdirect.com/itsyourchoice which can be downloaded or used interactively will help learners in years
10 and 11 to work independently to reflect on self-assessments and set medium- and long-term
goals for their career and learning.
The importance of recording achievements on a regular basis, reviewing targets regularly and
making changes as necessary could be introduced to learners through discussion. The tutor could
timetable regular review dates for the learners.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.
Topic and suggested activities and/or assessment
Introduction to unit.
Activity – paired work to list personal values required for work. Whole-group discussion to
form definitive list.
Activity group work – analysis of case studies to consider the effects of on individuals. Which
values in the list are important for combating discrimination and stereotyping at work? Tutorled whole-group discussion.
Guest speaker – human resources manager to introduce organisational policies and procedures
to combat discrimination and stereotyping at work. Learners prepare questions to ask speaker
about case studies.
Activity – debate ‘This house believes whistleblowing can prevent stereotyping and
discrimination in the workplace’.
Assessment: record explanation of why personal values are important in combating stereotyping
and discrimination in learning and work and description of how personal values can combat
stereotyping and discrimination in learning and work.
Tutor to introduce concept of reflection. Reflective questions presented on flipchart. Discussion
to apply principles to a scenario.
Activity – individual reflection of own work and learning experiences using reflective
questions.
Activity – group work: to consider career of someone they admire to identify attitudes and
behaviour which apply to work. Add to values list. Learners share their list with whole group.
Tutor-led discussion to explore any additional attitudes and behaviours.
Activity – individual work to identify the five values, attitudes and behaviours that are most
important to them. Learners carry out a self-assessment of work values.
Activity – brainstorm all external influences which affect career choices.
Individual work – learners record their own influences. Learners invited to share influences with
the group.
Assessment: record ways to use own experiences to support career development and analysis of
how own attitudes, values and behaviour to work and learning affect career development.
Individual work – completion of self-assessment checklists and or/career-related questionnaires.
Tutor input to introduce concept of SMART goals. Example used to demonstrate how to set
short- and medium-term goals.
Individual work to reflect on self-assessments and set medium- and long-term goals for their
career and learning.
Tutor input to discuss the importance of regular recording of achievements and reviewing goals.
Assessment: record evidence of self-assessments and career-related questionnaires, short- and
medium-term work goals for career and learning, review of progress and achievement in career
and learning.
Assessment feedback, review and evaluation of unit.
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Assessment
Assessment criteria 1.1 and 1.2 may be combined into one assessment task.
For assessment criterion 1.1, learners must give at least two reasons why personal values are
significant when faced with stereotyping and discrimination in learning and work. Explanations
may be based on responses to case studies.
For 1.2, learners need to give details about two ways personal values may be used to tackle
stereotyping and discrimination in learning and work. Responses may be based on the case
studies referred to in 1.1. Alternative forms of evidence may be used.
The evidence for assessment criteria 2.1, 2.2, 3.1, 3.2 and 3.3 can be included in the learner’s
progress file or personal development file.
For 2.1 learners must include information about how they will use their work-related and
learning experiences to assist their career development. The evidence for this could be in the
form of a short reflective account or responses to pre-set reflective questions.
Criterion 2.1 requires learners to take into account positive and negative influences on their own
attitudes, values and behaviour and consider how this has affected their career planning and
choices.
Assessment criterion 3.1 requires the learner to provide evidence of completing two different
self-assessment and career-related questionnaires.
For 3.2 learners need to provide evidence of using the outcomes of the self-assessment and
career-related questionnaires in 3.1 to set realistic work goals for career and learning. At least
two short-term goals and two medium-term work goals must be included. Evidence may be
presented in the form of an action plan. Alternative forms of evidence may be used.
For 3.1 learners must consider progress and achievements they have made in their learning and
career planning. Reference must be made to goals set previously.
Websites
www.lifecoachingzone.com/page5.htm

Work values questionnaire

www.lifeworktransitions.com/exercises/part3ch3/
workvalues.html

Online work values quiz

www.pdp.ucreative.ac.uk/career-planning/
reflection.asp

SWOT analysis

www.quintcareers.com/workplace_values.html

Work values quiz

www.safeworkers.co.uk/i-suffered-workplacediscrimination-case-study.html

Workplace discrimination case study

www2.careers.govt.nz/quiz_work_values.html
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Unit 23:

Exploring Career Choices

Unit code:

L/600/3593

QCF level:

2

Credit value:

1

Unit aim
The aim of this unit is for learners to identify career progression routes having considered
employment trends and options available to them.

Unit introduction
This unit is intended to help learners to appreciate that there is a complex and ever-changing job
market, with a wide range of career paths and increasing competition for jobs. The unit helps
learners know and understand what career planning means and the choices that are available to
them. Learners will also learn to appreciate how to use work-related opportunities to help
understand different progression routes open to them.
This unit gives learners the basic knowledge and understanding needed to make informed career
decisions. With guidance on the issues that need to be considered when exploring learning and
work choices and practice at accessing relevant information, learners are empowered to lead
themselves to appropriate and fulfilling career opportunities.
The first part of the unit requires learners to explore the concept of career planning and consider
how employment trends affect career choices.
In the second part learners look at ways that work-related learning can improve their career
opportunities.
In the third part learners seek out information that will help them to make career decisions using
information from a range of sources, with guidance about using objective information.
Learners consider what their career options may be after weighing up factors for and against
specific choices.
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Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know the purpose of career
planning

1.1 Define career planning

2

Understand how work-related
learning can improve career
opportunities

2.1 Explain how work-related learning can improve
career chances

3

Be able to explore own career
options

3.1 Present a range of objective careers information

1.2 Describe how employment trends affect career
planning

3.2 Demonstrate different qualification routes
3.3 Present own career options with identified
progression routes
3.4 Review range of options under consideration
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Unit content

1

Know the purpose of career planning
Career planning: definition eg to think and plan before embarking on series of jobs in a
trade or profession or occupation, review and plan for ways of making one’s living,
planning a profession
Employment trends: range eg related to economy, rising and falling job/skill sectors,
geographical migration of workers, rising and falling unemployment
Effects of employment trends on career planning: need to consider trends eg rising age of
population will affect work in care sector, scarcity of jobs affects availability of work-based
learning, government funding arises to provide low-cost training to remedy skills shortages,
increased state-funded training opportunities arise in high unemployment

2

Understand how work-related learning can improve career opportunities
Work-related learning: types eg work experience, work placement, work shadowing,
employment, volunteering
Effect of work-related learning on career: dependent on experience eg relevant to career
choices, experience, shows commitment and interest, gives insight to vocational area, can
help decision-making, provides stimulus, report/feedback from supervisor/employer
valuable

3

Be able to explore own career options
Careers information: sources eg prospectuses, websites, careers skills and interest
assessments, job profiles, articles in magazines, trade and professional journals, newspapers,
advice from careers adviser, friends and relatives, employment agencies, information from
sector skills councils and regulatory bodies
Objectivity and bias in careers information: considerations eg experience and status of
author, intention of author or sponsors of information, accuracy of content, reference to
sources, use of statistics and basis of facts, date published
Qualifications and learning providers: options eg school based, college, sixth form, FE,
work-based training, qualification types eg academic, apprenticeships, NVQs, professional,
general
Justifying options: considerations eg time to achieve, cost, available opportunities, learning
style, assessment, support available
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Essential guidance for tutors

Delivery
In this unit learners need to take an active role in investigating opportunities for their career
options and it therefore requires individual participation. However, learning experiences which
allow a considerable amount of reflective thinking and the challenging of narrow assumptions
within an environment that respects individual thoughts, feelings and perceptions will be most
effective in helping learners to develop their breadth of thinking about themselves and their
career before they explore their career options. Delivery methods could include learner-centred
tasks such as group work and research tasks and learner-led presentations using case studies,
simulations, positive visualisation exercises, film and media clips. Additional learning resources
can include guest speakers, visits and interactive websites.
Learning outcome 1 can be introduced by asking learners to write down what the term ‘career’
means to them. They could share their definitions with a partner to consider similarities and
differences. They could analyse case studies of the employment history of people from previous
generations. Learners could debate ‘This house believes that ‘jobs for life’ is a thing of the
past’.
Learners could work in groups to research the statistics about current national and local
employment trends and draw conclusions about the main trends. They could be provided with
studies of young people with different career aims, and could work in groups to consider what
could happen to the career plans of these individuals in view of the changing world of work,
encouraging learners to think of different options and what transferable employability skills the
individuals have gained which will help them in the future. Learners could be asked to consider
how the changing world of may affect their own plans.
A though shower of work-related learning opportunities will help learners to appreciate the
range of experiences. Tutor-led discussion will help learners understand how work-related
learning experiences support decision making and provide opportunities for real-life
experiences. Learners could work in groups to devise a questionnaire to use to interview others
about what they have gained from work-related experiences and how their career choices were
influenced. Learners could use their questionnaire to interview others, such as invited guest
speakers, learners who carried outwork experience last year, and family members.
Learners could work as a group to collate the results of their questionnaires to identify the
benefits of work-related learning to career chances. Learners could reflect on their own workrelated learning experiences to recognise the skills and experiences that work-related learning
has given them and how these will help their career chances. Learners who are preparing for
work experience could set personal objectives for their work experience.
To introduce learning outcome 3, learners could be asked to work in pairs to compare different
careers resources in terms of their objectivity and bias. Learners could present their findings to
the group. Learners could work in groups to research the main career pathways available in their
locality and weigh up the pros and cons of each.
Learners present the findings to the group for discussion. Learners record the pros and cons of
the pathways they are considering. Learners could be given a chart of the National
Qualifications Framework. The tutor should explain the main types of qualification, ie general,
vocational and occupational, and the main levels, ie entry through to Level 5.
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Learners work in pairs using case studies of different career pathways to note entry
requirements, progression routes, ways of combining different qualifications and different styles
of learning and assessment. Learners record any information which is relevant to their own
career pathway. Tutors should provide learners with information about available financial
support.
Learners could work in groups to calculate budgets for different individuals following different
pathways for example taking a first job and living away from home, or full-time study at school
or college with a part-time supermarket job. Learners could be introduced to decision-making
techniques using a matrix to help them make decisions about appropriate options. Learners
conduct individual research to identify different career options with progression routes,
recording options in a progress file.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Learners define the term ‘career’ and compare with partner.
Activity: learners work in pairs to analyse case studies of the employment history of people
from previous generations.
Activity: whole-group debate: ‘This house believes job for life is a thing of the past’.
Group work – research national and local employment trends and draw conclusions. Use case
studies to consider how employment trends will affect the career plans of individuals, different
options for them and what transferable employability skills the individuals have gained which
will help them in the future. Learners reflect on how the changing world of work may affect
their own plan.
Assessment: record definition of the term ‘`career’, and how employment trends affect career
planning.
Thought shower work-related learning opportunities: tutor-led discussion about how workrelated learning supports decision-making for career planning and provides real-life
experiences.
Activity – devise a questionnaire to interview others about what they gained from work-related
experiences. Conduct interviews. Collate results of interviews and discuss results with whole
group. Individual learner reflection on work-related experiences to recognise skills gained and
how these will help career choices. Learners preparing for work experience could set personal
objectives.
Assessment: record ways in which work-related learning can improve career chances.
Activity: learners compare different careers resources in terms of objectivity and bias.
Activity: group work to research main career pathways available in their locality and weigh up
the pros and cons of each. Present findings to the group for discussion.
Tutor explanation of the National Qualifications Framework. Learners analyse case studies of
different career pathways to note entry requirements, progression routes, ways of combining
different qualifications and different styles of learning and assessment. Learners record
information which is relevant to their own career pathway.
Learners use information provided by the tutor about financial support. Group work to
calculate budgets for individuals following different career pathways.
Learners conduct individual research to identify different career options with progression
routes.
Assessment: use range of objective careers information to record own career options with
identified progression routes, different qualification routes, justification of options.
Assessment feedback, review and evaluation of unit.
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Assessment
Assessment criterion 1.1 requires learners to provide a clear definition of the term ‘career’.
To meet 1.2, learners must include information about ways different employment trends affect
career plans. Examples from case studies may be given to support the response or learners may
refer to their own career planning.
For 2.1, the explanation given by learners needs to provide details about how work-related
learning will benefit an individual’s career chances.
Learners must consider at least two ways an individual’s chances may be improved by
providing examples from their own experiences or from case studies. Alternative methods of
evidencing learning may be used.
Assessment criteria 3.1, 3.2, 3.3 and 3.4 may be combined into one assessment task and
presented as a progress file which includes the required evidence.
For 3.1, learners will need to include information from at least four different sources in their
file. This may include information from websites, evidence of a careers or skills assessment,
prospectuses, articles from journals, evidence of interviews with a careers adviser or tutor.
Evidence from other sources may be included.
For 3.2 and 3.3, learners need to include information about at least two career options and
different ways the required qualifications may be achieved. The progression pathways must be
clearly identified. This information may be presented in a chart or as a mind map. Alternative
methods of evidencing learning may be used.
For 3.4 learners must give at least two reasons why the options given in 3.3 may be suitable for
them.
Indicative reading
Hodgson S – A-Z of Careers and Jobs, 15th Edition (Kogan Page, 2008) ISBN 0749452552
Websites
careersadvice.direct.gov.uk

Government website – careers advice

www.careersa-z.co.uk/type0.asp

UK careers website

www.careersoft.co.uk/Teaching_resources/
Job_Explorer_Database/Career_exploration

Resources for teaching, job explorer data
base

www.connexions-direct.com/itsyourchoice

Connexions 16+ career guidance

www.connexions-direct.com/Jobs4u

Connexions

www.qca.org.uk/qca_5968.aspx

National Qualifications Framework
factsheet

www.teachers.tv/video/browser/857

Teachers’ TV videos
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UNIT 24: CAREER MANAGEMENT

Unit 24:

Career Management

Unit code:

D/600/3596

QCF level:

2

Credit value:

2

Unit aim
This unit aims to help learners develop ways to manage a career and prepare themselves for the
process of gaining an interview – a key part of any career plan.

Unit introduction
In this unit learners take informed and proactive steps towards managing career development.
They use a variety of sources of information and a range of skills.
In the first part learners to research careers information and identify their own criteria against
which to consider and select career options. They will produce a career action plan which takes
account of contingencies.
The second part requires learners to carry out pre-interview procedures by completing a CV and
writing a targeted letter of application.
In the third part learners explore the interview process and start decision making and action
planning for career development.
Finally, learners are asked to consider the interview process, which includes exploring the
purpose of interviews and preparing questions to ask at interview.
This unit is a useful way of bringing together the knowledge and understanding learners have
gained from Unit 22: Self-development for Your Career and Unit 23: Exploring Career Choices.
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UNIT 24: CAREER MANAGEMENT

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Know how to make career
decisions

1.1 Identify options from career information, advice
and guidance received from a variety of sources
1.2 Select suitable career options using own criteria
and careers research
1.3 Outline a career action plan to include
contingencies

2
3

Be able to follow pre-interview
procedures

2.1 Produce a CV

Understand the interview process

3.1 Explain the purpose of interviews

2.2 Write a targeted application letter
3.2 Prepare answers for a given interview
3.3 Prepare questions to ask about rights and
responsibilities in work
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Unit content

1

Know how to make career decisions
Sources of careers information: range of sources eg prospectuses, websites, careers skills
and interest assessments, job profiles, articles in magazines, trade and professional journals,
newspapers, advice from careers adviser, friends and relatives, employment agencies,
information from sector skills councils and regulatory bodies
Career options: range of considerations eg subjects to study, learning opportunities to take
up, educational establishment to study, which career path, time it would take to qualify,
effort required, level of personal satisfaction, status; finances involved eg to support
learning, resources required, eventual earning capacity, potential job security, routes for
further progression, locality of work
Action planning: set objectives eg clearly defined steps, logical, chronological order, times
for review, contingency planning eg what to do if correct grades not achieved, if unwell for
a long period

2

Be able to follow pre-interview procedures
Application procedures: process eg application forms, paper or online, letter of application,
CV, personal statement, need for accuracy, clarity, follow instructions
Targeting application information: relate directly to application eg ensure information is
focused, leave out any irrelevant information; reasons eg easier for employer to extract
information required, easier for employer to compare candidates, demonstrates to employer
ability to include information relevant to application
CVs: coverage included eg life history, job history, achievements, skills, using a template,
word process, check spelling, ensure accuracy

3

Understand the interview process
Purpose of interviews: reasons eg for interviewer to see if interviewee matches the
requirements of the job, demonstrates the personal qualities they are looking for, can
express themselves, express yourself, show your motivation and enthusiasm; for the
interviewee to meet somebody from the organisation and assess them, decide if they are
offering what you want
Interview questions: types eg direct, indirect, discursive, reflective, complex, information
giving, analytical; range of examples eg why do you want to work here? Tell us something
about yourself, have you done this kind of work before? What do you consider to be your
weakness? Why should we employ you? What are your career goals and aspirations? Where
do you see yourself in two years’ time?
Rights and responsibilities in work: responsibilities in work eg time keeping, record
keeping, following policies and procedures of the workplace eg health and safety; rights in
work eg minimum wage, safe work environment
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Essential guidance for tutors

Delivery
The focus of this unit is on enabling learners to make and adjust plans for their careers.
Presentations, interviews, role-play case studies and visiting speakers which draw on real-life
scenarios would be appropriate delivery methods. Learners will be undertaking independent
research during this unit.
Learners could record the activities in the unit in a progress file or personal development file.
Learners could be presented with a range of different decision-making models to use when
conducting their individual research, for example SWOT analysis (Strengths, Weaknesses,
Opportunities, Threats), decision-making trees, DECIDE model (Define the task, Establish
options, Collect information about options, Investigate pros and cons of option, Decide best
option, Execute decision). The tutor could demonstrate how the models could be used to
compare different options and take into account contingencies using examples from case
studies.
Learners carry out individual research to select careers options. Resources from Connexions
www.connexions-direct.com/itsyourchoice/, may be used to guide learners through this process.
Tutors could use a question and answer session to remind learners of the need to ensure their
targets are SMART (Specific, Measurable, Achievable, Relevant, Time-related), before they
independently produce their career action plan. One-to-one tutorials could be used to support
learners with their planning.
To introduce learning outcome 2, learners could be asked about any application processes they
have been involved in, for example part-time employment, applications for courses, to identify
the stages in the process. Learners could be given advertisements for different jobs and work in
groups to identify the pre-interview procedures. Learners could be provided with a job advert
and a completed CV of an individual which includes some mistakes, for example incorrect
spellings, gaps, completed in lower case when capitals requested, irrelevant information.
Learners could work in pairs to identify all the mistakes. Group discussion following this
activity could identify the important features of a CV which learners could develop into a
checklist to use when writing their own. Learners could be provided with a template to write
their own CV.
Learners could work in pairs to compare different targeted letters of application for the same
job, select the best letter and justify the reasons for their choice to the group.
To introduce learning outcome 3, role play of different formal and informal interview scenarios
could be used to help learners to understand the importance of appropriate verbal and nonverbal communication and the different types of questions used by interviewers.
Learners could work in groups to devise commonly asked interview questions. Learners could
be presented with an interview scenario and be interviewed by their tutor to practise their
interview skills.
An appropriate guest speaker, such as a human resources manager could be invited to speak to
learners about rights and responsibilities at work and what employers look for in relation to
behaviour at work.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Tutors demonstrate different decision-making models using case studies. Discussion to
consider how the models could be used to compare different options and take contingencies
into account.
Activity – independent research to select careers options.
Tutor-led discussion to remind learners to use SMART targets when action planning.
One-to-one tutorials.
Assessment: record comparison of options from career information, advice and guidance
received from a variety of sources, suitable career options using own criteria and careers
research and an action plan to include contingencies.
Discussion about learners, experiences of application process to identify the stages in the
process.
Activity: learners work in groups to analyse advertisements of different jobs to consider the
pre-interview processes.
Activity: learners work in pairs to review a CV and identify errors. Whole group discussion to
devise a checklist of important factors to consider when writing CVs.
Independent study – complete a CV using a template.
Activity: paired work – compare targeted letters of application. Justify reasons for choice of
the best letter.
Assessment: produce a CV and a targeted application letter.
Role play different formal and informal interviews. Feed back to discuss appropriate verbal
and non-verbal communication in interview situations and questions commonly asked by
interviewers.
Simulation of interviews to practise interview skills.
Guest speaker – human resources manager to speak about rights and responsibilities at work
and what employers look for in relation to behaviour at work.
Assessment: record the purpose of interviews, answers for a given interview and questions to
ask about rights and responsibilities in work.
Assessment feedback, review and evaluation of unit.
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Assessment
The evidence for this unit can be included in the learner’s progress or personal development
file.
Assessment criteria 1.1, 1.2 and 1.3 can be combined as one assessment task and presented
using a decision model. Alternative methods of evidencing information may be used.
For assessment criterion 1.1, learners need to demonstrate that they have used information from
at least two different sources of careers information and guidance to compare options.
For 1.2, learners must indicate career options which are suitable for them. Learners must
demonstrate how their choice meets their personal requirements and needs, aspirations and
skills.
For 1.3, learners need to include a plan for their career which includes planning for different
possibilities.
Criterion 2.1 requires learners to include a clear, accurate CV which reflects their learner’s life
history, work history, achievements and skills.
For 2.2, the letter of application included must be clear, accurate and appropriate for an
identified job.
For assessment criterion 3.1 learners need to give at least two reasons for the aims of interviews.
Learners need to refer to the purpose of interviews for both the interviewer and the interviewee.
For 3.2 learners must include appropriate responses to at least four interview questions.
Learners may be interviewed by the tutor in a simulation for a specified job or course and the
evidence may be provided by a witness statement or the learner may provide written responses
to interview questions for a specified job or course. Alternative methods of evidencing
information may be used.
For 3.3, learners must include brief detail about at least three questions to ask an interviewer
about rights and responsibilities at work.
Learners could ask the questions during the simulation for 3.2 and this could be evidenced with
a witness statement. Alternative methods of evidencing information may be used.
Indicative reading
Hodgson S – A-Z of Careers and Jobs, 15th Edition (Kogan Page, 2008) ISBN 0749452552
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Websites
careersadvice.direct.gov.uk

Government website – careers advice

www.bbc.co.uk/schools/studentlife/
careersandchoices

BBC site – careers toolkit

www.businessballs.com/problemsolving.htm

Decision-making models

www.careersa-z.co.uk/type0.asp

UK careers website

www.careers-gateway.co.uk/jobseek/actionplan/
actionplan_f.htm

Action plans

www.careersoft.co.uk/Teaching_resources/Job_
Explorer_Database/Career_exploration

Resources for teaching, job explorer
database

www.connexions-direct.com/itsyourchoice

Connexions 16+

www.connexions-direct.com/Jobs4u

Careers database

www.teachers.tv/video/browser/857

Teachers’ TV video

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
– Issue 1 – January 2010 © Edexcel Limited 2010

199

200

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
– Issue 1 – January 2010 © Edexcel Limited 2010

UNIT 25: PLANNING AN ENTERPRISE ACTIVITY

Unit 25:

Planning an Enterprise Activity

Unit code:

K/600/3598

QCF level:

2

Credit value:

1

Unit aim
This unit aims to provide learners with a broad introduction for preparing to undertake an
enterprise activity. It will help learners to find out and explain details of an enterprise idea,
including understanding how to choose a viable enterprise activity, how to develop a product or
service according to an implementation plan and how to assess some of the potential risks
involved.

Unit introduction
Enterprise activities offer opportunities to learn and develop the entrepreneurial characteristics
of tenacity, independence, innovation, imagination, risk taking, creativity, intuition and
leadership.
The unit begins by helping learners understand how to choose a viable enterprise activity.
Learners then draw up a plan for their enterprise, finally assessing any risks that may be
attached to their plan.
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UNIT 25: PLANNING AN ENTERPRISE ACTIVITY

Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Understand how to choose a viable
enterprise activity

1.1 Describe key aspects of a viable product or
service
1.2 Describe why people might want to buy their
product or service

2

Draw up a plan for an enterprise
activity

2.1 Prepare a plan for implementing an enterprise
activity

3

Understand the risks involved in
running the enterprise activity

3.1 Assess the main risks that may occur in
implementing the enterprise activity
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Unit content

1

Understand how to choose a viable enterprise activity
Key aspects of a viable product or service: providing a product or service for which there is
sufficient customer demand, product or service priced correctly, using appropriate
promotional and sales strategies, high levels of customer care and satisfaction, sufficient
financial, technical and human resources in place
Possible customers: having a clear idea of what the product or service is and what it will do
or provide for the customer eg handmade gift wrap will provide customer with high-quality,
environmentally friendly, original product that is produced locally using recycled paper and
non-toxic paints; linking the product or service to customer needs/wants eg people with
busy schedules or a disability are likely to make use of dog-walking service, people who are
interested in fashion might wish to buy handmade jewellery

2

Draw up a plan for an enterprise activity
Planning to implement the enterprise activity: key activities needed eg administration,
planning timelines, finance and budgeting, sales, promotion; practical/technical skills
needed for making product or providing service; assessing own skills and knowledge; using
past experience

3

Understand the risks involved in running the enterprise activity
Assess main risks: different types of risks eg lack of skills, competition from others, price of
production, raising finance for start-up costs, weather, motivating group of helpers; factors
that might lessen risks eg start-up costs are minimal, payment will be received immediately
at point of sale, no additional staff required to provide the service, family members on hand
to provide back-up help and support
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Essential guidance for tutors

Delivery
This unit has been designed to make the key topics as practical as possible. Learners should be
encouraged to gain an understanding of planning an enterprise activity in a highly applied way.
Group working and group discussion would be appropriate, even where the learner’s own
assessment evidence needs to be recorded separately.
An enterprise activity does not have to be a large-scale ‘mini enterprise’ activity. The activity
can be producing a product, for example greeting cards or gift wrap, or providing a service, for
example selling ice cream or washing cars. The unit should be delivered so that, learners are
given as much practical experience as possible.
To introduce the unit, tutors could stimulate group discussion on what is required in order for an
enterprise activity to be successful. Through the discussion, ideas could also be generated
regarding different types of products and services and how they could be provided. It is
important to emphasise that the activity must be possible within learners’ current skills. These
ideas could be explored individually or through group activity.
It would be helpful if learners were given the opportunity to identify a range of types of
products and services before choosing the idea to pursue further. A question and answer session
could take place to determine the viability or appropriateness of different enterprise ideas. The
strengths and weaknesses of the planned enterprise activity could also be explored through the
form of a Dragons’ Den type presentation to a group, with peers commenting on the ideas and
whether or not they think customers are likely to buy the product or service.
Tutors could stimulate group discussion as to what is needed for the planning of a successful
enterprise activity. The plan does not need to be as detailed as a business plan which would be
considered as part of a business studies course at this level; however, materials produced for
business start-ups could be a useful point of reference. A plan for this unit could cover a
description of the product or service, how it will be provided, when and how it can be sold and
the likely demand.
A question and answer session could occur to determine what should be included in their plan
for the enterprise activity, as well as the tasks that need to be carried out before they start
trading. Business people or entrepreneurs could be invited to address the group on the subject of
planning an enterprise activity. Alternatively, if learners know any business people they could
interview them and report back to the group what they found out about enterprise planning.
It would be useful for learners to watch clips of TV adverts and/or review advertising from a
range of newspapers and magazines to understand how to include promotion and selling in their
enterprise plan. Information could also be gained from a range of other resources, including
books, the internet and media articles. Personal skills in selling and promoting could be
observed through TV programmes such as Dragons’ Den.
Learners could investigate the financial aspect of their chosen enterprise idea by active research
on costs via the internet or interaction with possible suppliers. Setting prices could be a result of
research (such as questionnaires or a small-scale focus discussion) exploring what prices
customers are prepared to pay for a product or service and finding out from businesspeople how
to set realistic prices for a product or service.
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An understanding of the possible risks could be understood through watching TV programmes
such as Dragons’ Den or making use of magazines and websites that provide information and
advice for entrepreneurs.
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Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit.
Group discussion about enterprise activities.
Get small groups to identify enterprise activity describing the viability and market to be
assessed through a Dragons’ Den session.
Assessment: describe enterprise activities, justifying the viability and describing the demand,
or why people might want to buy product or service.
Tutor needs to consult groups about enterprise activity.
Small groups work together to prepare a plan to implement enterprise activity.
Assessment: present plan for enterprise activity.
Tutor needs to ensure groups understand risks involved in enterprise.
Small groups working together need to show the potential risks involved in their enterprise
activity and how they can assess them.
Assessment: provide a risk assessment for the chosen enterprise.
Assessment feedback, review and evaluation of unit.

206

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
– Issue 1 – January 2010 © Edexcel Limited 2010

UNIT 25: PLANNING AN ENTERPRISE ACTIVITY

Assessment
This unit can be assessed through a series of structured tasks or activities, including a mixture of
theory-based and practical application.
To achieve 1.1, learners must describe clearly their choice of product or service, what it will
provide to the customer and how it will be provided.
For 1.2, learners are required to describe at least two types of customer likely to buy their
product or service and explain why the customer is likely to buy.
To achieve 2.1, learners must produce a plan for their chosen activity, including how the
product will be produced or how the service will be run, when and how it can be sold and what
the likely customer demand is. They will need to identify the tasks that need to be done before
they start the enterprise activity, how long it takes to carry out the tasks and what materials they
will need.
Simple promotion and sales plans must be included and they must identify who they will need
to help run the enterprise activity. The plan could be provided in the form of a written report,
presentation, video clip or other appropriate format.
Criterion 3.1 requires learners to describe the key risks that could affect the success of their
enterprise activity and offer at least one suggestion of a way that a risk could be reduced. This
could be, for example, in the form of a presentation of a mind map, a written report or a ‘risks
log’.
The number of potential risks will depend on the individual enterprise activity, but typically the
learner should be able to identify at least two potential risks.
Essential resources
Learners will need access to appropriate internet and other research tools.
Websites
www.businesslink.gov.uk

Start-up assistance organisation

www.enterprise-education.org.uk

Business and enterprise education charity

www.makeyourmark.org.uk

Small business mentoring service

www.speakeasydragons.com

Blended learning specialist

www.stridingout.co.uk

Young entrepreneur’s organisation

www.teachernet.gov.uk/teachingandlearning/
14to19/ks4/enterpriseeducation

Guidance and resources for implementing
enterprise education in schools
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Unit 26:

Running an Enterprise Activity

Unit code:

H/600/3602

QCF level:

2

Credit value:

1

Unit aim
This unit aims to give learners the opportunity to carry out an enterprise activity. Enterprise
activities offer opportunities to learn and develop the entrepreneurial characteristics of tenacity,
independence, innovation, imagination, risk taking, creativity, intuition and leadership.

Unit introduction
Enterprise activities offer opportunities to learn and develop the entrepreneurial characteristics
of tenacity, independence, innovation, imagination, risk taking, creativity, intuition and
leadership.
This unit is designed to allow learners to carry out an enterprise activity. The unit will help
learners understand the importance of having a strategy for an enterprise activity, dealing with
money, sales techniques and customers correctly, as well as being able to evaluate the success of
their activity and review their personal involvement.
The unit begins by getting learners to provide a strategy to ensure the success of an enterprise
activity.
Learners then complete an enterprise activity using appropriate skills and procedures, before
evaluating the success of the enterprise activity.
Finally, learners review personal involvement in an enterprise activity.
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Learning outcomes and assessment criteria

Learning outcomes

Assessment criteria
To achieve each outcome a learner must
demonstrate the ability to:

1

Be able to provide a strategy to
ensure the success of an enterprise
activity

1.1 Explain the features of an effective strategy to
ensure success for the enterprise activity

2

Be able to complete an enterprise
activity using appropriate skills
and procedures

2.1 Demonstrate selling the product or service,
taking into account the practical and person skills
needed, including customer care procedures
2.2 Explain the importance of handling money
correctly in an enterprise activity

3

Be able to evaluate the success of
the enterprise activity

3.1 Use financial records to explain the reasons for
the success or failure of the enterprise activity

4

Know how to review personal
involvement in an enterprise
activity

4.1 Describe role in the enterprise activity and any
skills gained
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Unit content

1

Be able to provide a strategy to ensure the success of an enterprise activity
Features of an effective strategy for success: importance of planning for success eg
conducting market research, finding out customer needs, considering competitors and
products or services, planning practical implementation of the activity (including
appropriate facilities, resources, quality assurance and skills), planning for financial and
cash flow aspects, evaluation of own personal and practical skills in running the enterprise
activity, identifying gaps in required skills

2

Be able to complete an enterprise activity using appropriate skills and procedures
Selling the product or service using appropriate skills: suitable product or service prepared;
necessary components for production or implementation obtained; promotion materials and
product information produced and displayed; location prepared and enterprise activity set
up; prices determined and displayed; sales skills demonstrated
Customer care: communicating appropriately with customers, listening to customers,
answering customer questions accurately and appropriately, being friendly and helpful in
manner, resolving customer problems eg defective goods, unsatisfactory level of service,
incorrect price charged
Importance of handling money correctly: knowing correct procedures to follow in order to
keep within the law, keep money safe and boost chances of making a profit, accuracy in
calculations and financial records in order to reflect true financial situation

3

Be able to evaluate the success of the enterprise activity
Using financial records to explain the success or failure of the enterprise: evaluation of
enterprise activity from financial records to show set-up and running costs overestimated, or
underestimated, or accurately estimated, number of items produced or services offered
exceeded, or met, or fell short of customer demand, profit made or not made on enterprise
activity

4

Know how to review personal involvement in an enterprise activity
Role in the enterprise activity and skills gained: roles eg salesperson, planner, team
motivator, finance person, administrator, overseeing production; skills eg planning and
organisation skills, research skills, promotion and sales skills, record-keeping skills,
motivational skills, problem-solving skills
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Essential guidance for tutors

Delivery
This unit has been designed to make the key topics practically based wherever possible.
Learners should be encouraged to gain an understanding of running an enterprise activity in a
highly applied way. Group working and group discussion would be appropriate, even where the
learner’s own assessment evidence needs to be recorded separately.
An enterprise activity does not have to be a large-scale ‘mini enterprise’ activity. It can either be
producing a product, for example greeting cards, baking biscuits, making sweets, making
jewellery, or providing a service, for example selling ice cream or washing cars. During the
delivery of this unit, learners should be given as much practical experience as possible.
This unit has been designed so that it can be delivered with Unit 25: Planning an Enterprise
Activity.
Learners should be able to think through a strategy to ensure that their enterprise activity is
successful. Learners might find it helpful to use group discussions initially to explore how they
could come up with a plan to ensure their enterprise activity is successful. ‘Successful’ in this
context means that learners understand how to carry out their activity and reach their planned
sales targets. Learners could also conduct individual research on websites or question and
answer sessions with visiting business people.
Taking part in learners’ enterprise activities could be delivered as part of an enterprise activity
day using the format of a trade fair with a variety of stands. Alternatively, the enterprise activity
could take the form of a one-off small group activity or an individual enterprise activity.
At this level, learners could be given a degree of independence in deciding how they could run
their enterprise activity. A learner in the workplace should be able to identify and use some
work-related skills in running their enterprise activity.
Group discussions could be used to help learners come up with a checklist of tasks needed to
carry out the activity on the day(s) chosen. This could also be an individual piece of written
work or a PowerPoint presentation.
To help learners think about the key financial information they need to record in order to
evaluate the overall successes and/or failures of the enterprise activity, entrepreneurs or business
people could be invited to speak to the group of learners. Visiting speakers could talk about
which financial information to record, and provide examples of how financial information can
be used to show the successes and failures of an enterprise activity.
If appropriate, visiting experts could also be invited to participate in a question and answer
session with learners during which they share information about their own involvement in
business and enterprise, and what skills and lessons they have learned from participating in
enterprise initiatives. Alternatively, learners could conduct their own individual research such as
looking at case studies and interviews with entrepreneurs regarding how to evaluate the
financial success of an enterprise activity, as well as what personal skills might be gained from
being involved in such an activity. The results of individual learner research could be shared
with other learners in a group discussion or displayed in poster format in the classroom or
learning area.
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UNIT 26: RUNNING AN ENTERPRISE ACTIVITY

Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested activities and/or assessment
Introduction to unit – how to ensure running a successful enterprise.
Group discussion about the importance of planning to ensure success.
Get small groups to prepare a plan to run their enterprise.
Assessment: explain the features of an effective strategy to ensure success in the delivery of an
enterprise activity.
Tutor needs to supervise groups running enterprise activity.
Small groups run enterprise activity.
Assessment: demonstrate selling product or service and then record practical and personal
skills used.
Tutor leads debrief after groups have run enterprise.
Small groups evaluate the success of enterprise activity – producing financial records to show
what was achieved.
Assessment: record results of evaluation, attaching financial records to show the successes and
failures of the enterprise activity.
Tutor-led introduction to review personal involvement and skills gained.
Small groups discuss range of skills gained through enterprise.
Assessment: describe role in enterprise and the skills gained through enterprise.
Assessment feedback, review and evaluation of unit.
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UNIT 26: RUNNING AN ENTERPRISE ACTIVITY

Assessment
Assessment of this unit centres on the completion of an enterprise activity.
For 1.1, learners must produce a strategy to achieve success in a chosen enterprise activity. This
could be provided for example for example in a written report, a brief presentation, video-based
evidence or completion of a log or record sheet.
To achieve 2.1 and 2.2, learners must provide witnessed evidence that the enterprise activity has
taken place. The product or service should have been adequately prepared, the price and
benefits of the product or service made clear, and appropriate sales and implementation skills
must have been demonstrated by the learner.
In addition, the learner must be able to demonstrate appropriate customer service skills in
providing the enterprise service or product. The prepared product or service may comprise
something the learner has produced themselves, for example jewellery which they have made
themselves, or something produced by someone else, for example ice cream purchased by the
learner and sold on a stall at a trade fair. Photographic or video evidence could be used as well
as a tutor witness statement.
Criterion 3.1 requires the learner to explain at least two reasons why it is important to handle
money correctly in an enterprise activity Simple financial records need to be provided, showing
costs and revenue for the enterprise activity.
These should be accompanied by a brief explanation (verbal or written) about the link between
the success or failure of the enterprise activity and its financial performance.
To achieve 4.1, there must be evidence of learners’ evaluation of their involvement in the
activity and comment on the skills that have been gained through the activity. This could be
provided in written form, as part of a brief presentation witnessed by a tutor or completion of a
self-assessment activity.
Essential resources
Learners will need access to appropriate internet and other research tools.
Websites
www.businesslink.gov.uk

Young entrepreneur’s organisation

www.enterprise-education.org.uk

Business and enterprise education charity

www.makeyourmark.org.uk

Start up assistance organisation

www.speakeasydragons.com

Blended learning specialist

www.stridingout.co.uk

Small business mentoring service

www.teachernet.gov.uk/teachingandlearning/
14to19/ks4/enterpriseeducation

Guidance and resources for implementing
enterprise education in schools

214

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
– Issue 1 – January 2010 © Edexcel Limited 2010

Further information
For further information please call Customer Services on 0844 576 0026 (calls may be recorded
for training purposes) or visit our website (www.edexcel.com).

Useful publications
Further copies of this document and related publications can be obtained from:
Edexcel Publications
Adamsway
Mansfield
Nottinghamshire NG18 4FN
Telephone:
Fax:
Email:

01623 467 467
01623 450 481
publications@linneydirect.com

Related information and publications include:
•

Guidance for Centres Offering Edexcel/BTEC QCF Accredited Programmes (Edexcel,
distributed to centres annually)

•

Functional Skills publications – specifications, tutor support materials and question papers

•

Regulatory arrangements for the Qualification and Credit Framework (published by
Ofqual) August 2008

•

the current Edexcel publications catalogue and update catalogue.

Edexcel publications concerning the Quality Assurance System and the internal and external
verification of vocationally related programmes can be found on the Edexcel website and in the
Edexcel publications catalogue.
NB: Most of our publications are priced. There is also a charge for postage and packing. Please
check the cost when you order.
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Professional development and training
Edexcel supports UK and international customers with training related to BTEC qualifications.
This support is available through a choice of training options offered in our published training
directory or through customised training at your centre.
The support we offer focuses on a range of issues including:
•

planning for the delivery of a new programme

•

planning for assessment and grading

•

developing effective assignments

•

building your team and teamwork skills

•

developing student-centred learning and teaching approaches

•

building Functional Skills into your programme

•

building in effective and efficient quality assurance systems.

The national programme of training we offer can be viewed on our website
(www.edexcel.com/training). You can request customised training through the website or by
contacting one of our advisers in the Training from Edexcel team via Customer Services to
discuss your training needs.
Our customer service numbers are:
BTEC and NVQ

0844 576 0026

GCSE

0844 576 0027

GCE

0844 576 0025

The Diploma

0844 576 0028

DIDA and other qualifications

0844 576 0031

Calls may be recorded for training purposes.
The training we provide:
•

is active – ideas are developed and applied

•

is designed to be supportive and thought provoking

•

builds on best practice.

Our training is underpinned by the LLUK standards for those preparing to teach and for those
seeking evidence for their continuing professional development.
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General qualifications

Edexcel Level 2 BTEC Award in
Contact Centre Skills

Edexcel BTEC First
Award/Certificate/Diploma in
Personal and Social Development
Level 2 BTEC
Award/Certificate/Diploma in
WorkSkills

Edexcel Entry Level BTEC Award
and Certificate in WorkSkills
(Entry 3)

Edexcel Level 1 BTEC
Introductory Certificate in
Vocational Studies

Edexcel Level 1 BTEC
Introductory Certificate in
IT @Work

Edexcel Level 3 BTEC Award
Introducing Management

Edexcel Level 3 BTEC Award and
Certificate in WorkSkills

Edexcel Level 1 BTEC Award,
Certificate and Diploma in
WorkSkills

BTEC Short Courses

BTEC full vocationally-related
qualifications
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Entry

1

2

3

QCF
level

Progression opportunities within the framework.

The Edexcel/BTEC qualification framework

Annexe A
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Edexcel NVQ Level 3 for Contact
Centre Professionals

Edexcel Level 3 NVQ in
Management

NVQ/occupational
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Annexe B
Wider curriculum mapping
Study of the Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
qualifications gives learners opportunities to develop an understanding of spiritual, moral,
ethical, social and cultural issues as well as an awareness of citizenship, environmental issues,
European developments, health and safety considerations and equal opportunities issues.
Spiritual, moral, ethical, social and cultural issues
Throughout the delivery of these qualifications learners will have the opportunity to actively
participate in different kinds of decision-making. They will have to consider fair and unfair
situations and explore how to resolve conflict. Working in small groups they will learn how to
respect and value others’ beliefs, backgrounds and traditions.
Citizenship issues
Learners undertaking these qualifications will have the opportunity to develop their
understanding of citizenship issues.
Environmental issues
Developing a responsible attitude towards the care of the environment is an integral part of this
qualification. Learners are encouraged to minimise waste and discuss controversial issues.
European developments
Much of the content of the qualification applies throughout Europe, even though the delivery is
in a UK context.
Health and safety considerations
Health and safety is embedded within many of the units in this qualification. Learners will
consider their own health and safety at work, how to identify risks and hazards and how to
minimise those risks.
Equal opportunities issues
There will be opportunities throughout this qualification to explore different kinds of rights and
how these affect both individuals and communities. For example, learners will consider their
rights at work and the rights of employers and how these rights affect the work community.
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Annexe C
Pathways for accreditation for Key Stage 3 and Key Stage 4 learners
One unit from each of the six following areas must be completed and the learner must evidence
active engagement in work to gain either Level 1 or Level 2 accreditation.
Schools must ensure that they deliver all of the statutory requirements for careers education and
guidance, work-related learning, citizenship, sex education, RE and from September 2010
personal wellbeing (PSD) to every learner in KS3 and KS4.
1
Personal Wellbeing

Unit 1

Understanding Personal Identity

Careers Education and
Guidance

Unit 22

Self-development for Your
Career

Economic Wellbeing and
Financial Capability

Unit 6

Career Progression

Work-related Learning

Unit 18

Understanding Careers and
Employment through
Experiences of Work

Careers Education and
Guidance

Unit 23

Exploring Career Choices

Economic Wellbeing And
Financial Capability

Unit 7

Financial Capability

Economic Wellbeing And
Financial Capability

Unit 8

Managing Financial and Career
Risk

Work-related Learning

Unit 16

Making Informed Career and
Progression Choices

Enterprise

Unit 26

Running an Enterprise

Economic Wellbeing and
Financial Capability

Unit 9

Economic and business
understanding

Enterprise

Unit 25

Planning an enterprise activity

Work-related Learning

Unit 20

How and why businesses
operate

2

3

4
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5
Personal Wellbeing

Unit 3

Managing Personal Risk

Careers Advice and
Guidance

Unit 24

Career Management

Work-related Learning

Unit 19

Learning from More
Experienced People

Personal wellbeing

Unit 5

Exploring the impact of
diversity in our communities

Citizenship

Unit 12

Rights and responsibilities of a
citizen in a democracy

Citizenship

Unit 13

The changing nature of society
in the UK

Citizenship

Unit 14

Worldwide Citizenship

6
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Healthy lifestyles

Financial
capability
Government and
justice in the UK

Making informed
career and
progression
choices

Exploring career
choices
Running an
enterprise

Understanding
personal identity

Career
progression

Role of the
individual in a
democratic
society

Skills for
employment

Selfdevelopment for
your career

Planning an
enterprise
activity

Personal Wellbeing

Economic Wellbeing
and Financial
Stability

Citizenship

Work Related
Learning

Careers Education
and Guidance

Enterprise

Career
management

Opportunities in
learning and
work

Rights and
responsibilities
of a citizen in a
democracy

Managing
financial risk

Managing
personal risk

Unit 3
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Unit 2

Unit 1

Understanding of
careers and
employment
through
experiences of
work

The changing
nature of society
in the UK

Economic and
business
understanding

Personal and
social
relationships

Unit 4

Learning from
more
experienced
people

The role of the
UK in worldwide
organisations

Exploring the
impact of
diversity in our
communities

Unit 5

How and why
businesses
operate

Unit 6

Working
practices and
environments

Unit 7

223

224

BA022045 – Specification – Edexcel Level 2 Award and Certificate in Personal and Social Development (QCF)
– Issue 1 – January 2010 © Edexcel Limited 2010

Annexe D
Personal and social development units mapping to Every Child Matters
outcomes
Personal and
Social
Development
unit number

Every Child Matters outcomes
Be
healthy

Stay safe

Enjoy and
achieve


1



2





3





4



5



Make a
positive
contribution

Achieve
economic
wellbeing







6



7



8



9




10




11
12





13



14



15



16



17





18



19



20
21
22








23
24





25



26
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1

2



3





4

5



6

7

8



9







10
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Write documents with to
communicate
information, ideas and
opinions using formats
and styles suitable for
their purpose and
audience

English — Writing

Read and understand a
range of texts

English — Reading

Take part in formal and
informal discussions/
exchanges

English— Speaking
and listening

Level 1

Mapping to Functional Skills — Level 1

Annexe E





11



12





13





14





15





16



17





18



19





20





21





22





23







24





25
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6

7

228

Interpret and
communicate solutions
to practical problems,
drawing simple
conclusions and giving
explanations

Use appropriate
checking procedures at
each stage









5

Select and apply
mathematics in an
organised way to find
solutions to practical
problems for different
purposes

4



3

Identify and obtain
necessary information to
tackle the problem

2



1

Understand practical
problems in familiar and
unfamiliar contexts and
situations, some of
which are non routine

Mathematics —
learners can

Level 1











8

9

10
11

13

14

15

16

17

18

19



20

21

22

23

24











25

26
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4



5



Access, search for,
select and use ICT based
information and
evaluate its fitness for
purpose




6

7

8





9

10
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Select and use a variety
of sources of
information
independently to meet
needs

ICT — Find and
select information



3

Follow and understand
the need for safety and
security practices

2



1

Manage information
storage

Use ICT to plan work
and evaluate their use of
ICT systems

Interact with and use an
ICT systems
independently to meet
needs

ICT — use ICT
systems

Level 1
11

12





13



14

15

16





17



18

19





20

21

22



23

24



25

229

26





Bring together
information to suit
content and purpose

Present information in
ways that are fit for
purpose and audience

230



1

Enter, develop and
format information to
suit its meaning, and
purpose including: text
and tables, images,
numbers, graphs,
records

ICT — develop,
present and
communicate
information

2

3

4

5

6

7

8







9

10
11

13

14

15

16

17

18

19

20

21

22







23

24







25
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3

Select and use ICT to
communicate and
exchange information
safely, independently,
responsibly and
effectively

2



1

Evaluate the selection
and use of ICT tools and
facilities used to present
information

ICT — use ICT
systems

11

12

13

14

15

16

17

18

19

20

21

22



23

24

25
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