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Purpose of this specification
The purpose of a specification as defined by Ofqual is to set out:

•

the qualification’s objective

•

any other qualification which a learner must have completed before taking the
qualification

•

any prior knowledge, skills or understanding which the learner is required to
have before taking the qualification

•

units that a learner must have completed before the qualification will be
awarded and any optional routes

•

any other requirements which a learner must have satisfied before the learner
will be assessed or before the qualification will be awarded

•

the knowledge, skills and understanding which will be assessed as part of the
qualification (giving a clear indication of their coverage and depth)

•

the method of any assessment and any associated requirements relating to it

•

the criteria against which learners’ level of attainment will be measured (such as
assessment criteria)

•

any specimen materials

•

any specified levels of attainment.

1 Introducing Pearson BTEC qualifications
Pearson BTEC qualifications are well-established, enduringly effective
qualifications. They have a proven track record of improving motivation and
achievement. Pearson qualifications also provide progression routes to the next
stage of education or to employment.

What are Pearson BTEC qualifications?
Pearson BTEC qualifications are qualifications from Entry to Level 3 on the
Qualifications and Credit Framework (QCF). They are work-related qualifications
and are available in a range of sectors. They give learners the knowledge,
understanding and skills they need to prepare for employment. They also provide
career development opportunities for those already in work. These qualifications
may be full time or part time courses in schools or colleges. Training centres and
employers may also offer these qualifications.
Some BTEC qualifications are knowledge components in Apprenticeship
Frameworks, i.e. Technical Certificates.
There are three sizes of BTEC qualification in the QCF:

•

Award (1 to 12 credits)

•

Certificate (13 to 36 credits)

•

Diploma (37 credits and above).

Every unit and qualification in the QCF has a credit value.
The credit value of a unit is based on:

•

one credit for every 10 hours of learning time

•

learning time – defined as the time taken by learners at the level of the unit, on
average, to complete the learning outcomes to the standard determined by the
assessment criteria.
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2 Qualification summary and key
information
Qualification title

Pearson BTEC Level 1 Extended Award in
Planning and Participating in Work
Experience (QCF)

QCF Qualification Number (QN)

601/0724/8

Qualification framework

Qualifications and Credit Framework (QCF)

Date registrations can be made

1st September 2013

Age range that the qualification
is approved for

14-16
16-18
18+
19+

Credit value

9

Assessment

Centre-devised assessment (internal assessment)

Guided learning hours

85

Grading information

The qualification and units are at pass grade.

Entry requirements

No prior knowledge, understanding, skills or
qualifications are required before learners can
register for this qualification. However, centres
must follow the Pearson Access and Recruitment
policy (see Section 10, Access and recruitment).
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Qualification title

Pearson BTEC Level 1 Certificate in Planning
and Participating in Work Experience (QCF)

QCF Qualification Number (QN)

601/0723/6

Qualification framework

Qualifications and Credit Framework (QCF)

Date registrations can be made

1st September 2013

Age range that the qualification
is approved for

14-16
16-18
18+
19+

Credit value

16

Assessment

Centre-devised assessment (internal assessment)

Guided learning hours

155

Grading information

The qualification and units are at pass grade.

Entry requirements

No prior knowledge, understanding, skills or
qualifications are required before learners can
register for this qualification. However, centres
must follow the Pearson Access and Recruitment
policy (see Section 10, Access and recruitment).
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QCF qualification title and Qualification Number
Centres will need to use the QCF Qualification Number (QN) when they seek public
funding for their learners. As well as a QN, each unit within a qualification has a
QCF unit reference number (URN).
The qualification title, units and QN will appear on each learner’s final certificate.
You should tell your learners this when your centre recruits them and registers
them with us. Further information about certification is in the Information Manual
on our website at www.edexcel.com

What are Pearson BTEC Level 1 qualifications in Planning and
Participating in Work Experience?
These qualifications are aimed at learners who are undertaking a work placement to
develop the work skills and experience required by employers. The qualifications ve
been designed to meet the requirements of the 16-19 Study Programme, to include
those learners undertaking a short period of work experience alongside their
academic qualification and those undertaking a five-month work placement within a
traineeship programme.
Learners can use their experience of carrying out purposeful, real tasks in a
workplace to achieve a qualification, which gives them tangible evidence of their
experience for their CV.
These qualifications enable learners to evidence many of the attitudes and
behaviours that employers look for, such as reliability, punctuality, communication
skills and teamwork.
The qualifications are designed to be flexible and personalised so that they can
reflect the requirements of individual learners and support their broader programme
of study to gain the skills and understanding, and development of relationships they
need to enter employment or to progress further with their education or training.
The qualifications aim to:
•

support learners in carrying out purposeful, real tasks in a workplace

•

enable learners to gain transferable skills alongside sector-specific
experience

•

help learners progress to a job, an Apprenticeship and/or to long-term
employment, they also support further study

•

provide a balance of flexibility to meet individual need and to give
enough structure to ensure quality of provision and delivery.

Learners achieving these qualifications will benefit by gaining:
•

real workplace experience – a required element of the qualifications

•

the opportunity to develop knowledge and skills required for any workplace

•

experience in specific sectors to help them to choose a career

•

a chance to prove themselves to an employer.

There are three Pearson BTEC Level 1 qualifications in Planning and Participating in
Work Experience:
6
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•

Level 1 Award (6 credits) (included in a separate specification)

•

Level 1 Extended Award (9 credits)

•

Level 1 Certificate (16 credits)

At Level 1 there are two award sizes .
The smaller Award at 6 credits is designed to be completed by learners who are
undertaking a short work experience placement, for example alongside GCSEs or A
levels i.e. following the experiential route as recommended by the Department for
Education, and who for whom time may be a constraint to undertaking a larger
qualification.
The 9-credit Extended Award builds on the 6-credit Award and is designed to be
completed by learners who are undertaking a longer work experience placement,
possibly alongside vocational qualifications. They will have the opportunity to learn
about rights and responsibilities at work, in addition to developing specific work
skills relevant to their placement.
The 16-credit Certificate is designed for learners who are undertaking a traineeship
or other similar training where it is expected that they will undertake a longer
period of work experience focused on developing their employability skills
Mandatory units
All three qualifications contain a mandatory unit, Unit 1: Planning and Participating
in a Work Experience Placement. This unit covers the core skills specific for carrying
out a successful work experience placement
•

preparing for a work experience placement

•

working effectively with others in a work experience placement

•

working safely in a work experience placement

•

setting realistic job goals from learning gained

The Extended Award and Certificate, also have a second mandatory unit Unit 2:
Investigating Rights and Responsibilities at Work. This unit covers core knowledge
of rights and responsibilities required for any workplace:
•

understanding what rights and responsibilities are,

•

how to respect rights of individuals,

•

knowing laws that can protect the rights of employees

•

knowing that employers have certain responsibilities.
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The table below details the mandatory units for each qualification.
Mandatory units
Level 1
Extended
Award

Unit 1: Planning and Participating in a Work Experience
Placement

Level 1
Certificate

Unit 1: Planning and Participating in a Work Experience
Placement

Unit 2: Investigating Rights and Responsibilities at Work

Unit 2: Investigating Rights and Responsibilities at Work

Optional units
The Extended Award and Certificate contain a range of optional units from the BTEC
WorkSkills qualifications and Personal and Social Development qualifications to
enable learners to develop their employability skills.
Role within the 16-19 Study Programmes
Following the principles of the 16-19 Study Programmes, the qualifications enable
learners to gain key employability skills and help them to progress to employment
or to an Apprenticeship. These employability skills also support transition to further
studies.
The qualifications have been developed so that providers, schools and colleges can
work together with employers to create high-quality work placements that enable
learners to develop their workplace skills and gain experience of working in a
particular sector. The design of these qualifications means that learners can use the
opportunity to prove themselves to an employer while they are undertaking their
work placement. This is particularly relevant to learners on a traineeship
programme.
Progression opportunities
Learners can progress to other vocational qualifications, for example in sectors
where they have undertaken their work experience (such as the BTEC Level 1
Award, Certificate or Diploma in Business Administration, Health and Social Care,
Sport and Active Leisure or Travel and Tourism).
Learners are also able to progress from the Pearson BTEC Level 1 qualifications in
Planning and Participating in a Work Experience Placement, if this is appropriate for
them. Learners have the option of undertaking a different selection of units at Level
2 compared to the units they chose at Level 1, or they can undertake units of the
same title as previously taken but develop a greater level of skill.
For learners who enter employment or an Apprenticeship, progression can be to a
sector-specific competence qualification or to an Apprenticeship framework.
For learners who are following the academic route, progression can be to GCSEs, A
Levels and university.
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Developing employability skills
The key aim of these qualifications is to enable learners to develop their
employability skills, for example self-management, working with others,
communication and problem solving. There is a range of units and learners can
select those that best meet their development needs.
Stakeholder support
We have carried out detailed work with employers and providers researching their
needs. Working with major employers has shown that there is a need for work
experience qualifications that align with the Confederation of British Industry’s
(CBI) employability framework and that demonstrate that learners have achieved a
high standard of learning during the work experience placement. Research from this
consultation has been fed into the development of these qualifications.
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3 Centre resource requirements
As part of the approval process, centres must make sure that the resource
requirements below are in place before offering the qualification.

General resource requirements
•

Centres must have appropriate physical resources (for example, equipment, IT,
learning materials, teaching rooms) to support the delivery and assessment of
the qualifications.

•

Staff involved in the assessment process must have relevant expertise and
occupational experience.

•

There must be systems in place to make sure continuing professional
development for staff delivering the qualifications.

•

Centres must have appropriate health and safety policies in place relating to the
use of equipment by learners.

•

Centres must deliver the qualifications in accordance with current equality
legislation.

Specific resource requirements
As well as the general requirements above, there are specific resource requirements
that centres must meet:
Unit

Resources required

Unit 4: Building Working Relationships
with Colleagues

Learners must participate in activities
that involve colleagues, whether in a
real workplace or simulated
environment.

Unit 5: Building Working Relationships
with Customers

Learners need access to examples of
customer service protocols and need to
participate in customer service activity,
whether in a real workplace or simulated
environment.

Unit 6: Solving Work-related Problems

Learners need access to appropriate
sources of information about workplace
problems and how to solve them.

Unit 7: Searching for a Job

Learners need access to sources of
information about where and how to
search for specific types of jobs (such as
magazines, newspapers, the internet,
other people, Jobcentres). They will also
need access to examples of relevant job
advertisements (real or simulated).

Unit 8: Applying for a Job

Learners need access to examples of real
or simulated job application forms and
examples of other job application
documents such as CVs and covering
letters.
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Unit 9: Working in a Team

Learners must participate in a
teamworking task.

Unit 10: Learning from More
Experienced People

Learners need access to a variety of
people in the workplace, school or
college who can demonstrate positive
behaviours to them and who can answer
questions or help with work shadowing.

Unit 13: Setting and Meeting Targets at
Work

Learners need access to information
about how to set and review personal
targets and how to relate this to group
targets.

Unit 15: Summarising Documents

Learners need documents to summarise.

Unit 18: Interview Skills

Learners must participate in a real-life or
simulated interview.

Unit 19: Career Progression

Learners need access to a range of
career-related resources such as
websites and publications, and tutors
and careers advisers.

Unit 20: Skills for Employment

Learners will need access to computers,
audio-recording equipment could be
used for recording assessment evidence.
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4 Qualification structures
Pearson BTEC Level 1 Extended Award in Planning and
Participating in Work Experience (QCF)
The learner will need to meet the requirements outlined in the table below before
Pearson can award the qualification.

Minimum number of credits that must be achieved

9

Number of mandatory credits that must be achieved

7

Number of optional credits that must be achieved

2

Unit
number

Unit
reference
number

Mandatory units

Level

Credit

Guided
learning
hours

1

K/504/3489

Planning and Participating in
Work Experience

1

6

55

2

K/503/2847

Investigating Rights and
Responsibilities at Work

1

1

10

Unit
number

Unit
reference
number

Optional units

Level

Credit

Guided
learning
hours

3

T/503/2835

Self-Management Skills

1

2

20

4

D/503/2845

Building Working
Relationships with Colleagues

1

2

20

5

H/503/2846

Building Working
Relationships with Customers

1

2

20

6

K/503/2850

Solving Work-related
Problems

1

2

20

7

D/503/2831

Searching for a Job

1

1

10

8

H/503/2832

Applying for a Job

1

1

10

9

R/503/2843

Working in a Team

1

3

30

10

Y/503/2844

Learning from More
Experienced People

1

2

20

11

L/503/2842

Positive Attitudes and
Behaviours at Work

1

1

10

12

J/503/2841

Communicating Solutions to
Others

1

2

20

13

T/503/2849

Setting and Meeting Targets
at Work

1

2

20

14

M/503/2851

Taking Notes at Meetings

1

1

10

12
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Unit
number

Unit
Reference
Number

Optional units

Level

Credit

Guided
Learning
Hours

15

T/503/2852

Summarising Documents

1

1

10

16

A/503/2853

Contributing to Meetings

1

1

10

17

K/503/2833

Preparing for an Interview

1

1

10

18

M/503/2834

Interview Skills

1

1

10

19

F/503/2837

Career Progression

1

2

20

20

A/600/3167

Skills for Employment

1

1

10

21

Y/600/3175

Exploring Career Choices

1

1

10
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Pearson BTEC Level 1 Certificate in Planning and Participating in
Work Experience (QCF)
The learner will need to meet the requirements outlined in the table below before
Pearson can award the qualification.

Minimum number of credits that must be achieved

16

Number of mandatory credits that must be achieved

7

Number of optional credits that must be achieved

9

Unit

Unit
reference
number

Mandatory units

Level

Credit

Guided
learning
hours

1

K/504/3489

Planning and Participating in
Work Experience

1

6

55

2

K/503/2847

Investigating Rights and
Responsibilities at Work

1

1

10

Unit

Unit
reference
number

Optional units

Level

Credit

Guided
learning
hours

3

T/503/2835

Self-Management Skills

1

2

20

4

D/503/2845

Building Working Relationships
with Colleagues

1

2

20

5

H/503/2846

Building Working Relationships
with Customers

1

2

20

6

K/503/2850

Solving Work-related Problems

1

2

20

7

D/503/2831

Searching for a Job

1

1

10

8

H/503/2832

Applying for a Job

1

1

10

9

R/503/2843

Working in a Team

1

3

30

10

Y/503/2844

Learning from More Experienced
People

1

2

20

11

L/503/2842

Positive Attitudes and
Behaviours at Work

1

1

10

12

J/503/2841

Communicating Solutions to
Others

1

2

20

13

T/503/2849

Setting and Meeting Targets at
Work

1

2

20

14

M/503/2851

Taking Notes at Meetings

1

1

10

15

T/503/2852

Summarising Documents

1

1

10

16

A/503/2853

Contributing to Meetings

1

1

10

17

K/503/2833

Preparing for an Interview

1

1

10

14
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Unit

Unit
Reference
Number

Optional units

Level

Credit

Guided
Learning
Hours

18

M/503/2834

Interview Skills

1

1

10

19

F/503/2837

Career Progression

1

2

20

20

A/600/3167

Skills for Employment

1

1

10

21

Y/600/3175

Exploring Career Choices

1

1

10
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5 Assessment
The table below gives a summary of the assessment methods used in the
qualifications.

Units

Assessment method

All units

Centre-devised assessment

Centre-devised assessment (internal assessment)
Each unit has specified learning outcomes and assessment criteria. To pass an
internally assessed unit, learners must meet all the learning outcomes. Centres may
find it helpful if learners index and reference their evidence to the relevant learning
outcomes and assessment criteria.
Centres need to write assignment briefs for the learners to show what evidence is
required. Assignment briefs should indicate clearly, which assessment criteria are
being targeted.
Assignment briefs and evidence produced by learners must also meet any additional
requirements in the Information for tutors section of the unit.
Unless otherwise indicated in Information for tutors, the centre can decide the form
of assessment evidence (for example performance observation, presentations,
projects, tests, extended writing) as long as the methods chosen allow learners to
produce valid, sufficient and reliable evidence of meeting the assessment criteria.
Centres are encouraged to provide learners with realistic scenarios and maximise
the use of practical activities in delivery and assessment.
To avoid over assessment centres are encouraged to link delivery and assessment
across units.
There is more guidance about internal assessment on our website. See Section 13.
Further information and useful publications.
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6 Recognising prior learning and
achievement
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.
Pearson encourages centres to recognise learners’ previous achievements and
experiences in and outside the workplace, 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. If 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.
Further guidance is available in the policy document Recognition of Prior Learning
Policy, which is on the our website.

Credit transfer
Credit transfer describes the process of using a credit or credits awarded in the
context of a different qualification or awarded by a different awarding organisation
towards the achievement requirements of another qualification. All awarding
organisations recognise the credits awarded by all other awarding organisations
that operate within the QCF.
If learners achieve credits with other awarding organisations, they do not need to
retake any assessment for the same units. The centre must keep evidence of credit
achievement.
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7 Centre recognition and approval centre
recognition
Centres that have not previously offered Pearson qualifications need to apply for,
and be granted, centre recognition as part of the process for approval to offer
individual qualifications. New centres must complete an Edexcel Vocational Centre &
Qualification Approval Form (VCQA).
Existing centres get ‘automatic approval’ for a new qualification if they are already
approved for a qualification that is being replaced by the new qualification and the
conditions for automatic approval are met. Centres that already hold Pearson
Centre approval are able to apply for qualification approval for a different level or
different sector via Edexcel Online, up to and including Level 3 only.
In some circumstances, qualification approval using Edexcel Online may not be
possible. In such cases, guidance is available as to how an approval application may
be made.

Approvals agreement
All centres are required to enter into an approval agreement that is a formal
commitment by the head or principal of a centre to meet all the requirements of the
specification and any associated codes, conditions or regulations. Pearson will act to
protect the integrity of the awarding of qualifications. If centres do not comply with
the agreement, this could result in the suspension of certification or withdrawal of
approval.

18
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8 Quality assurance of centres
Quality assurance is at the heart of vocational qualifications. The centre assesses
Pearson qualifications. The centre will use quality assurance to make sure that their
managers, internal verifiers and assessors are standardised and supported. Pearson
use quality assurance to check that all centres are working to national standards. It
gives us the opportunity to identify and provide support, if needed, to safeguard
certification. It also allows us to recognise and support good practice.
For the qualifications in this specification, the Pearson quality assurance model will
follow the process below.

•

an annual visit to the centre by a Centre Quality Reviewer to review centrewide quality assurance systems

•

Lead Internal Verifier accreditation. This involves online training and
standardisation of Lead Internal Verifiers using our OSCA platform, accessed
via Edexcel Online. Please note that not all qualifications will include Lead
Internal Verifier accreditation. Where this is the case, we will annually
allocate annually a Standards Verifier to conduct postal sampling of internal
verification and assessor decisions for the Principal Subject Area.

For further details, go to the UK BTEC Quality Assurance Handbook on our website.
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9 Programme delivery
Centres are free to offer the qualifications using any mode of delivery (for example
full time, part time, evening only, distance learning) that meets their learners’
needs. Whichever mode of delivery is used, centres must make sure that learners
have access to the resources identified in the specification and to the subject
specialists delivering the units.
Those planning the programme should aim to enhance the vocational nature of the
qualification by:

•

liaising with employers to make sure a course is relevant to learners’ specific
needs

•

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

•

developing up-to-date and relevant teaching materials that make use of
scenarios that are relevant to the sector

•

giving learners the opportunity to apply their learning in practical activities

•

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

•

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

Centres must make sure that any legislation referred to in the units is up to date
and current.
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10 Access and recruitment
Pearson’s policy regarding access to our 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 those wishing to access the
qualifications.

Centres are required to recruit learners to Pearson BTEC qualifications with
integrity.
Applicants will need relevant information and advice about the qualification to make
sure it meets their needs.
Centres should review the applicant’s prior qualifications and/or experience,
considering whether this profile shows that they have the potential to achieve the
qualification.
For learners with disabilities and specific needs, this review will need to take
account of the support available to the learner during teaching and assessment of
the qualification. The review must take account of the information and guidance in
Section 11 Access to qualifications for learners with disabilities or specific needs.
Learners may be aged between 14 and 16 and therefore potentially vulnerable.
Where learners are required to spend time and be assessed in work settings, it is
the centre’s responsibility to ensure that the work environment they go into is safe.
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11 Access to qualifications for learners with
disabilities or specific needs
Equality and fairness are central to our work. Pearson’s Equality Policy requires all
learners to have equal opportunity to access our qualifications and assessments. It
also requires our qualifications to be awarded in a way that is fair to every learner.
We are committed to making sure that:

•

learners with a protected characteristic (as defined by the Equality Act 2010)
are not, when they are undertaking one of our qualifications, disadvantaged in
comparison to learners who do not share that characteristic

•

all learners achieve the recognition they deserve from undertaking a
qualification and that this achievement can be compared fairly to the
achievement of their peers.

Learners taking a qualification may be assessed in British sign language or Irish
sign language where it is permitted for the purpose of reasonable adjustments.
Details on how to make adjustments for learners with protected characteristics are
given in the policy documents Application of Reasonable Adjustment for BTEC and
Edexcel NVQ Qualifications and Application for Special Consideration: BTEC and
Edexcel NVQ Qualifications.
The documents are on our website at www.edexcel.com/policies
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12 Units
Units have the following sections.

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

Unit reference number
Each unit is assigned a unit reference number that appears with the unit title on the
Register of Regulated Qualifications.

QCF level
All units and qualifications within the QCF have a level assigned to them. There are
nine levels of achievement, from Entry to level 8. The QCF Level Descriptors inform
the allocation of the level.

Credit value
When a learner achieves a unit, they gain the specified number of credits.

Guided learning hours
Guided learning hours are the times when a tutor, trainer or facilitator is present to
give specific guidance towards the learning aim for a programme. This definition
covers lectures, tutorials and supervised study in for example open learning centres
and learning workshops. It also includes assessment by staff where learners are
present. It does not include time spent by staff marking assignments or homework
where the learner is not present.

Unit aim
This gives a summary of what the unit aims to do.

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.
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Essential resources
This section lists any specialist resources needed to deliver the unit. The centre will
be asked to make sure that these resources are in place when it seeks approval
from Pearson to offer the qualification.

Learning outcomes
Learning outcomes of a unit set out what a learner knows, understands or is able to
do as the result of a process of learning.

Assessment criteria
Assessment criteria specify the standard required by the learner to achieve each
learning outcome.

Unit amplification
This section clarifies what a learner needs to know to achieve a learning outcome.

Information for tutors
This section gives tutors information on delivery and assessment. It contains the
following subsections.

•

Delivery – explains the content’s relationship to the learning outcomes and
offers guidance on possible approaches to delivery.

•

Assessment – gives information about the evidence that learners must produce,
together with any additional guidance if appropriate. This section should be read
in conjunction with the assessment criteria.

•

Suggested resources – lists resource materials that can be used to support the
teaching of the unit, for example books, journals and websites.
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Unit 1:

Planning and
Participating in Work
Experience

Unit reference number:

K/504/3489

QCF level:

1

Credit value:

6

Guided learning hours:

55

Unit aim
The aim of this unit is to ensure that learners learn, develop and practise the skills
required for employment through a work experience placement. Learners also will
prepare for the work experience and set-short and long-term job goals as a result of
learning gained in the work experience placement.

Unit introduction
Learners will have the opportunity to plan and participate in a work experience
placement.
For learning outcome 1, learners will develop their understanding of the importance
of planning for the work experience placement through looking at their own
interests and relating them to the placement, gathering together the information
needed to carry out the placement, and through planning their journey to the
placement.
For learning outcome 2, learners will carry out a work experience placement where
they will use induction information, carry out a range of tasks according to their
role, and communicate effectively with colleagues and others.
For learning outcome 3, learners will work safely, identifying and reporting risks
and hazards, and following workplace procedures to ensure safety.
For learning outcome 4, learners will set realistic job roles for the future based on
feedback from the work placement.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

Explain how own interests
relate to the work
experience placement
selected

□

Own interests: e.g. working with others, being creative, music,
technology, building, caring for animals

□

Work experience placements: e.g. retail, construction, service
industry, theatre

Explain the importance of
the information gathered
before starting the work
experience placement

□

Importance: e.g. the name, address and telephone number of
the work experience placement to help to plan the journey, to
have contact details in case of emergency; time to start work
to ensure prompt arrival; what to wear at work to ensure
safety; the person to report to; break and finish times

Know the
importance of
preparing for a
work experience
placement

1.2
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Learning outcomes

2

Be able to work
effectively with
others in a work
experience
placement for a
minimum of 30
hours

Assessment criteria

Unit amplification

1.3

Explain the importance of
planning the journey to the
work experience placement

□

Importance of planning the journey to the work experience
placement: e.g. to arrive on time, to demonstrate reliability, to
know when to get up, to know when to leave home; to select form
of transport to use, including public transport, bicycle, going on
foot, to know the route, to know of alternative method of transport
in bad weather

2.1

Use the information given at
induction whilst on the work
experience placement

□

Induction: information about the organisation, health and safety,
evacuation procedures, reporting absence and late arrival,
confidentiality

2.2

Outline own role within the
work experience placement

□

Own role: overview of role within organisation, e.g. provide
administrative support, help colleagues, knowing extent of own
responsibilities, knowing the limitations of what they can and
should do and not do

2.3

Carry out a range of tasks
during the work experience
placement

□

Tasks according to setting: e.g. administrative work may include
photocopying, preparing for meetings; working with people may
include talking with clients and caring tasks; service industry work
may include cleaning tasks

□

Follow instructions: listen to instructions, take notes, ask for
clarification or help if required, complete tasks within given
timescales, check with colleagues to make sure the instructions
have been completed to their requirements
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Learning outcomes

3

Be able to work
safely in a work
experience
placement for a
minimum of 30
hours

Assessment criteria

Unit amplification

2.4

Communicate appropriately
with colleagues

□

2.5

Communicate effectively
with others during the work
experience placement

Communicating: e.g. listening to instructions; speaking, e.g.
being clear, using appropriate language for the setting,
explaining what they have done, asking questions, seeking help
when required, keeping relevant people informed of what they
have been doing; writing, e.g. recording completion of tasks

3.1

Identify potential risks and
hazards in the work
experience placement

□

Hazards: the potential to cause harm, e.g. safety, chemicals,
physical, ergonomic

□

Risk: the chance that people could be harmed

□

Location of health and safety information: e.g. fire exit notices on
doors, sector-specific notices such as handling of hazardous
materials

□

Health and safety representative: e.g. who they are, how to
contact them

3.2

28

Report potential risks and
hazards to the ‘responsible
person’ in the workplace
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Learning outcomes

4

Be able to set
realistic job goals
from learning
gained in a work
experience
placement

Assessment criteria

Unit amplification

3.3

Workplace procedures: evacuation procedures, personal protective
equipment, lifting and handling, sector-specific requirements, e.g.
food handling

4.1

Follow workplace procedures
to ensure:

•

own safety; and

•

other workers’ safety

Gather feedback about the
work experience placement
from appropriate people

Learning: e.g. skills and knowledge gained, personal experiences,
what was enjoyable, what was difficult, how challenges/problems
were solved
Appropriate person: e.g. line manager, workplace supervisor, tutor,
training provider

4.2

Use what has been learnt
from the work experience to
set short-term goals

Review: appropriateness of work experience placement in matching
interests, if it met expectations, and how the experience affected decisions
about work and career choices
Short-term goals: e.g. immediate actions, what next, skills to be learned

4.3

Use what has been learnt
from the work experience
placement to set long-term
goals

Long-term goals: e.g. gaining qualification, seeking further training, e.g.
apprenticeship
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Information for tutors

Delivery
Learners will be attending different work settings for their placement experience
and developing their own personal and professional work skills. This unit gives them
the opportunity to learn about the structure and functions of different organisations
and the generic responsibilities and expectations for employees that can be applied
to any work situation. The delivery of this unit allows learners to undertake
independent research, give presentations and participate in discussions. Guest
speakers will help learners relate the content of the unit to the workplace.
Centres will be expected to offer learners a meaningful work placement as part of
their programme of learning. The DfE definition of meaningful work experience is:
•

‘Purposeful, substantial, offers challenge and is relevant to the young persons’
study programme and/or career aspirations.

•

It is managed well under the direction of a supervisor in order to ensure that
the student obtains a genuine learning experience suited to their needs.

•

It ensures that time is well spent: the employer has prepared a structured plan
for the duration of the work placement that provides tangible outcomes of the
student and employer.

•

It provides up-front clarity about the roles, responsibilities and the
expectations of the student and employer.

•

It is reviewed at the end: the employer provides some form of reference or
feedback based on the young person’s performance during their time on the
work placement.’

The work placement may be experiential, i.e. based on one or two short periods of
work experience or work-related learning to test vocational sectors with a view to
progressing future study or employment in that sector; vocational, i.e. focused on a
particular vocational area to complement a study programme; or extended, i.e.
focused on developing employability skills such as self-management, team working,
problem solving, communication, literacy, numeracy and IT skills for learners who
may be on a traineeship or supported internship. It is considered to be good
practice for a work experience placement to last for at least two weeks.
Work placements must be flexible to accommodate the needs of young people. They
must be matched to learners’ interests and aspirations, with learners undertaking
high-quality work rather than simply observing employees or carrying out mundane
tasks.
A written agreement must be made between the centre and employer and the work
placement must be planned in advance with clear objectives. Learners on work
placement must receive a structured induction at the start of the placement, which
provides them with clear objectives
Learners must have the opportunity to receive clear feedback at key stages of the
placement with their employer and centre.
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Outline learning plan
Topic and suggested assignments/activities and assessment
Introduction to the unit
Tutor introduces the unit and its focus on a work experience placement.
Introduction of Assignment 1 – looking at preparing for own work experience
placement covering learning outcome 1.
Learners review own interests using a checklist.
Develop understanding of how interests can be applied in different sectors.
Identify sectors to match own interests.
Learners examine the information they will need about a work experience
placement before they start and reasons why this information is important.
Develop understanding of the importance of planning their journey to the
work experience placement through use of case studies.
Research and support learners to complete Assignment 1.
Introduction of Assignment 2 – working with others in a work experience
placement (learning outcomes 2 and 3)
Develop understanding of the information to be collected during induction, about
the organisation, and of own role in the work experience placement.
Introduction to expectations when working with others in relation to
following instructions and communicating effectively, using case studies.
Examine information needed to work safely in a work experience placement.
Encourage learners to consider the differences between risks and hazards. Use
pictures and videos to identify various risks and hazards.
Review ways to record evidence for Assignment 2.
Undertake work experience placement.
Support learners to complete collection of evidence for Assignment 2.
Introduction of Assignment 3 — setting realistic job goals from learning gained in
work experience (learning outcome 4).
Review the value of the workplace experience in an appraisal interview.
Develop understanding of short- and long-term job goals based on learning
gained from work experience, using scenarios.
Support learners to set realistic job goals as a result of learning gained in
the work experience placement to complete Assignment 3.
Complete unit review and evaluation.
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Assessment
For assessment criterion 1.1, learners could make a list of at least two of their own
interests and then explain how they relate to the work experience placement they
have chosen.
For assessment criterion 1.2, learners could make a list showing the information
needed for their selected work experience placement and give reasons why the
information is important.
For assessment criterion 1.3, learners could highlight important times in their
journey to the work experience placement, for example when to leave the house,
start time, time of transport to show how to arrive on time and demonstrate
reliability.
Learners need to give at least two reasons why they should plan their journey
carefully
Simulation is not appropriate for learning outcome 2.
For 2.1, learners need to demonstrate that they have understood the information
given at induction. This could be by answering questions, by taking part in various
procedures, such as evacuation, and reporting any absences correctly.
For 2.2, learners could compile a portfolio of evidence to show their role and the
tasks that they have carried out during the work experience placement. The
portfolio could contain checklists, witness statements, organisational leaflets,
observations etc.
For 2.3, centres could devise a work experience handbook for learners to complete
when preparing for and taking part in their work experience placement.
Assessment criteria 2.4 and 2.5 could be assessed using observation and witness
statements.
For 3.1, learners should identify at least one potential risk and one potential hazard
from their work experience placement.
For 3.2, learners could send an email to the person responsible, highlighting the
risks and hazards, or have a discussion with them. This would require a witness
statement.
For 3.3, learners can complete a checklist that covers the information required to
evidence each assessment criterion.
A holistic assessment could be a valuable way of assessing learning outcome 4. An
appraisal-style interview is a useful way of reviewing workplace experiences.
For 4.1, learners need to receive feedback from at least two appropriate people on
their work experience placement. Feedback can be written or in the form of a
discussion.
Learners need to show that they are able to make a formal assessment of the value
of the work they have carried out.
Recorded evidence must be available for external verification.
For 4.2, learners provide at least two short-term, job-related goals. They must
show how the goals link to the learning they gained from their work experience
placement.
For 4.3, learners provide at least two long-term, job-related goals. They must show
how the goals link to the learning they gained from their work experience
placement.
32
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Suggested resources
Websites
www.acas.org.uk
www.adviceguide.org.uk
www.gov.uk/browse/employing-people
www.gov.uk/browse/working
www.hse.gov.uk
www.tuc.org.uk
www.workexperience.org
www.worksmart.org.uk
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Unit 2:

Investigating Rights
and Responsibilities at
Work

Unit reference number:

K/503/2847

QCF level:

1

Credit value:

1

Guided learning hours:

10

Unit aim
The aim of this unit is for learners to develop knowledge of employee rights and
responsibilities, employer responsibilities and how the rights of employees are
upheld in the workplace.

Unit introduction
Everyone has the right to work in a healthy and safe environment, the right to be
treated fairly and the right to be respected. This unit provides an introduction to the
concept by discussing basic rights at work.
The laws that have been introduced to protect and support employees will be
considered. Learners will be made aware of the laws and how to find out about
them if they need further information.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

Outline employee ‘rights’ at
work

□

Rights: basic human rights e.g. right to life, freedom, education,
respect and dignity, to own property, equality before the law; rights
at work e.g. healthy and safe environment, working conditions,
respect, privacy of personal information, fair pay/wages, paid holiday
time, right to join and form trade unions

1.2

Outline employee
‘responsibilities’ at work

□

Responsibilities: responsibility to protect, improve and not infringe
others rights; work responsibilities e.g. contractual obligations, health
and safety requirements; appropriate training and development

2.1

Describe the factors that
may affect the rights of
individuals at work

□

Factors affecting rights of individuals: positive images; perceptions
e.g. stereotyping, labelling; unfair discrimination and injustice;
cultural background; ignorance or lack of human rights

2.2

Describe how to respect the
rights of individuals at work

□

How to respect others: appropriate behaviour e.g. use of appropriate
language, politeness in communicating with others, not putting others
in danger or at risk through inappropriate behaviour in the workplace,
showing tolerance and respect for differences and diversity, avoiding
unfair discrimination against others, challenging own perceptions to
ensure fairness of thought and action

2.3

Identify laws that can
protect the rights of
employees at work

□

Laws: laws relating to employee rights e.g. health and safety, working
conditions, salary, equality of opportunity, discrimination, privacy of
personal information (Data Protection Act, 1998)

2

Know employee
‘rights’ and
‘responsibilities’ in
a place of work

Know how the
rights of
individuals are
supported in a
place of work
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Learning outcomes

Assessment criteria

Unit amplification

3

3.1

□

36

Know the
responsibilities of
employers in a
place of work

Identify employer
responsibilities at work, in
regard to:
-

fulfilling a contract

-

health and safety

-

equal opportunities
and prevention of
discrimination.

Employer’s responsibilities: health and safety; working conditions;
contractual; equality of opportunity; confidentiality of employee
information
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Information for tutors

Delivery
Tutors need to be creative in their approach to this unit which is largely based on
knowledge and understanding rather than on skills. Active learning, however, can
still be achieved, for example through learners going into the workplace to interview
employers and employees or through role-playing scenarios. Debate and discussion
should also be encouraged, particularly when defining terminology and considering
rights and responsibilities beyond those enshrined in law.
Learners should be briefly introduced to the concept of rights and responsibilities in
general before they focus on those that relate to the workplace. Discussion might
include human rights, rights and responsibilities set out in legislation and those that
are less formal such as those relating to particular groups or settings (for example
within a school, college, society or club).
Learners would benefit from the opportunity to discuss terms associated with
respecting the rights of others, for example stereotyping, labelling, prejudice,
positive images, discrimination, ageism, racism, sexism, diversity, cultural
background. Simple tasks can be used to help the learner understand these
concepts, for example they could make a list of the things they believe in and
value.
Learners could then consider how this might affect their work. Learners could also
be encouraged to discuss how television or radio or magazine advertisements
influence the way people think of others, for example through gender stereotyping
or generalised perceptions of various cultures, nationalities or age groups.
Discussions could then follow on how this could affect work. For example, women
are often seen taking a domestic role at home and a much smaller percentage of
women have high-paid jobs.
Scenarios could be used as a basis for research into the laws that have been put in
place to protect the rights of individuals at work, for example a colleague or partner
who has become pregnant. What are your colleague’s rights and what rights does
the partner have? What laws are in place to support them? Learners could find out
where they can get help and advice both within the workplace and outside it.
Learners will probably find it useful to relate employer responsibilities to the
particular aspects of rights and responsibilities they have covered when looking at
them from an employee’s perspective. They should be encouraged to think about
how the employer, through meeting their responsibilities, allows employees to
exercise their rights. (For example an employer’s responsibility to maintain a
healthy and safe workplace is put in place to ensure that employees’ right to work
in a healthy and safe environment is observed.)
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Assessment
For 1.1 and 1.2, learners must identify what rights and responsibilities an employee
has in the workplace. Practical examples may help.
For 2.1, learners should be able to give examples of three different factors that may
affect the rights of an individual in a place of work.
The evidence provided for 2.2 could be in the form of an information leaflet or
booklet which explains how we should respect our colleagues at work. Alternatively,
a written explanation or an oral presentation could be an effective method of
assessment.
For 2.3, learners must identify three different laws relating to the rights of
individuals at work. The learner should name the law and provide a brief, basic
outline of the purpose of the law.
In 3.1, the focus is on the employer’s responsibilities. The learner must be able to
describe the employer’s responsibilities at work in regard to fulfilling a contract,
health and safety and equal opportunities/prevention of discrimination. Practical
examples should be given to support each of these areas. At least one example is
required for each area.

Suggested resources
Websites
www.acas.org.uk
www.adviceguide.org.uk
www.gov.uk/browse/employing-people
www.gov.uk/browse/working
www.tuc.org.uk
www.worksmart.org.uk
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Unit 3:

Self-Management Skills

Unit reference number:

T/503/2835

QCF level:

1

Credit value:

2

Guided learning hours:

20

Unit aim
The aim of this unit is for learners to understand the importance of selfmanagement for employees and to develop time-management skills for work.

Unit introduction
Employees need to be able to manage themselves appropriately in order to stay
safe and healthy at work and to make a positive contribution to the workplace. This
unit focuses on the importance for employees of being able to manage themselves
in the workplace.
Learners are asked to demonstrate time-management skills and carry out an
evaluation of their performance. Areas in which learners will find out more about
the importance of self-management include prioritising time and tasks during the
working day, being mindful of daily objectives at work and taking breaks at
appropriate times.

Essential resources
There are no special resources needed for this unit.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

Outline reasons for selfmanagement in the
workplace

□

Self-management in the workplace: reasons e.g. contributing to own
health and wellbeing build self-esteem and confidence, better working
relationships with peers and other colleagues, appreciated more by
others, can perform work more comfortably and easily

1.2

Identify areas which need
time management in the
workplace

□

Areas which require time management: e.g. daily tasks and activities,
weekly tasks and activities, longer-term tasks and activities, lunch
breaks and tea breaks, starting and ending tasks, working individually
on a task or activity, working with others on a task or activity

1.3

Explain reasons for taking
breaks during the working
day

□

Reasons for taking breaks: benefits of regular breaks e.g. enhances
personal health and wellbeing, able to do job more effectively,
improves concentration, accidents less likely; opportunity to speak
informally to other colleagues during a tea break or lunch break

2.1

Carry out tasks and
activities in an appropriate
prioritised order

□

2.2

Carry out tasks and
activities to achieve agreed
objectives for a working day

Time management and taking breaks: planning time for tasks and
activities e.g. prioritising most important activities and allocating an
appropriate amount of time to do them; understanding that tasks and
activities should be prioritised according to given daily objectives;
allow time for taking breaks e.g. lunch break, tea breaks, breaks for
health and wellbeing purposes

2.3

Take breaks during the
working day

2
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Understand selfmanagement for
work

Be able to
demonstrate time
management skills
for work
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Learning outcomes

Assessment criteria

Unit amplification

3

3.1

Outline aspects of time
management which went
well when carrying out the
tasks and activities for the
working day

□

Review of performance: deciding whether or not effective time
management skills were demonstrated during the working day;
talking about what went well

3.2

Outline aspects of time
management which were
less successful

□

What did not go so well: e.g. remembered to take regular breaks from
looking at the computer screen, but forgot to check time during lunch
break so returned late to desk

Be able to assess
own time
management skills
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Information for tutors

Delivery
This unit may be delivered in the workplace, in the context of a work placement or
volunteering commitment, or in a simulated situation in a school or college. It is
expected that the self-management skills listed within the unit are those which
need to be demonstrated by learners within an educational context as well as by
employees, therefore learners will likely already be aware of a range of selfmanagement skills in a general context.
Tutors/line managers could use copies of organisational procedures for different
types of organisation as appropriate for example school or college organisational
procedures for staff and/or students relating to self-management (or if in the
workplace, copies of the procedures for that workplace). Relevant training or
developmental courses or exercises relating to self-management (for example time
management, ‘mock’ work tasks and ‘in-tray exercises’, health and safety, personal
management) are also useful resources.
Learning outcome 1 could be delivered through group discussion or through
discussion between the learner and their line manager or another appropriate
person familiar to the learner. Tutors/line managers could provide the group or
individual learner with prompts and facilitate the discussion to help learners
understand the importance of managing themselves and to start to think about the
benefits of doing this. Learners could create a poster or leaflet to show their
competence in achieving learning outcome 1. Learners should be encouraged to
understand how they contribute to their own health and wellbeing in managing
their time effectively, and why it is important that they look after themselves.
Tutors may wish to use organisational procedures and health and safety policies as
a background to show learners the types of responsibilities employees have for their
health and wellbeing and also the general ways in which the workplace can support
employees in this.
Learning outcome 2 could be delivered in a variety of ways. If in a work situation,
learners could carry out their normal daily activities while being observed by their
supervisor, line manager or another responsible person. In a simulated situation,
learners could be given (or agree with their tutor) a scenario for the workplace
which enables them to demonstrate self-management skills. Tutors may wish to
spend time with learners in preparation for the demonstration, for example carrying
out a simulated activity in which the tutor, supervisor, line manager or other
observer provides help or support to the learner by pointing out, for example,
health and safety issues that the learner may have missed. They may also wish to
discuss and agree the activities which the learner will demonstrate, in advance of
the demonstration.
Learners must be comfortable with the expectations of the demonstration and the
way in which they will be assessed, for example if it is an observation, then they
should be comfortable with the presence of an observer who may not necessarily
offer advice and support during the assessment.
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Learning outcome 3 could be delivered through a one-to-one discussion between
the tutor or line manager and the learner. Learners and tutors/line managers would
discuss how the learner did in their demonstration and learners would be able to
discuss what they felt went well.

Assessment
For 1.1, the learner needs to give two reasons why employees need to manage
themselves in the workplace.
For 1.2 and 1.3, the learner must be able to identify at least two self-management
skills related to time management. They should also be able to describe why taking
appropriate breaks is important. The learner should be able to set their selfmanagement skills clearly in a work-related context. Evidence to support this can
be either in a written format, for example records of group or individual discussion
(written by the tutor or learner with sign-off from the tutor) or video/audio
recording.
For 2.1, 2.2 and 2.3, the learner must be able to demonstrate self-management
skills within the workplace. The focus is on time management as mentioned above
and may be carried out as part of a real working day or as a simulated activity. The
learner must be able to demonstrate that they can carry out more than one activity
(for example, managing a list of tasks and taking a break for health and safety
reasons). The learner should be able to show how they prioritise their tasks and
activities to achieve agreed daily objectives. These daily objectives should be
agreed in advance of the demonstration. The learner should also be able to
demonstrate how to take appropriate breaks during their working day. The learner
must be able to demonstrate that they understand what they are doing, although
tutors and others may support and prompt them.
The demonstration should be observed either by the tutor or another person
designated to assess the learner (for example a line manager or supervisor). The
observation should form the basis of a discussion with the learner about their
performance for 2.1, 2.2 and 2.3. This observation can take the form of a written
statement by the tutor or line manager (which would support good practice for
appraisal and review in the workplace) or a video with supporting commentary or
statement from the tutor or line manager.
For 3.1 and 3.2 the learner must carry out a review of their performance in which
they identify at least one aspect that went well (for example being able to meet all
their daily objectives) and one aspect that did not go so well (for example not
planning in any time for reading emails first thing in the morning). It is appropriate
for the tutor, line manager or a colleague to offer constructive criticism and for
learners to include this feedback in their review of performance (if they accept it).
However, the learner’s self-evaluation should represent their own views on their
performance and should be recorded independently.
Evidence to support 3.1and 3.2 can be either written for example through written
statements from the learner on the review of their performance and/or supporting
statements from the tutor, line manager or other person involved in the discussion
and review, or presented through a video or taped discussion.
Written statements by the learner do not have to be lengthy and can be discussed
and agreed with the tutor/line manager in advance.
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Suggested resources
Websites
www.gov.uk/browse/employing-people
www.gov.uk/browse/working
www.lifecoachexpert.co.uk
www.monster.co.uk
www.worksmart.org.uk/career
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Unit 4:

Building Working
Relationships with
Colleagues

Unit reference number:

D/503/2845

QCF level:

1

Credit value:

2

Guided learning hours:

20

Unit aim
This unit introduces learners to the skills needed to interact in a positive and
constructive manner with a range of colleagues in the workplace. The emphasis of
the unit is on the practical skills required for successful communication with
colleagues.

Unit introduction
Any employee or potential employee should understand why people skills are
important to them in their career and also to the organisations in which they may
work. Much depends on the ability of individuals to cooperate and get on with one
another in the workplace and the causes of discontent at work are often attributed
to ‘people problems’.
Learners will find out about different types of colleagues, how to communicate
appropriately with colleagues and the importance of carrying out their own tasks or
responsibilities in line with the expectations of their peers.

Essential resources
Learners must participate in activities that involve colleagues, whether in a real
workplace or simulated environment.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

Identify different types of
colleagues an employee
needs to interact with at
work

□

Different types of colleagues: colleagues from other parts of the
organisation, other departments or other offices e.g. head office,
local and regional offices; colleagues in different sorts of jobs or roles
e.g. managers, employers, owners, supervisors, line managers,
peers, senior staff, external staff, part-time and full-time employees

1.2

Outline why an employee
needs to get on well with
each type of colleague

□

Importance of getting on with other people: benefits of constructive
working relationships e.g. personal satisfaction and enjoyment of
work environment, learning skills from others through positive
working relationship, pleasant atmosphere in workplace; effects of
poor working relationship on self and on others e.g. hinders
teamwork, creates unpleasant atmosphere in workplace, lowers
standards of customer service, damages health or wellbeing due to
stress caused

2.1

Complete a task as
instructed by employers
and/or managers

□

Complete tasks according to instructions: showing you have listened
to and understood instructions e.g. asking questions if something is
unclear, confirming when you expect to complete the task; knowing
where to get help or support if needed e.g. from tutor, line manager,
team member, training guide, instruction document; carrying out
task on time and according to given brief e.g. posting meeting
agenda five working days before the meeting, as requested by
supervisor

2
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Know why it is
important to get
on well with
colleagues

Be able to work
with employers
and/or managers
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Learning outcomes

3

Be able to work
with peers in the
workplace

Assessment criteria

Unit amplification

2.2

Use appropriate language
and tone when
communicating with
employers and/or managers

□

Use appropriate language and tone with employers and/or
managers: some types of language and tone are inappropriate,
either by way of workplace code of conduct or social standards e.g.
obscene language, sexist remarks, sarcasm, shouting at people;
positive consequences of communicating appropriately e.g. shows
good manners, creates good impression of the individual’s
communication skills; negative consequences of using inappropriate
language e.g. a sarcastic remark could offend employer or manager

3.1

Use appropriate language
and tone when
communicating with peers

□

Use appropriate language and tone with peers: some types of
language and tone are inappropriate, either by way of workplace
code of conduct or social standards e.g. obscene language, sexist
remarks, sarcasm, shouting at people; positive consequences of
communicating appropriately e.g. building mutual respect, helping to
create a positive atmosphere in the workplace, improve team work;
negative consequences of communicating inappropriately e.g. using
sexist language could lead to warnings from line manager,
allegations of harassment

3.2

Contribute ideas and
opinions in a way that peers
find acceptable

□

Contributing ideas and opinions: express own ideas or suggestions to
others without being aggressive, rude or disrespectful; accepting
right of others to question or disagree with your ideas or suggestions

3.3

Carry out their own role or
task in line with the agreed
or designated expectations
of their peers

□

Carry out task/role according to agreed expectations: know
expectations of peers based on agreed tasks, behaviours or course of
action e.g. peers expect you to take your turn in clearing fax tray as
agreed at the team meeting; being reliable and dependable in your
interaction with peers e.g. carrying out task within the deadline
given, offering to put something right if you make a mistake
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Learning outcomes

48

Assessment criteria

Unit amplification

3.4

□

Seek and accept help,
guidance and feedback from
peers when appropriate

Seek and accept advice, help, feedback from peers; knowing
appropriate ways to request advice, help or feedback e.g. ask for
advice politely, explain why you would like feedback, state exactly
what help you would like; being able to accept advice, help or
feedback e.g. show you have thought about the advice, help or
feedback by listening, asking questions, thanking a peer for their
advice, help or feedback, being respectful when you don’t agree with
some of the advice, help or feedback given
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Information for tutors

Delivery
Evidence for this unit could be gathered through a part-time job, work experience
or simulated activity. Learners should be encouraged to reflect on the full range of
people who they might encounter in the workplace (excluding customers or clients).
If learners have no current access to the workplace but have previously been
employed, they might find it useful to draw on this experience wherever
appropriate. Group activities, where some members of the group have workplace
experience, will support those learners who have none.
For learning outcome 1, learners might find it useful to discuss different examples
of peers and managers and/or employers as a starting point, but should also be
challenged to think more widely, as appropriate to the context (for example
external colleagues; contractors such as cleaning or catering staff, colleagues from
other office locations and departments), considering basic hierarchies where these
exist.
Before demonstrating the behaviours required for learning outcomes 2 and 3,
learners would benefit from spending some time identifying what these behaviours
might be. This could be done through group discussion, presentations, interviews or
film clips of workplace situations.

Assessment
For 1.1, the learner needs to identify at least two examples of different types of
colleagues with whom they might need to interact positively in the workplace.
In achieving 1.2, the learner needs to outline why it is important to have a good
relationship both with managers/employers and their peers. The learner must be
able to state why it is important for them, the other people they work with and for
the organisation as a whole, that they as individuals get on well with others. The
learner is likely to refer to the benefits of positive interaction but they may also
refer to the consequences of negative behaviours as they can also contribute to the
evidence for 1.2.
For 2.1–3.4, the learner must demonstrate, either in the workplace or through
simulation that they are able to get on with, and behave appropriately towards,
employers/managers and with peers. Witness statements, checklists or video
evidence would all be useful ways to record these behaviours.
For 2.1, the learner must show an ability to act on a manager or employer’s
instructions by carrying out a straightforward task according to a given brief.
For 2.2 and 3.1, the learner needs to show that they understand that respect and
courtesy should be extended to all colleagues in the workplace. The learner will
demonstrate an ability to communicate appropriately with both their peers and
those in more senior positions, using appropriate language level and tone. At least
one example of effective communication with peers and one example of effective
communication with an employer/senior colleague is required.
For 3.2, the learner must demonstrate at least one example of their ability to
communicate ideas, thoughts, suggestions or opinions in a way that is not offensive
to others. The learner should also show they understand the concept of tolerance by
accepting the right of peers to disagree with their ideas.
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In achieving 3.3, the learner must provide evidence that they can perform at least
one role or task in line with the expectations or suggestions that have been agreed
with a peer or peers, for example showing a peer how to use a new piece of office
equipment, being responsible for taking up a collection for a colleague’s leaving gift,
not encroaching on the desk space of another colleague.
For 3.4, the learner must be able to demonstrate, or refer to, at least one example
of when they sought advice, guidance or assistance from peers, or when it would
have been appropriate to seek advice, guidance or assistance from peers.

Suggested resources
Websites
www.lifecoachexpert.co.uk
www.worketiquette.co.uk/
www.worksmart.org.uk/career
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Unit 5:

Building Working
Relationships with
Customers

Unit reference number:

H/503/2846

QCF level:

1

Credit value:

2

Guided learning hours:

20

Unit aim
The aim of this unit is to raise the learner’s awareness that how they present
themselves and deal with customers and clients can have a direct effect on the
company or organisation. Learners consider and apply organisation protocol for
dealing with customers.

Unit introduction
Being able to deal appropriately with customers or clients is a skill that significantly
enhances an individual’s prospects for employability or progression in the
workplace. This unit introduces learners to the vital concept of treating customers
or clients properly: why it is important and how it can be achieved.
Learners will consider basic organisational rules for customer relations, how to
follow organisational procedures in this regard and when to refer customers
elsewhere for assistance. The unit will also ensure that learners understand that
their interactions have a direct effect on the way in which customers or clients view
the organisation as a whole.

Essential resources
Learners need access to examples of customer service protocols and need to
participate in customer service activity, whether in a real workplace or simulated
environment.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

Identify positive ways of
presenting self to customers
or clients, including
appearance, manner and
language

□

Positive self-presentation: appearance e.g. good personal hygiene,
clean, suitable clothing; manner e.g. appropriate, positive body
language, tone of voice, facial expressions; language e.g. polite,
friendly, language level not too informal or formal

1.2

Outline effects of presenting
self positively on a customer
or client

□

Consequences of positive self-presentation: helps customers form
favourable view of the individual and organisation they represent;
customers’ positive views have effect on business/patronage e.g.
more likely to make use of the company’s goods/services again, likely
to recommend the organisation’s product/service to others

1.3

Outline effects of presenting
self negatively on a
customer or client

□

Consequences of negative self-presentation: might cause customers
to form unfavourable view of the individual and organisation they
represent; customers’ negative views have effect on
business/patronage e.g. less likely to make use of the company’s
goods/services again, might make complaints against organisation,
put off other customers by telling them about their negative
experience

2.1

Outline the basic rules in an
organisation for dealing with
customers or clients

□

Protocols for dealing with customers/clients: different protocol
methods e.g. written, verbal; different parts of protocol e.g.
introducing yourself to customers, answering customer queries,
dealing with complaints and returns/refunds, rights of the customer;
knowing where to get help or support in applying the protocols or
clarifying protocols that are not clear

2
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Know that the way
of presenting self
makes an
impression on a
customer or client

Know that
organisations
normally have
protocols for
dealing with
customers or
clients
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Learning outcomes

Assessment criteria

Unit amplification

3

3.1

Follow an organisation’s
protocols to provide answers
to straightforward customer
queries or to carry out
straightforward customer
requests

□

Responding to questions and requests: responding to customer’s
request/question/enquiry in appropriate manner and in line with
organisation’s relevant protocols e.g. answering customer’s question
accurately and within designated timeframe, carrying out customer
request in a pleasant manner

3.2

Demonstrate polite
behaviour towards
customers

□

Polite behaviour: following given protocols in interacting with
customers e.g. greeting customer in a friendly manner, paying
attention to customer’s enquiry/request/question, allowing customer
to speak without interruption, thanking customer for their enquiry

3.3

Identify situations when it is
necessary to refer the
customer to another
colleague or department

□

Referring customers elsewhere: recognising why/when it is necessary
to refer customer’s enquiry/request to someone else e.g. due to lack
of authority to deal with a specific request, lack of knowledge in area
which the customer is enquiring about, organisational protocols state
that client/customer should be referred to another colleague or
department

Be able to interact
positively with
customers or
clients in line with
given protocols
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Information for tutors

Delivery
Evidence for this unit could be gathered through a part-time job, work experience
or simulated activity. Guest speakers, learners interviewing someone from a
customer service role, case studies and film or video clips could all aid learner
understanding and enhance the delivery of the unit. If learners have no current
access to the workplace but have previously been employed, they might find it
useful to draw on this experience wherever appropriate. Group activities, where
some members of the group have workplace experience, will support those learners
who have none.
Learning outcome 1 and learning outcome 3 could be delivered in a variety of ways.
If in a work situation, learners could carry out their normal daily activities while
being observed by their line manager or another responsible person. In a simulated
situation, learners could be provided with (or agree with their tutor) a scenario for
the workplace which enables them to demonstrate customer service skills.
Tutors/line managers may wish to spend time with learners in preparation for the
demonstration or observation, for example carrying out a simulated activity in
which the tutor, line manager, supervisor or other observer provides help or support
to the learner. They may also wish to discuss and agree the behaviours or activities
which the learner will demonstrate in advance of the demonstration or observation.
In delivering learning outcome 2, it would be helpful to give learners the protocol of
a particular organisation as an example. Alternatively, where they have access to
the workplace, the learner could request a copy of that organisation’s protocol.
Some smaller organisations might not have a written protocol. In this case, it would
be sensible to use a written protocol from another organisation rather than the
verbal description a learner might be offered in the workplace.

Assessment
For 1.1, the learner must show understanding of a positive manner, positive
appearance and use of appropriate language. They need to evidence at least one
example of each positive attribute through role-work, discussion with others or by
actually demonstrating each of these positive attributes in a workplace setting. It
would be appropriate for the learner to describe or demonstrate these behaviours in
a specific context, but the learner should be aware that what is appropriate in one
context is not necessarily appropriate in another (for example working at a go-kart
track versus working in a library).
For 1.2 and 1.3, at least two examples of the effects of negative self-presentation
and two examples of the effects of positive self-presentation are required. In their
descriptions, the learner must identify the effects of self-presentation on the
customer’s view of the employee and of the organisation as a whole (for example, a
rude employee makes the customer think that the employee does not care about
their request and that the organisation does not value or respect its customers).
For 2.1, the learner needs to extract, from the written protocol of an organisation,
the key ‘rules’ for dealing with customers. Tutors/line managers should provide
either a protocol from the learner’s own workplace or from another appropriate
workplace.
54
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For 3.1—3.3, either in the workplace or through simulation, the learner must
demonstrate basic levels of customer service in line with the protocol they have
considered in 2.1. Witness statements, checklists or video evidence would be useful
ways to record this activity. The learner must behave in a way that is consistent
with the protocol throughout the activity, but they do not need to provide evidence
of every aspect identified in 2.1.
For 3.1, the learner must provide accurate answers to straightforward customer
questions about goods or services, for example, ‘Do you sell stamps?’ or meet
straightforward customer requests about goods or services, for example, ‘Could you
please show me where the photocopier is?’ Two examples of meeting a customer
request or question are required.
For 3.2, the learner need to demonstrate at least two instances of appropriate and
polite communication with a customer such as showing that they are listening
attentively to the customer; using appropriate body language and facial
expressions, using appropriate, polite language; greeting the customer
appropriately; being friendly in attitude and manner.
For 3.3, the learner must identify at least two instances when they are unable to
deal with a customer request or question and should recognise that they therefore
need to refer the customer to someone else in the organisation (for example
another colleague or a different department). It would be appropriate for the
learner to identify these instances in a specific context. Where the learner has
access to the workplace, they could identify the instances for referral within the
context and protocol of that organisation. Alternatively, a simulated workplace
situation using an appropriate written protocol could be used.

Suggested resources
Websites
www.keepcustomers.com
www.worketiquette.co.uk/
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Unit 6:

Solving Work-related
Problems

Unit reference number:

K/503/2850

QCF level:

1

Credit value:

2

Guided learning hours:

20

Unit aim
The aim of this unit is for learners to understand problems affecting individuals in
the workplace and develop knowledge of how to solve a work-related problem.

Unit introduction
A range of different issues and problems is likely to occur in the workplace. It is,
therefore, important for learners to understand why problems may occur for
individuals at work and to be able to select an appropriate problem-solving
strategy. This includes knowing where to find sources of support or information that
could help in solving a problem.
This unit focuses on helping learners to select problem-solving strategies, drawing
on their own experience and that of others and understanding how to apply a
specific problem-solving strategy to a workplace problem.

Essential resources
Learners need access to appropriate sources of information about workplace
problems and how to solve them.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

Describe common problems
that arise for individuals at
work

□

Common problems: insufficient resources; equipment
breakdown/failure; not understanding instructions; new equipment
introduced to the workplace; disagreement or difficulty with
colleagues;

1.2

Outline the main causes of
problems that arise at work

□

Reasons why problems arise at work: because of differences of
opinion; new situations or changes in current situation;
misunderstandings or poor communication; poor or insufficient
instructions; inadequate management; lack of knowledge in a
particular area or task

2.1

Identify sources of help
appropriate to a particular
problem

□

Sources of help: e.g. colleagues, managers, supervisors, workplace
procedure manuals, training manuals, posters, leaflets, instruction
manuals, human resources manager, complaints policy, union
representative

2.2

Present information and/or
advice for a workplace
problem from sources of
help

□

3.1

Outline problem-solving
strategies

□

2

3

Understand
problems that
individuals may
face at work

Know how to find
help for problems
which arise at
work

Know how to find a
solution to a
workplace problem

Problem-solving strategies: find out all information required; use all
sources of help; consider all possible solutions; consider options of
different approaches e.g. advantages and disadvantages of possible
solutions
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Learning outcomes

4

58

Know how to apply
a strategy to solve
a workplace
problem

Assessment criteria

Unit amplification

3.2

Suggest solutions to a
workplace problem which
draw on own previous
experience and that of
others

□

Solutions: e.g. read a manual for an IT-related problem, have a
discussion with a manager regarding a disagreement with a colleague,
consult with human resources manager over difficulties with contract,
check own notes or colleague’s notes regarding a similar problem
solved in the past

3.3

Suggest solutions to a
workplace problem which
draw on information/advice
gained from sources of help

3.4

Select a problem-solving
strategy to solve a
workplace problem from
possibilities identified

3.5

Outline reasons for choosing
a specific problem-solving
strategy

4.1

Describe how the problemsolving strategy selected will
be put into practice in
relation to a particular
problem/issue

□

Applying the strategy: make informed decision after gathering all
relevant information; choose course of action; amend action if
necessary; review effectiveness of strategy
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Information for tutors

Delivery
A wide range of delivery methods may be used to teach this unit, including
tutorials, presentations, interviews, video and worksheets. As many practical
activities as possible should be included to help learners relate to the content of the
unit.
The tutor/line manager could start delivery of this unit with learning outcome 1, by
discussing a range of different problems or issues that arise at work. Learners can
refer to their own experiences which will make the content of the unit relevant to
them. Learners could be encouraged to ask friends and colleagues about issues or
problems that have arisen at work. Learners may be given a case study that
discusses work-related problems and could answer questions on a worksheet
related to the case study.
For learning outcome 2, learners could be given practical experience of using real
sources of help. A range of workplace procedure manuals, training manuals,
posters, leaflets and instruction manuals could be made available for learners to use
in order to access specific information. Learners could work in pairs to source
information and report back to the rest of the group.
Learning outcome 3 may be delivered through scenarios which offer options for
solutions to workplace problems, followed by a discussion about the reasons for the
solutions chosen. Learners could come up with a range of possible solutions through
discussion with their peers, compiling useful information from a range of sources,
and talking their ideas through with a tutor.
Guest speakers may be able to describe real workplace problems to learners. This
would help learners to understand how to apply appropriate problem-solving
strategies. A range of real workplace problems could be given to learners as case
studies in order for them to analyse the appropriate strategies to use. Learners
could come up with a range of possible solutions through discussion with their
peers, compiling useful information from a range of sources and talking their ideas
through with a tutor/line manager.
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Assessment
For 1.1, the learner needs to describe three problems that may arise for individuals
in the workplace.
For 1.2, the learner need to describe three causes of problems or issues that arise
at work. This may be a generic response or related to the problems described in
1.1.
A particular workplace problem or issue need to be identified for 2.1 and three
appropriate sources of help must be suggested by the learner.
For 2.2, the learner needs to identify (from the three sources given in 2.1)
information that is useful to solving the problem.
For 3.1, the learner needs to outline strategies for solving problems.
For 3.2, the learner must give two appropriate solutions to the particular problem
identified in 2.1, using information supplied by other people, for example human
resources staff.
For 3.3, the learner must suggest two appropriate solutions to the particular
problem using other sources (which are not ‘people based’), for example the
company’s website or a training manual.
For 3.4, the learner needs to identify the most appropriate solution to solving their
problem from the two solutions given in 3.2 and the two solutions given in 3.3.
For 3.5, the learner is required to give two reasons why they have chosen the
problem- solving strategy given in 3.4. The reasons could be straightforward and
brief but must be clearly linked to the particular problem-solving strategy given in
3.4.
For 4.1, the learner must describe the steps they need to take when putting the
particular problem-solving strategy into practice. The focus of the assessment is
decision making about solutions, not the execution of the solution.
All the learning outcomes for this unit could be presented in the form of a leaflet or
poster. Alternative methods of evidencing, such as video evidence or a discussion
with the tutor accompanied by a tutor statement, can be used.

Suggested resources
Websites
www.gov.uk/browse/employing-people
www.gov.uk/browse/working
www.jobseekersadvice.com
www.lifecoachexpert.co.uk
www.monster.co.uk
www.worksmart.org.uk
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Unit 7:

Searching for a Job

Unit reference number:

D/503/2831

QCF level:

1

Credit value:

1

Guided learning hours:

10

Unit aim
The aim of this unit is for learners to develop knowledge of how to conduct a search
for potential jobs which match their skills and interests.

Unit introduction
Looking for a job can be challenging and time consuming. Before starting the
search, it is important to know what skills you have, what you are interested in and
where to look for appropriate employment opportunities. The focus of this unit is on
learners demonstrating their skills in knowing where and how they can most
effectively identify potential jobs. Learners will find out how to make choices about
the most appropriate ways to search for jobs and the most appropriate jobs to
search for, based on an understanding of their own skills and interests.

Essential resources
Learners need access to sources of information about where and how to search for
specific types of jobs (such as magazines, newspapers, the internet, other people,
Jobcentres). They will also need access to examples of relevant job advertisements
(real or simulated).
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

1

1.1

Outline different sources of
information about jobs

□

Sources of information about jobs: there are a range of different
sources which provide information on job vacancies e.g. recruitment
agencies, internet sites, newspapers, magazines and journals,
Jobcentres; different sources carry different types of job adverts e.g.
trade journals carry job adverts specific to a particular sector or
industry

1.2

Outline the assistance
provided by different
recruitment services

□

Recruitment services: locations of recruitment services e.g. job
centres, recruitment agencies, local community noticeboards,
advertisements inside or outside shops, offices, restaurants or other
places of work, local newspapers and other local publications, national
press, internet, self-employment, HR departments of
organisations/companies, word of mouth

□

Assistance provided by recruitment services : sources which provide a
recruitment service to employers and jobseekers e.g. employment
agencies, job centres; sources which recruit directly for an
organisation/company e.g. HR departments, company websites;
sources that provide advertisements or other information about
potential job opportunities e.g. community noticeboards, newspapers

□

Skills and interests: ‘hard’ skills gained through either completing a
training course or through education or previous work experience;
‘soft’ skills e.g. personal qualities and talents, interests e.g. hobbies,
preferences and aspirations

2

62

Know sources of
information about
jobs

Know how to
recognise own
interests and skills
for job roles

2.1

Identify own interests and
skills for employment

Unit amplification
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Learning outcomes

3

Know how to
search for job
vacancies

Assessment criteria

Unit amplification

2.2

Identify potential job roles
which match own skills and
interests

□

Matching to potential job roles: the potential job role should ideally
match the learner’s ‘hard’ and ‘soft’ skills; important and less
important factors in deciding the appropriateness of a potential job
role e.g. location, working hours, salary, job description, type of
industry, size of organisation

3.1

Outline relevant information
to look for in job adverts for
potential jobs

□

Information in job adverts: relevant terminology e.g. abbreviations
and descriptors commonly used in job advertisements e.g. ‘CV’, ‘MD’,
‘O.T.E’, ‘PA’, ‘team player’, ‘hands-on approach’, ‘flexible attitude’;
different types of information contained in a job advert e.g. location,
skills needed for the job, salary and benefits, length of contract,
opportunities to receive training, promotion or learn new skills;
recognising key words in job adverts that match own skills, interests
and personal circumstances e.g. ‘would suit someone with an interest
in sport’, ‘full driving licence required’

3.2

Identify appropriate
methods to search for
potential job vacancies

□

Appropriate methods to search for jobs: conducting the job search
according to what the learner requires from a job e.g. using local
sources such as local newspapers, Jobcentres, neighbours and friends
to search for jobs in the local area, searching the vacancies section of
a company or organisation website if the learner wishes to work for
that particular company or organisation, using internet job sites or
national newspapers if the learner wishes to find a job outside their
local area
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Information for tutors

Delivery
A wide range of delivery methods can be used in this unit, for example tutorials,
presentations, video, discussions with those in the world of work, worksheets and
internet sources. As many practical activities as possible should be included to help
learners relate to the unit content.
By combining various aspects of the unit, tutors should be able to cover all the
learning outcomes through practical activities.
As the emphasis of this unit is on allowing the learner to identify potential jobs,
based on an understanding of their own skills and interests, the tutor could start
delivery of this unit by asking learners to make a list of jobs that interest them.
Learners should be encouraged to describe their skills and interests through group
discussion or with a tutor. In describing their skills and interests, they should
understand how these can be used to identify potential job roles — this could be
related to the type of job they are interested in (for example administration,
customer service) or specifically to a sector area (for example health and social
care, construction, retail) and the particular features of individual job roles such as
working hours, work location etc. The learner’s skills and interests may also be
related to other qualifications they are undertaking which may help to identify
potential job roles.
To develop knowledge of potential job sources, learners should investigate the
range of job sources available to them. These could be job agencies such as
employment agencies or Jobcentres, services such as careers advisers, or sources of
information such as newspapers, trade journals and internet sites. Learners should
also know that some job vacancies can be brought to their attention by other
means, such as word of mouth.
Learners could visit the Jobcentre or an employment agency. On returning to the
college, school or place of learning, learners could record their information about
the roles and functions of these services and potential jobs to suit their skills,
abilities and interests.
To identify appropriate job roles, learners could carry out further directed
investigation into potential job roles, for example by reading about potential areas
of work on the internet or in careers publications, or by talking to people who work
in a similar area.
For learning outcome 3, learners could work in groups to analyse the information in
real job adverts and answer questions on a worksheet about the key words and
terminology used.
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Assessment
For 1.1, the learner must give brief details about four different sources of
information about job vacancies. This could take the form of a presentation, leaflet
or poster which includes the information required for 1.2.
To meet 1.2, the learner needs to give clear information about the assistance
provided by the recruitment services described in 1.1.
For 2.1, the learner needs to identify their interests and skills and for employment.
Evidence may be recorded in the form of a skills audit.
For 2.2, the learner needs to match their skills and interests to two potential job
roles. Learners should be able to select the most appropriate job roles based on
how closely they match their skills and interests. This information could be
presented in the form of a chart or checklist.
For 3.1, the learner needs to identify information in job adverts that will help them
in carrying out a job search to match their skills and interests, for example how the
skills requirements section of a job advert can help them to narrow down their
search.
The learner may use either job vacancies for which they will be applying or in which
they have a genuine interest.
For 3.2, the learner needs to identify three sources of information available to
search for potential jobs (although they will not be expected to use all of these to
search for potential jobs). Tutors may wish to give learners a range of appropriate
sources to choose from at this level.

Suggested resources
Websites
www.gov.uk/browse/employing-people
www.gov.uk/browse/working
www.learndirect.co.uk/
www.monster.co.uk
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Unit 8:

Applying for a Job

Unit reference number:

H/503/2832

QCF level:

1

Credit value:

1

Guided learning hours:

10

Unit aim
The aim of this unit is for learners to develop understanding of ways to apply for a
job and develop the skills to present relevant job application information in an
appropriate and accurate way.

Unit introduction
The various methods of applying for a job differ in their requirements and the type
of information requested of the applicant. The focus of this unit is on learners
understanding how to apply for a range of job vacancies, but they will need to
actually apply for only one job to achieve the unit.
Learners will gain an understanding of how and when different types of methods are
used for applying for employment. They will find out how to gather the relevant
information to support a job application and develop skills to present job application
information in an appropriate and accurate way.

Essential resources
Learners need access to examples of real or simulated job application forms and
examples of other job application documents such as CVs and covering letters.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

Outline different methods of
applying for a job

□

Different methods of applying: different formats for internal/external
applications e.g. application forms, CVs, covering letters, applications
via a website, applying in person

1.2

Explain why different
methods of applying for a
job are used

□

Reasons different methods of applying are used: method of applying
may be linked to the type of job e.g. requirement to provide covering
letter may suggest job role requires good communication or written
skills, use of online application form may suggest job role requires
computer skills

2.1

Present relevant information
collected for a job
application

□

Information for job application: person specification for job; job
description; different types of information needed for a job application
e.g. personal details, skills, previous work experience, education and
training;

2.2

Complete a job application
form accurately

□

knowing which items of personal information to include and what to
leave out e.g. age, gender, address, telephone number; knowing
whether you are eligible to work in the country legally;

2.3

Complete a CV for a job
application in a given format

□

recognising that certain items of information fit certain parts of the
job application form; using templates and examples as a guideline

2.4

Present an appropriate
covering letter for a job
application

□

Apply for a job using an application form, CV, covering letter:
accurate information including only relevant and appropriate
information; following accepted guidelines for the format and content
of a CV, following accepted guidelines for the format and content of a
covering letter

2

Understand
different methods
of applying for jobs

Be able to
complete a job
application
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Information for tutors

Delivery
The unit has been designed to make delivery of the key topics practically based
wherever possible.
The tutor could start delivery of this unit by providing a range of job application
forms and CV templates of a suitable level for learners working at Level 1. Learners
could work in groups to think about the information they need to prepare to be able
to complete them. Alternatively, learners could collect different application forms
for different jobs. They could telephone, email or write to request the forms.
Examples of covering letters could be provided. Learners could work in groups to
produce a checklist of the information to be provided in a covering letter.
As part of learning outcome 1, a question-and-answer session could determine
reasons why different methods of applying for job are used. For example, some
employers will want to see more of a learner’s ability to express themselves in
writing, hence a request for a CV and covering letter, while other employers will
simply need to see the learner’s experience to date with some writing on an
application form.
Reasons given in the question-and-answer session could be collated on a
board/flipchart.
For learning outcome 2, learners could work independently to collect the
information required to complete a job application. The job application may be real
or simulated, and can either have been chosen by the learner or given to them.
However, the learner and the tutor must discuss and agree that this is a suitable
job based on the learner’s skills and interests, so that the application is relevant to
them.
Learners may be given a CV template and a template for a covering letter into
which they can put their personal information.
Guest speakers could be invited to speak to learners about the importance of
correctly presenting information on applications forms, CVs and covering letters and
correctly following specific instructions.
Learners should be encouraged to practise presenting applications appropriately
and discuss with their tutor any concerns they may have so that they are able to
present documents in a format which is suitable for the employer. They should also
be encouraged to proofread their job applications for accuracy, using resources such
as a spellchecker, peers or friends.

Assessment
For 1.1, the learner needs to give clear details about two different ways to apply for
a job.
For 1.2, the learner needs to give reasons why each of the two different ways to
apply for a job (described in 1.1) has been used.
For 2.1, the learner need to collect the relevant information required to complete a
job application. The learner may receive guidance in finding the relevant
information but must be able to extract it independently.
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For 2.2, 2.3 and 2.4, the learner needs to allocate the identified information to the
appropriate part of the job application. They may discuss and agree with the tutor
how best to use the identified information. However, the learner must subsequently
be able to make their own decisions regarding how to use the information in their
job application. Information presented needs to be legible, concise, clearly
understood by the employer and follow specific instructions given in the job
application information. Where information is submitted electronically, learners
should be familiar with the use of formatting and spellcheck functions.
For 2.2, the learner need to complete a job application form accurately with care
and attention paid to correct spelling, grammar (and legibility of handwriting if
used) using relevant information.
For 2.3, the learner at this level may use a CV template into which they can put
their personal information, but must show independence in being able to fill in the
sections correctly.
For 2.4, the learner needs to provide a covering letter including why they are
applying and how they meet the criteria for the job. They may use a template for a
covering letter, but must show independence in being able to fill in the sections
correctly.
The final application document should show that the learner understands the
importance of using relevant information when filling in application documentation.
If a covering letter is included, it should be appropriate to the job application, and it
does not need to be lengthy.

Suggested resources
Websites
www.gov.uk/browse/working/finding-job
www.open.ac.uk/careers/applying-for-jobs.php
www.worksmart.org.uk/career/job_advertisements
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Unit 9:

Working in a Team

Unit reference number:

R/503/2843

QCF level:

1

Credit value:

3

Guided learning hours:

30

Unit aim
This unit looks at how learners can be effective members of a team. Learners will
identify the skills, roles and responsibilities needed to complete the team task and
match their skills accordingly; will take part in team tasks and review their
contribution.

Unit introduction
Since very few people work in complete isolation in the workplace, most employers
seek employees who are able to work effectively with others in a team or group
setting. An effective team depends on the cooperation and skills of all team
members.
This unit helps learners to understand how they can contribute to the success of a
team, based on an understanding of their own strengths, skills and experiences, as
well as the nature of the task at hand.
Additionally, learners will develop an understanding of the key behaviours and
attitudes required in order to communicate and cooperate with others in a team.
They will also learn about the roles and responsibilities of all team members by
completing a team task. Learners will consider their effectiveness as team members
and identify areas for improvement.

Essential resources
Learners must participate in a teamworking task.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

Know that effective
teamwork requires
team members to
behave in certain
ways

1.1

Outline positive behaviours
necessary for teamwork

□

Behaviours for effective teamwork: encouraging, considerate, ability to
listen, respectful, tolerant, patient, flexible, loyal, ability to accept
constructive criticism, able to motivate others

2

Know how to
contribute to a
team task

2.1

Outline own strengths, skills
and experiences that might
be relevant to team task

□

2.2

Identify team skills needed
to complete team task

Strengths, skills and experiences: organising skills; practical skills
e.g. computer literate, photography skills; previous experiences e.g.
experience of planning an event; communication skills e.g. multilingual, skilled writer; interpersonal skills e.g. good listener,
confident, punctual, reliable, patient

2.3

Outline how own strengths
and skills could match the
needs of the team task

□

Aspects of a task they could do well, based on identified strengths,
skills and experience: e.g. good spelling and language skills suited to
task of proofreading written work produced by team, organising skills
suited to drawing up timeline for completion of the team project

3.1

Identify what the task is
about and what the team is
working to achieve

□

What team is working to achieve: aim or aims of the team’s task,
assignment or project; goals, deadlines, timelines; particular quality
or standard of work required

3.2

Identify own role and
responsibilities and those of
others in the team

□

Responsibilities within the team: own individual roles and
responsibilities agreed with whole team; individual roles and
responsibilities of other team members

3

Know the roles and
responsibilities of
team members
(including their
own) in relation to
a given task
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Learning outcomes

4

5

72

Be able to work
positively as a
member of a team

Be able to review
own performance
as a member of a
team

Assessment criteria

Unit amplification

3.3

Outline how own role
contributes to the work of
the team as a whole

□

Contribution of own role to work of whole team: how own role affects
roles of others in the team; how own role affects overall team success

4.1

Give examples of listening
to the ideas and
suggestions of others

□

Listen to the ideas and suggestions of others: paying attention to and
showing respect for the advice, ideas, suggestions or opinions put
forward by others e.g. by not interrupting, asking questions to clarify
what was said

4.2

Give ideas and suggestions
as to how the team might
complete their task

□

Give ideas and suggestions as to how the team might complete their
task: participating in group discussions, problem-solving or
‘thoughtshower’ sessions, finding out information and reporting back
to the group

4.3

Give examples of offering
help or support to other
team members

□

Offer help to other team members: e.g. offer to help other team
members complete their task, volunteer to take on the task of a team
member who is absent

4.4

Give examples of accepting
the help or advice of others

□

Accept help or advice from other team members: try out ideas or
suggestions put forward by others; listen respectfully to advice from
another team member; accept help from other team members in
order to get individual task finished on time

4.5

Complete the aspects of the
allocated task, in line with
the brief

□

Complete own task in line with the given brief: complete task to
required standard and within stipulated timeframe

5.1

Identify which positive
teamworking behaviours
were demonstrated by self
in undertaking the task

□

Positive teamworking behaviours demonstrated: listened to opinions
of others, responded politely to questions, satisfactorily completed the
individual task assigned to them, helped others carry out their tasks
or responsibilities, offered suggestions as to how the team’s goals
could be achieved, accepted advice from others, learner’s own
contribution contributed to success of whole task
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Learning outcomes

Assessment criteria

Unit amplification

5.2

□

Identify own teamworking
skills that could be
improved

Identify teamworking skills that could be improved: be more patient
with other team members, don’t interrupt when others are making
suggestions, pay more attention to timings allocated for completion of
own individual task
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Information for tutors

Delivery
The emphasis in this unit is on developing the learner’s knowledge and
understanding of teamwork through a practical teamworking task.
In order to understand the positive behaviours necessary for effective teamwork in
learning outcome 1, it would be useful for learners to compare two different
teamworking scenarios. This could be done in small groups. A question-and-answer
session could determine the positive behaviours. Key words could be collated on a
board or flipchart. Teams could work to design a poster or presentation which
identifies positive behaviour. The posters or presentations could be displayed in the
class or working area for learners to refer to during the rest of the unit.
Alternatively, line managers could discuss with individual learners their impressions
of different teamworking scenarios within the workplace. Learners could obtain
input from colleagues regarding their ideas on positive behaviours required for
teamwork.
Learning outcomes 2, 3, 4 and 5 require the identification of team and individual
tasks which would enable the participation of all group members. Learners could be
involved in selecting the group task. Teams could be made up of around 4-7 people.
In teams, learners could discuss possibilities for tasks and then report back to the
rest of the group. Learners could develop a whole group discussion to decide which
tasks are manageable, achievable and match the skills and interests of the team
members in ‘What if?’ scenarios.
For learning outcome 2, learners could make a list of their own strengths, skills and
experiences and match them to individual tasks in the chosen group task.
For learning outcome 3, learners could work with team members for the group task
to develop a mind map or flow chart-type diagram, using prompts and questionand-answer sessions until a picture of the whole task and the individual roles and
responsibilities of each member is complete. Learners could present their ideas
about how their own role contributes to the work of the team to the rest of the
group.
Learners need to implement the agreed team task for learning outcome 4. They
could work in groups to devise a checklist to log their involvement in the task.
Learners should be encouraged to analyse their own performance in the team task
for learning outcome 5, using evidence from their checklist. Individual learners
should concentrate on their behaviour and skills as a member of the team rather
than how well the outcome was achieved. Ways for learners to develop
teamworking skills could be explored through tutorials, small group discussions or
discussions with a line manager or supervisor.

Assessment
For 1.1, the learner must outline at least two different positive behaviours that are
needed for teamwork to be effective. This information could be evidenced in a
number of different ways, for example a leaflet, presentation or poster.
For 2.1, 2.2, and 2.3 the learner need to refer to the identified group task when
identifying their strengths, skills and experiences and how these may help them
complete aspects of the task. A chart could be suitable evidence for these criteria.
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The learner needs to be able to make the link between their strengths, skills and
experiences and the group task. Alternative methods of evidencing learning may be
used.
The evidence required for 3.1, 3.2 and 3.3 could be combined into one task. The
information could be evidenced in a number of ways, such as PowerPoint slides, a
poster or through one-to-one discussion with the tutor or line manager. The learner
needs to refer to the chosen task and identify what the task is about and its
intended outcome, and the role and responsibilities of all members of the team for
3.1 and 3.2.
For 3.3, the learner needs to outline at least two reasons why their own role is
necessary for the successful completion of the group task.
The evidence required for 4.1, 4.2, 4.3, 4.4 and 4.5 may be provided in a logbook
completed by the learner during the task. The logbook may take a variety of
formats, depending on the needs of individual learners. The logbook needs to be
verified by the tutor/line manager. Alternative methods of evidencing may be used,
for example a witness statement or observation.
For 5.1, the learner needs to identify details about which positive teamworking
behaviours (identified in 1.1) they demonstrated during the completion of the task.
Giving two ways of improving their teamworking skills would provide the evidence
for 5.2. Both these criteria could be assessed through one-to-one discussion with
the tutor/line manager. Responses should be recorded for verification purposes.

Suggested resources
Websites
www.lifecoachexpert.co.uk
www.projectsmart.co.uk/team-building.html
www.worksmart.org.uk/career
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Unit 10:

Learning from More
Experienced People

Unit reference number:

Y/503/2844

QCF level:

1

Credit value:

2

Guided learning hours:

20

Unit aim
This unit encourages learners to gain knowledge and understanding from a variety
of experienced people both within and outside the workplace. Learners will reflect
on their learning and consider how to apply their new knowledge and skills.

Unit introduction
Being able to learn from senior or more experienced people is an important part of
success in a place of work or study. In the world of work, many organisations
encourage practices such as work shadowing and cross-company initiatives in which
employees are expected to interact with, and learn from, more knowledgeable
people. This unit introduces learners to ways in which they can learn, in a
workplace or learning environment, from those who are more experienced in a
particular field of work or study. Learners will learn about the different types of
experienced people they could encounter. They will also consider the skills
demonstrated by more experienced people and how they could use these skills in
their own learning or work context.

Essential resources
Learners need access to a variety of people in the workplace, school or college who
can demonstrate positive behaviours to them and who can answer questions or help
with work shadowing.

76

Specification – Pearson BTEC Level 1 Extended Award in Planning and Participating in Work Experience (QCF)
Pearson BTEC Level 1 Certificate in Planning and Participating in Work Experience (QCF)
– Issue 1 – August 2013 © Pearson Education Limited 2013

Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

Identify people with more
experience they could come
into contact within the
workplace or place of
learning

□

1.2

Identify people with more
experience they could come
into contact with outside the
workplace or place of
learning

2.1

Identify what is useful about
the ways to learn from
people with more experience

□

Useful ways of learning: learning techniques e.g. question-andanswer session provides opportunity to have specific queries
answered; work shadowing provides opportunity for practical
observation; watching a video allows learner to proceed at own pace,
reading articles or letters

2.2

Identify appropriate ways to
learn from someone with
more experience

□

Ways to learn: selecting a method from observing others at work,
work shadowing; discussing ideas and problems with others; reading
or looking at what others have written, recorded or produced e.g.
reports, memos, presentations, portfolios, video, interviews, letters,
articles; questioning others about their work style and practices

2.3

Use an appropriate method
to learn from someone with
more experience

□

Learning from someone with more experience: method used from
above, with person from Learning Outcome 1

2

Know how to
identify more
experienced people

Be able to learn
from people with
more experience

Range of people: line managers, supervisors, managers, team leaders,
team members with more experience, heads of department, clients or
customers, visiting experts or consultants, tutors, teachers
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Learning outcomes

Assessment criteria

Unit amplification

3

3.1

Identify skills that people
with more experience have
demonstrated

□

Examples of skills demonstrated by others: e.g. positive behaviours
and interpersonal skills in the workplace or place of learning,
achieving successful outcomes for a task or piece of work, producing
high-quality work, solving problems, overcoming difficulties or
setbacks, making a positive contribution to a project or meeting,
demonstrating different styles of working or learning

3.2

Describe how these skills
could be used in own
context

□

How these skills will be used: knowing how what has been learned
could be applied to their own work or learning situation e.g. problemsolving skills to be used in solving a particular challenge in a project
or workplace task, positive behaviours and interpersonal skills to be
used when dealing with customers in the learner’s workplace or with
other learners in a place of learning
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Understand what
they have learned
from people with
more experience
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Information for tutors

Delivery
Through group or individual discussion, learners should be able to identify a range
of more experienced people that they are or could be in contact with. These will be
more experienced people in the workplace or in a school, college or other place of
learning. Examples could include managers, supervisors, other colleagues they have
identified as being more experienced, tutors and visiting experts. These should be
people either familiar to the learner or people the learner could reasonably expect
to come into contact with in their workplace, college or school.
Tutors should encourage learners to think about how they learn in the workplace,
school or college and to recognise that their learning could be informal or formal.
For example, they may pick up all sorts of information about their organisation from
attending meetings or talking to more experienced people in their team. They may
observe others in different situations and, by observing, learn a new way of doing
something. Alternatively, learners may be in a more formal situation, for example
work shadowing or a presentation by a visiting expert, where they can ask the
person questions about their work practice or field of study and use it to improve
their own practice or knowledge. Group discussions and discussions with tutors/line
managers would help the learner identify various ways they learn in their
workplace, school or college — and the advantages or disadvantages of various
ways of learning.
Opportunities to observe more experienced people demonstrating skills 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-today-interaction with more experienced people in a place of learning or work. In
identifying the skills learned from more experienced people, learners should also be
encouraged to consider whether these are relevant to their own specific working
practice or place of learning, and in which ways they are relevant.

Assessment
Evidence for 1.1 - 2.3 could come from a group discussion which shows the
individual learner’s contribution, or from an individual discussion with the tutor/line
manager. The evidence may take the form of a taped discussion, video evidence,
presentation etc. It may also be supported by written notes from the learner or the
tutor/line manager.
For 1.1 and 1.2 the learner must be able to identify at least two types of people
they will interact with within the workplace and at least two people outside the
workplace, who are experienced in the field of work or study.
For 2.1, 2.2 and 2.3, the learner needs to indicate what is helpful or unhelpful
about the ways in which they could learn from these people and to select an
appropriate method to use in an interaction with an experienced person. The
learner should then undertake the interaction.
Evidence for 3.1 and 3.2 could come from a one-to-one discussion between the
tutor/line manager and the learner, or via an appropriate small group situation in
which the learner gives at least two examples of skills that more experienced
people have demonstrated, and describes how they can use these skills themselves.
The examples must be clear and relevant to the learner’s own work or learning
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context. For example, after observing a more experienced person at work, the
learner intends to read through and use a spell check function for all their future
emails before sending them out, or after a presentation by a visiting expert, the
learner has specific ideas on where to find answers to some difficult questions in
their current assignment.

Suggested resources
Websites
www.lifecoachexpert.co.uk
www.mindtools.com
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Unit 11:

Positive Attitudes and
Behaviours at Work

Unit reference number:

L/503/2842

QCF level:

1

Credit value:

1

Guided learning hours:

10

Unit aim
This unit looks at the importance of positive attitudes and behaviours at work.
Learners will demonstrate positive behaviour in line with organisational policy,
consider the effects of positive behaviour and attitudes in the workplace, and review
their own behaviour and attitude.

Unit introduction
In any workplace, it is important to have a positive attitude and behave in an
appropriate manner. Employers and employees expect certain types of conduct to
be demonstrated within the workplace, making constructive attitudes and
behaviours essential employability skills.
This unit focuses on the importance of positive attitudes and behaviours and their
impact on the workplace. Learners need to show that they understand and can
demonstrate appropriate behaviours in the workplace. They will also need to carry
out some analysis of their strengths and weaknesses by conducting a review of their
performance.

Essential resources
There are no special resources needed for this unit.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

Explain why it is important
to follow an organisation’s
rules and procedures

□

Importance of following organisation’s rules and procedures: e.g.
avoids breaking the law, complying with health and safety
requirements, avoids confusion in carrying out tasks

1.2

Describe the benefits of
positive attitudes and
behaviours for self

□

Benefits of positive attitudes and behaviours to the employee and
their organisation: e.g. enhances how others view you, pay or reward
could be linked to personal appraisal and performance

1.3

Describe the benefits of
positive attitudes and
behaviours at work

□

helps keep yourself and colleagues healthy and safe, increased
productivity for organisation, pleasant working atmosphere

2.1

Interact appropriately with
colleagues and customers

□

Interacting appropriately with colleagues: communicating with a
range of familiar people e.g. members of team, line manager,
supervisor, people from other departments; interacting appropriately
with other colleagues e.g. carrying out task accurately and cheerfully,
listening politely to opinion given by a team member

□

Interacting appropriately with customers: communicating with a
range of customers in non-complex and familiar situations e.g.
dealing with routine enquiries from customers, taking messages

□

Following organisational procedures from the learner’s workplace or
from school/college: appropriate methods for timekeeping e.g.
timesheets, clocking in/out, appropriate use of IT e.g. passwords, use
of the internet and email, appropriate behaviour and general conduct
e.g. dress code, attitudes towards colleagues

2

Understand the
importance of
positive attitudes
and behaviours at
work

Be able to
demonstrate a
range of positive
attitudes and
behaviours in the
workplace

2.2

82

Follow organisational
procedures governing
attitudes and behaviours at
work
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Learning outcomes

Assessment criteria

Unit amplification

3

3.1

Identify own positive
attitudes and behaviours

□

Evaluation of own conduct: identifying aspects of own performance
that went well e.g. passed on all phone messages clearly to manager;

3.2

Describe how own attitudes
and behaviours could be
improved.

□

identifying aspects of own performance that did not go so well e.g.
forgot to fill in timesheet for the day

Be able to assess
own attitudes and
behaviours in the
workplace
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Information for tutors

Delivery
This unit may be delivered in the workplace, as part of a work placement or
volunteering commitment, or in a simulated situation in a school or college. The
positive behaviours described in the unit are those expected of learners within an
educational context as well as of employees in a workplace. It is therefore likely that
learners will already be aware of the need for appropriate conduct in a general
context.
Learning outcome 1 could be delivered through group discussion or discussion
between the learner and their line manager/tutor or another appropriate person
familiar to the learner. Tutors or line managers might wish to support the group or
individual learner by facilitating a discussion to help learners think about the
importance of following an organisation’s rules and procedures. Tutors or line
managers could begin by explaining that every organisation has rules and procedures
governing the behaviours of its employees. The group/individual could be given
copies of organisational procedures and asked to discuss an aspect of them, (for
example expectations on dress, behaviour towards colleagues) and explain why these
are important (for example why it is important that employees treat each other with
respect, why it is important not to be aggressive or abusive to other employees).
They could also consider the consequences of not following procedures such as health
and safety (for example if they or someone else did not work with due care and
attention, this could compromise their own safety and that of others), or the impact
on themselves of disciplinary or other measures.
Tutors or line managers could then explore the benefits of having a positive attitude
by asking learners to think about how exhibiting positive attitudes and behaviours
can benefit themselves and their organisation. Learners could create posters or
leaflets to record their ideas.
Learning outcome 2 could be demonstrated in a variety of ways. In a work situation,
learners could carry out their normal daily activities while being observed by their
line manager, supervisor or another responsible person. In a simulated situation,
learners could be provided with (or agree with their tutor) a scenario for the
workplace which enables them to demonstrate the required positive attitudes and
behaviours.
For learning outcome 2, learners in the workplace could be observed interacting with
members of their team, their line manager, supervisor or familiar people from other
departments (for example, their contact in finance or HR). These may not be regular
contacts but will be known to the learner. If this is a simulated exercise, learners
may be observed interacting with a range of people — some familiar and some less
familiar to them.
Tutors/line managers could use the organisational procedures from the learner’s own
workplace, college or other place of training, provided the procedures address
matters of attitude and behaviour.
Learning outcome 3 could be achieved through a one-to-one discussion between the
tutor or line manager and the learner.
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Assessment
For 1.1, the learner must give at least two reasons why it is important to follow
organisational procedures. For 1.2, the learner must describe the benefit of at least
one positive attitude and one positive behaviour for an individual. For 1.3, the
learner must describe the benefit of at least one positive attitude and one positive
behaviour for their organisation.
Evidence to support this could be records of group or individual discussion. These
could either be written by the tutor or line manager, written by the learner with signoff from the tutor/line manager, or via video or audio recording.
For 2.1 and 2.2, the learner needs to demonstrate that they can interact
appropriately with colleagues and customers and follow organisational procedures.
Tutors and others may support them in this. Interactions should form part of the
learner’s day-to-day activities, which need not be complex or demanding. The
positive attitudes and behaviours demonstrated by the learner could include
examples such as passing on a telephone message to a colleague, turning up to a
team meeting on time, answering a routine query from a customer, recording
information about a customer complaint, using organisational systems to record
annual or sick leave, knowing about organisational rules on the use of IT (for
example use of the internet and email), understanding general organisational
procedures for conduct and behaviour (for example dress code) or knowing who to
contact if they are unable to get to work or need advice on a work-related matter.
While the learner may seek clarification from others regarding organisational
procedures, they must know how to access the relevant sources of information and
use them independently.
The demonstration needs to be observed either by the tutor or another person
designated to assess the learner (for example a line manager or supervisor). The
observation should form the basis of a discussion with the learner after the
demonstration, about their performance. This observation could be a written
statement by the tutor or line manager (which would support good practice for
appraisal and review in the workplace) or a video with supporting commentary from
the tutor or line manager.
For 3.1 and 3.2, the learner must carry out an evaluation of their performance in
which they describe what went well and what that did not go well in demonstrating
the positive conduct referred to in 2.1 and 2.2. They might discuss this with their
tutor or other observers; it is appropriate for any of these people to offer constructive
criticism and for the learner to include this feedback in their review of performance, if
they wish to do so. Their self-evaluation must, however, represent their own views
on their performance and should be recorded independently.
Evidence to support this can either be written, for example through written
statements from the learner on the review of their performance and/or supporting
statements from the tutor, line manager or other person involved in the discussion
and review, or through video or taped discussion.
Written statements by the learner do not have to be lengthy and can be discussed
and agreed by the tutor/line manager and the learner in advance.

Specification – Pearson BTEC Level 1 Extended Award in Planning and Participating in Work Experience (QCF)
Pearson BTEC Level 1 Certificate in Planning and Participating in Work Experience (QCF)
– Issue 1 – August 2013 © Pearson Education Limited 2013

85

Suggested resources
Websites
www.lifecoachexpert.co.uk
www.worketiquette.co.uk
www.worksmart.org.uk/career
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Unit 12: Communicating Solutions to
Others
Unit reference number:

J/503/2841

QCF level:

1

Credit value:

2

Guided learning hours:

20

Unit aim
The unit allows learners to develop their skills in communicating solutions both
orally and in writing. Learners will review the effectiveness of their communication.

Unit introduction
Being able to solve problems and share your solutions with others is a valuable skill
for employability, for learning and for life in general. There are many ways in which
solutions to problems may be communicated which involve different types of
presentation skills.
In this unit, learners will identify information needed to communicate a solution and
will be introduced to the ways in which they can communicate the solution to a
problem that they have solved. Learners will find out how to respond appropriately
to the views of other people regarding what has been communicated. Learners will
also consider how effectively they have communicated a solution to others.

Essential resources
There are no special resources needed for this unit.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

Identify an appropriate
problem that can be solved

□

Identify a problem to solve: different types of problems e.g.
differences of opinion, poor instructions, lack of knowledge, changes
in situation or environment, need for new
services/processes/products, need to improve or change current
situation, desire to test or check new ideas

1.2

Identify a way in which to
solve the problem

□

Ways to solve a problem: find out all information required; use all
sources of help; consider all possible solutions; evaluate different
approaches e.g. advantages and disadvantages of possible solutions;
choose course of action; amend action if necessary; review
effectiveness of strategy

2.1

Identify appropriate
communication methods to
present the solution to
others

□

Methods of communication: verbal e.g. a formal or informal meeting
with other people; written e.g. an email, project, memo, letter

2.2

Identify appropriate
information to communicate
the solution

□

Information needed: what the problem was, who was involved, the
chosen strategy for solving the problem, whether the problem was
solved, how the strategy was used

3.1

Present the solution to
others in an appropriate way

□

Methods of presentation: verbal presentation either formally e.g. as
part of a meeting or informally e.g. in a discussion group, written
presentation e.g. by email, flowchart, diagrams, letters, charts,
posters

3.2

Respond appropriately to

□

Responding to others’ views: answering questions appropriately,

2

3

88

Know how to solve
problems

Know how to
communicate the
solution
appropriately to
others

Be able to
communicate the
solution
appropriately to
others
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Learning outcomes

Assessment criteria

Unit amplification

others’ views
4

Be able to review
own performance

4.1

Identify one aspect that
went well and one that did
not go so well

4.2

Suggest a solution for the
aspect that did not go so
well

listening politely to what others have to say, making suggestions
□

Carrying out a review: discussion with tutor/line manager either
formally or informally; identifying what went well and what did not go
well e.g. learner included all relevant information in presenting the
solution, but found it difficult to answer questions from others about
the problem that had been solved
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Information for tutors

Delivery
In relation to learning outcome 1, tutors/line managers might find it useful to give
learners the opportunity to take part in group or teamwork in which the contribution
of each member of the group can be assessed. The tutor/line manager may wish to
support the group in identifying a problem, and it is suggested that learners focus
on problems which are related to a work or learning context.
In achieving learning outcome 1, learners should be supported in looking at a range
of strategies to use in finding relevant information about what caused the problem
and how to solve it. This could include prompts of where to find appropriate
information to solve a problem requiring some background research, ideas on who
to contact for support or guidance either within or outside of the organisation (for
example the finance department for a problem about invoices, a tutor for a problem
relating to a class project), or prompts regarding ways in which learners might
tackle the problem, for example weighing up advantages and disadvantages of one
approach versus another.
Opportunities for developing and practising the communication skills needed for
learning outcome 3 can be given, for example, by organising learners into groups
and then asking one member from a group to present to another group. This could
all be done informally and within small groups so that learners feel confident in
their presentation. The learner could also choose other communication methods, for
example if the other people the learner needs to contact are not immediately
available, the learner could choose to draft an email or a memo which describes the
problem and solution. These written documents need not be long or complex in
nature.
For learning outcome 4, tutors/line managers and learners would probably find it
most appropriate to discuss their performance in either a one-to-one or small group
situation.
Depending on the context used within the unit, tutors/line managers may wish to
access a range of information in delivering this unit. For example, this unit could be
used as part of a cross-curricular project in a school or college setting, or could be
used within the workplace to encourage learners to develop problem-solving and
communication skills. There could also be links to national schemes such as Young
Engineers, BA CREST awards, mathematics challenges, STEMNET, the Youth
Challenge and Youth Achievement Awards Scheme or apprenticeship awards.
Learners should use appropriate texts, websites and magazines. Valuable
information can also come from line managers or tutors and visiting experts.

Assessment
Evidence for 1.1 and 1.2 could come from a group discussion which shows the
individual learner’s contribution, or an individual discussion with the tutor/line
manager. This may take the form of a taped discussion, video evidence or other
appropriate format. It may also be supported by written notes from the learner or
the tutor/line manager. The learner must identify at least one problem which they
can solve. The problem should be straightforward and the learner needs to suggest
at least one way in which they could solve it.
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Evidence for 2.1 and 2.2 could come from a group discussion which shows the
individual learner’s contribution, or an individual discussion with the tutor/line
manager. This may take the form of a taped discussion, video evidence or other
appropriate format. It may also be supported by written notes from the learner or
the tutor/line manager. The learner must describe the communication method or
methods appropriate to the situation and identify appropriate information to be
included in the presentation.
Evidence for 3.1 and 3.2 could come from either an observation of the learner by
the tutor, line manager or other designated person or from written evidence. The
learner must show that they understand how they should interact; either in written
or oral communication with others, particularly if they need to respond to different
views or views they do not necessarily agree with. The learner may need
encouragement in behaving appropriately towards other members of the group, for
example listening politely, and giving others a chance to suggest their own ideas.
The observation can take the form of a witness statement, observation notes or a
video of the learner’s presentation to the group with supporting notes. If in a
written format, evidence of communication should be provided (for example copies
of emails, memos or letters) with a supporting commentary from the tutor or line
manager, if appropriate.
Evidence for 4.1 and 4.2 could come from a one-to-one discussion between the
tutor/line manager and the learner in which the learner needs to identify one aspect
of their performance they felt pleased with (for example being able to identify a
solution no one else had thought of) and one that did not go so well (for example
interrupting another member of the group). For the one that did not go well, the
learner needs to be able to explain how they would handle the situation should it
occur again.

Suggested resources
Websites
www.lifecoachexpert.co.uk
www.tellmehowto.net
www.wikihow.com
www.worketiquette.co.uk
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Unit 13:

Setting and Meeting
Targets at Work

Unit reference number:

T/503/2849

QCF level:

1

Credit value:

2

Guided learning hours:

20

Unit aim
This unit aims to provide learners with understanding of the importance of setting
and meeting personal targets at work and for them to develop skills to set and
review personal targets in line with organisational procedures.

Unit introduction
An understanding of personal targets within the workplace is a skill sought by many
employers. The aim of this unit is to help learners understand the importance of
setting and meeting targets at work. The unit looks at the benefits of individual and
teamwork-related targets. Learners will learn how they can set and record
appropriate personal targets in line with organisational procedures. They will also
undertake a review of progress achieved against those targets and identify next
steps for meeting personal targets.

Essential resources
Learners need access to information about how to set and review personal targets
and how to relate this to group targets.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

Explain the benefits of
individual and team targets
in the workplace

□

Benefits of individual and team targets: benefits of individual targets
e.g. sense of individual contribution and satisfaction, recognises
individuals who reach targets, motivates individuals to take initiative
and responsibility, encourages independent work; benefits of team
targets e.g. help people achieve things that are difficult to achieve
individually or without help of others, create a sense of morale and
team spirit in a group, motivate people to work effectively together
and develop interpersonal skills such as communication, tolerance

1.2

Describe how individual
targets link to team targets

□

Links between individual and team targets: individual targets e.g.
motivating, are reviewed to measure performance, the individual
takes responsibility for their own performance, the individual target is
part of a team target e.g. the individual should resolve five customer
complaints daily in order to contribute to the team target; aspects of
team targets e.g. to motivate a group of people, reviewed to measure
performance of the team as a whole, usually draws on the individual
targets of all the team members, team takes collective responsibility
for performance

2.1

Identify potential personal
targets

□

Identifying appropriate personal targets: should be in line with the
team/organisation’s targets and procedures; should not be of benefit
to self only, but should also benefit the team, other colleagues or the
wider organisation

2.2

Describe how to record
personal targets in line with
organisational procedures

□

Recording personal targets: getting appropriate approval or
agreement on the target/targets to be recorded; using appropriate
organisational documentation and methods for recording personal

2

Understand the
importance of
setting and
meeting targets in
the workplace

Be able to set
personal targets in
line with
organisational
procedures
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Learning outcomes

3

Be able to review
personal targets in
line with
organisational
procedures

Assessment criteria
2.3

Record and agree personal
targets with an appropriate
person

3.1

Carry out a review of
progress against personal
targets in line with
organisational procedures

3.2

94

Outline next steps towards
meeting personal targets

Unit amplification
targets e.g. using designated HR forms, appraisal forms, induction
documents

□

Follow organisational procedures in reviewing targets: use appropriate
organisational procedures or methods e.g. performance reviews,
informal discussions with a line manager, supervisor or tutor, target
setting documents, self-assessment forms, feedback from other
colleagues; obtain feedback and sign-off for the review from
appropriate person e.g. line manager or supervisor

□

Identify progress made: use appropriate method or procedure to
identify how much progress has been made e.g. complete selfassessment form, attend informal feedback discussion with line
manager, compare outcomes of previous review with current
outcomes; specify what progress has been made in relation to the
target e.g. technical skills needed to reach the target have been
acquired, attitudes or behaviours in relation to the target have
improved, quality of work done has improved, 80 percent of all
deadlines have been met

□

Next steps: identifying and reviewing any aspect of the targets still to
be achieved; activities appropriate to achieving targets
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Information for tutors

Delivery
The emphasis in this unit is on the setting and reviewing of personal and team
targets in line with workplace practices or procedures.
Learners should be given practical examples and activities that illustrate how to
identify targets, review targets and relate individual targets to the target of a wider
team. A wide range of resources can be drawn on, for example interviews with
human resources staff or line managers, role-plays, group discussions,
presentations and case studies on target setting in real-life organisations, websites.
If the learner is in the workplace, tutors may find it helpful to deliver learning
outcome 1 through the use of examples of target setting in the workplace, for
example the learner’s own team targets and the learner’s own personal (individual)
targets. (This could be the team in which the learner currently works or a team in
which they might work in the future.) Alternatively, a simulated team scenario or a
group’s learning and development targets could be used.
In delivering learning outcome 2, a wide range of examples of workplace-related
targets may be considered. These include targets in personal learning, training or a
qualification that are likely to benefit learners in both a workplace and nonworkplace setting.
Where a learner is not using formal documents specifically provided by their
workplace, it would be helpful to consider a variety of types of organisational
documentation relating to target setting, recording of targets and review of targets,
for example written forms, PowerPoint presentations, graphs, flow-charts and
diagrams. The use of discussion (for example appraisals and performance reviews)
in linking personal targets to team or wider targets could also be raised. Video,
presentations or role-work could be used to illustrate the discussion aspect.

Assessment
For 1.1, the learner must describe at least two benefits of team targets and two
benefits of individual targets in the workplace. The learner should also demonstrate
an understanding of how target setting cascades from organisation to individual.
For 1.2, the learner needs to describe two ways that the targets of the team (real–
life or simulated) and targets of the individual within it are linked. For example, the
team target will be reviewed to assess the performance of the team as a whole
while the individual target will be reviewed to assess the performance of the
individual, the individual’s target relates to one aspect of customer service while the
team target relates to more than one aspect of customer service.
The learner needs to identify independently at least two potential personal targets
for 2.1, although they may discuss and agree them with their tutor or line manager
before recording it formally. For learners in the workplace, the targets could relate
directly to their specific workplace situation or to the workplace in general. Where
learners are not in the workplace, they may wish to identify personal targets which
relate to skills or goals that would be useful for the workplace (for example a
qualification or learning programme). Personal learning targets could also be an
appropriate choice for a learner in the workplace.
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For 2.2, the learner must describe the basic organisational documents and
procedures used in their organisation to set personal targets, for example personal
development plans, personal or team objective forms, appraisal meetings with a
line manager, annual organisational goals, self-assessment sheets. Where learners
are in a simulated setting, they need to describe basic organisational documents
and procedures used to set personal targets in another appropriate organisation (for
example documents that record personal learning or development targets of
individuals in a college, school or place of learning).
In relation to 2.3, the learner must agree their targets with an appropriate person
in advance of recording them. The targets could be agreed with a tutor, line
manager, supervisor or appropriate work colleague. It is not necessary for learners
to record their targets using formal documentation unless it is appropriate and
useful to do so (for example the learner is in the workplace and undertaking a
review of their objectives using formal documentation provided by the employer).
Alternative methods may be used to evidence the learner’s targets, for example a
presentation, chart, poster, written statement provided by the learner, with
supporting notes from the tutor/line manager.
For 3.1, the learner must, after an appropriate period of time, carry out a review of
their progress against the identified targets, either with their tutor, line manager or
appropriate work colleague to identify at least one aspect which has been achieved
so far It is not essential for the learner to have completed all the steps necessary to
achieve the targets but they need to be aware of progress being made towards
them. The appropriate period of time can be agreed by the learner and the tutor,
line manager (or other appropriate person) at the time of setting the targets. Where
the learner is in the workplace, they should carry out this review of progress in a
way which reflects the organisational procedures and requirements. This can either
be through formal discussion in an appraisal or progress review or an informal
discussion with their line manager, work colleague or tutor. If the review is carried
out in a simulated setting, the learner need to carry this out in a way which reflects
the organisational procedures of another appropriate organisation, for example their
college, school or place of learning.
For 3.2, the learner must outline next steps or activities towards achieving their
targets.
Evidence for 3.1 and 3.2 does not need to be recorded on formal workplace
documentation unless it is appropriate and useful to do so. Appropriate alternative
methods may be used, for example a presentation, chart, poster, written statement
provided by the learner, with supporting notes from the tutor/line manager,
evidence from tutorials or taped discussions verified by the tutor/line manager.

Suggested resources
Websites
www.jobseekersadvice.com
www.lifecoachexpert.co.uk
www.projectsmart.co.uk/smart.html
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Unit 14:

Taking Notes at
Meetings

Unit reference number:

M/503/2851

QCF level:

1

Credit value:

1

Guided learning hours:

10

Unit aim
The aim of this unit is to develop the skills needed by learners to take accurate
notes at meetings. The skills developed are: listening carefully, recording key points
and presenting the recorded information in an appropriate manner.

Unit introduction
Being able to take accurate notes during a meeting at work or in a place of learning
is a skilled task. This unit will introduce the learner to a range of ways of taking
notes and lays foundation skills for learners who might wish to go on to taking
meeting notes at a later stage in their careers. The focus of this unit is to help
learners gain the skills to listen carefully at meetings, record the key points raised,
and present these accurately in a suitable format using either paper-based
documentation or on screen.

Essential resources
There are no special resources needed for this unit.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

Know the
importance of
taking notes at
meetings

1.1

Outline reasons why it is
important to take notes at
meetings

□

Why it is important to take notes at meetings: for reasons of
accuracy, clarity and accountability e.g. recording key points,
agreements, action points and responsibilities arising out of the
meeting for future reference, knowing who was present and who said
what, recording dates of future meetings

2

Know different
ways of recording
notes during
meetings
Be able to write up
notes of a meeting

2.1

Outline different methods
used to take notes at
meetings

□

Ways to record notes: e.g. outline, sentence, mapping, charting,
electronic; use of symbols for abbreviations; abbreviate words e.g.
approximate becomes approx

3.1

Produce notes which
accurately capture the main
points raised at the meeting

□

Presentation of notes: logical sequence; appropriate language,
structure and format for different audiences and purpose; clarity of
meaning

3.2

Produce notes which are
accurate in terms of
grammar, spelling and
punctuation

□

Grammar, spelling, punctuation: correct and consistent use of tense;
accurate spelling; simple sentence construction; use of common
conjunctions e.g. and, but; accurate punctuation e.g. capital letters,
full stops, question marks

3.3

Produce notes which present
the information clearly and
appropriately

3
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Information for tutors

Delivery
Learners should be given the opportunity to discuss why it is important to take
notes at meetings and the ways in which meeting notes are used. This could be
achieved through group discussion or through a question-and-answer session with a
person experienced in attending meetings.
The tutor/line manager could introduce a range of methods for taking notes at
meetings, for example bullet points, mind maps, use of Dictaphone, use of
abbreviations, on paper and onscreen. Furthermore, learners could be encouraged
to apply what they might have learned about note taking for classes to note taking
in meetings.
Tutors could provide an opportunity for learners to record notes of a variety of
workplace meetings or meetings in a place of learning (actual or simulated), both
formal and informal, involving familiar and unfamiliar people. Learners should,
however, have a reasonable understanding of the issues being discussed. The
meetings would be fairly brief, not involve a large number of people and should
deal with relatively straightforward matters. Video or DVDs of real-life meetings, or
relevant films or popular television programmes, could also be used to help learners
develop the skill of understanding the purpose of a meeting and follow a line of
discussion.
Learners should be encouraged to separate out the key points raised in the meeting
from the detail and from any discursive discussion taking place. The learner should
be able to record notes of these in a form which they (rather than anyone else) can
make sense of at the point at which they are turning them into notes for sharing
with others.
Notes should be an accurate record of the meeting, presented in a way that can be
clearly understood by those for whom the notes are intended. It might be helpful to
present learners with examples of notes from different types of meetings and
encourage them to discuss the type of audiences the meeting notes are aimed at. It
may be appropriate for a learner to follow a set format for the presentation of the
notes but they are not expected to produce formal minutes at this level.
The level of accuracy should be consistent with the functional skills for English at
level 1.

Assessment
For 1.1, the learner must outline at least two different reasons why it is important
to take notes at meetings.
For 2.1, the learner needs to provide a brief outline of two different methods of
taking notes. They must name the method and provide information on how to take
notes using this method. A detailed description is not required.
For 3.1, 3.2 and 3.3, the learner must produce notes which accurately capture the
main points of a meeting. The information must be clearly presented and coherent
but does not need to be presented as formal minutes. The notes should also be
presented in a logical sequence. The language, format and structure of the
information provided by the learner must be appropriate for the purpose and
audience. Correct grammar, punctuation and spelling must be used. It is expected
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that the meeting would last less than an hour, and that the purpose and conduct of
the meeting would be specific and readily understandable to the learner, for
example a meeting to draw up a timeline and tasks list for a team project or a
meeting to discuss possible venues for the annual staff party.

Suggested resources
Websites
www.bbc.co.uk/skillswise/words/writing
www.meetingwizard.org
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Unit 15:

Summarising
Documents

Unit reference number:

T/503/2852

QCF level:

1

Credit value:

1

Guided learning hours:

10

Unit aim
The aim of this unit is to give learners the skills and knowledge to summarise
documents. Learners will identify the audience, purpose and key points and use this
information to create a summary.

Unit introduction
The focus of this unit is to enable learners to gain the skills needed to summarise a
range of different documents in a way that is appropriate to the audience and
purpose for which the document is being written. Irrespective of the job role a
learner moves into, this unit will give learners the skills and knowledge they need to
be able to gather information from a range of documents such as reports, client
records and work requisitions. The unit could help learners to summarise their
study notes.

Essential resources
Learners need documents to summarise.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

Know that
summaries are
written for a
particular audience
and purpose

1.1

□

Audience: e.g. line manager, employee, customer, child, young
person

□

Purpose: e.g. instruction or teaching document, report, media article

Be able to
distinguish
between the key
points and
supporting
material in
straightforward
documents
Be able to
summarise the key
points of
straightforward
documents

2.1

Identify key points from a
straightforward document

□

Key points: strategies e.g. bold, capitals, bullet points, italics; extract
points by e.g. highlight, underline notes, mind map

3.1

Produce a summary which
contains the key points of
the original document

□

Summaries: by points, presentation styles

3.2

Proofread and edit the
summary for accuracy

□

Proofread and edit: spelling and grammar check; check content for
accuracy

2

3
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Identify the audience and
purpose for summaries
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UNIT 26: SUMMARISING DOCUMENTS

Information for tutors

Delivery
Learners should be given a range of different types of document to summarise, in
line with the sort of text that they are likely to encounter in the workplace. Where
possible, these should be actual documents from a workplace to which the learner
has access. Where the learner has no access to the workplace, the documents should
be related to a workplace of interest or relevance to them. The summarising activity
should relate to the sort of tasks that an employee is likely to encounter in the
workplace, such as summarising a newspaper article for a marketing team or a set of
health and safety instructions for a new member of staff.
Since learners will be required to identify the key points by separating them out from
the detail, they would benefit from the opportunity to practise this skill through
appropriate exercises.
Tutors could support learners in being aware of the audience and purpose for the
summary. However, learners do not need to make significant adaptations to the text
on the basis of this awareness beyond ensuring that they pick up the key points that
the audience would need to know. Examples of different text may be given to the
learner to help them identify the purpose and target audience for the text.
It would be helpful to give learners examples of summaries that they can check for
proofreading and editing. The degree of accuracy of the proofreading and editing
should be consistent with the English functional skills standards at level 1.

Assessment
The unit can be assessed through the use of one assessment task which allows the
learner to demonstrate competence for each criterion. Alternatively, individual tasks
can be used.
For 1.1, the learner should be given two different summaries. They need to then be
able to identify the audience and purpose for each summary.
For 2.1, the learner must be able to identify the key points from a document by
separating them from the surrounding detail. They do not need to have a full
understanding of the entire document in order to identify the key points. The learner
could either write their response for this criterion, produce word-processed notes or
discuss their response with the tutor. Evidence of their response to the tutor must be
available for internal and external verification purposes.
For 3.1, the learner must produce a summary of the key points of the original
document. The original document should be straightforward and should not be
lengthy. For 3.2, the learner must also be able to show that they have proofread
their summary and edited it for accuracy.
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Suggested resources
Websites
www.bbc.co.uk/skillswise/words/writing
www.buzzin.net
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Unit 16:

Contributing to
Meetings

Unit reference number:

A/503/2853

QCF level:

1

Credit value:

1

Guided learning hours:

10

Unit aim
The aim of this unit is to give learners the skills, knowledge and confidence to take
an active part in meetings. The unit covers the terminology used in formal meetings
and the preparation required to run a meeting effectively.

Unit introduction
All employees are expected to be able to make an effective contribution at meetings
at some stage in their working career. These meetings may be on a one-to-one
basis with their line manager or larger group meeting. To make a positive
contribution to these meetings, the learner needs to gain listening skills, good
communication skills and the confidence to add their opinion or knowledge to a
discussion.
The focus of this unit is to equip learners with the skills to make effective
contributions to meetings in the workplace. It will help them understand how they
can prepare for meetings in order to help them make the most of the opportunity to
make comments, raise issues or ask questions.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

Outline main types of
meetings

□

Meeting format: preparation before meeting e.g. arranging venue,
format of agenda, invitation, purpose of meeting, papers for meeting;
format of meeting e.g. role of chairperson, use of agenda; work
undertaken after meeting e.g. preparation and checking of minutes,
distribution of minutes, setting date and venue for next meeting

1.2

Define main terms used at
formal meetings

□

Formal or informal: formal meetings planned in advance; informal
meetings not usually planned, take place in informal surrounding such
as staff canteen

1.3

Identify the main parts of an
agenda

□

Parts of an agenda: e.g. actions from minutes of last meeting, aims
and purpose of meeting – key headings, date of next meeting

1.4

Outline the activities carried
out after the meeting

□

Activities carried out after meeting: preparation and circulation of
minutes; circulation of other relevant paperwork; actions to be carried
out

2.1

Identify the main issues or
topics to be covered at a
meeting

□

Preparations: personal e.g. accuracy of date and venue in diary,
timekeeping; purpose of meeting; papers for meeting; personal notes
– questions that may be asked

2.2

List questions that may be
asked at a meeting, based
on the agenda and papers
provided

2.3

Identify potential problems
that might arise in preparing
for the meeting

□

Potential problems: e.g. people turning up late or not turning up at
all, delegates being unprepared for the meeting, copies of agenda and
notes not reaching delegates by email or post, problems with meeting

2

106

Know the format of
a meeting

Know how to
prepare for
meetings
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Learning outcomes

3

Be able to
contribute
effectively at
meetings

Assessment criteria
2.4

Identify potential problems
that might arise during the
meeting

3.1

Make an effective
contribution at the meeting

Unit amplification
venue or meeting room equipment, someone dominating or
obstructing discussion, agenda too large, conflict between meeting
attendees, irrelevant discussion or questions raised
□

Contribution: listening skills; making personal notes; asking relevant
questions; strategies to follow the line of discussion
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Information for tutors

Delivery
Learners could begin this unit by discussing different types of meetings that they
have attended. For example, one–to-one tutorials, performance review meetings with
a line manager, informal meetings with friends, larger meetings with colleagues or
peers such as student council meetings, class tutorials. Having identified different
types of meeting, learners could then consider their purpose and how effective they
were in meeting the needs of those who attended. Protocols for meetings should also
be considered, for example sending apologies if unable to attend.
Learners could then be introduced to the terminology and format of meetings. They
should know and understand commonly used words such as: agenda, items,
delegates, AOB, minutes, apologies. Where possible, learners should be given the
opportunity to look at a range of different types of agenda. Learners could discuss
the value of having an agenda and the possible difficulties associated with not having
a meeting agenda. Learners could be encouraged to bring in examples of agendas
that they have received, for example council meetings, voluntary groups they belong
to, school meetings. If possible, speakers could be invited to talk to the group, for
example someone who has experience of chairing meetings or a meeting secretary.
Video or DVDs of meetings could be used for teaching purposes. These delivery tools
would help the learner find out about the challenges of preparing and chairing
meetings.
Being prepared for a meeting is critical and it is important that learners understand
the relevance of this to achieve learning outcome 1. This unit focuses on the personal
preparation of the individual learner rather than all the various preparations that
might be required for a meeting. Learners should be able to ‘read’ the agenda (i.e.
gain an understanding of the purpose of the meeting from the agenda items). They
will also need to understand the importance of reading documents before the
meeting. Different strategies can be used to highlight important points, questions
that need to be asked for clarification and challenging issues that need to be
addressed in the meeting. To help learners gain experience, they could be given
simple exercises that allow them to highlight key issues and potential questions. The
subject area should be familiar so that they find the task relatively straightforward.
Tutors/line managers could support learners in understanding what issues are likely
to be raised and to identify whether a particular meeting is the right forum for raising
that issue. Learners could go on to consider whether they have points to raise or
questions to ask in relation to the agenda or planned content.
Tutors/line managers could encourage learners to think about some common
problems that might arise in relation to preparing for and conducting meetings such
as people turning up late, problems with venue or meeting-room equipment,
someone dominating a discussion or raising irrelevant issues. Film or TV clips of
meeting scenes could be used as a way of starting off a group discussion on potential
meeting problems.
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To contribute effectively at meetings as described in learning outcome 3, the learner
must know about the subject area, be able to follow the ‘thread’ or line of the
discussion and be sufficiently confident to ask questions. Learners need time to gain
these skills. Learners should also be encouraged to develop their own strategies for
following the ‘thread’ of the discussion during a meeting, for example by taking brief
notes or highlighting sections on any meeting papers. The sophistication of the
contributions they make at meetings should be consistent with the expectations of
the English functional skills standards at level 1.

Assessment
Where possible, assessment should be as realistic as possible.
For 1.1, the learner will outline at least two different types of meeting, for example,
formal and informal meetings. For 1.2, learners need to define the main terms used
at meetings these could include, chair person, agenda, minutes, apologies.
For 1.3, learners need to identify the main parts of an agenda, this could involve
creating an agenda for a meeting that is to be held in the class or in the work
setting. Alternatively, a task could be designed that asks the learner to outline an
agenda for a meeting on a familiar topic. The agenda must demonstrate that the
learner understands the terminology used and the order of items for example
apologies, agenda items, AOB, date and time of next meeting.
For 1.4, learners need to outline at least two tasks that would be carried out after a
formal meeting.
For 2.1, the learner must be able to use an agenda to identify the key issues or
topics to be discussed at the meeting.
For 2.2, the learner could be provided with documents for a meeting. They will then
need to highlight or make notes on the key issues within the document and note
possible questions that they may want to ask at a meeting. The content of the
documents should be on a familiar subject.
For 2.3 and 2.4 the learner needs to identify at least two potential problems that
might arise in preparing for the meeting and at least two potential problems during
the meeting itself.
For 3.1, the learner is required to make an effective contribution at a meeting. This
may be done either in the workplace or in a class setting. A witness statement could
be provided as evidence and/or a checklist designed that could be signed by the tutor
and/or line manager or supervisor. The learner needs to demonstrate at least one
example of their ability to follow the main points of discussion, take turns in talking
and listening, ask relevant questions, use appropriate language and demonstrate
knowledge of the subjects being discussed.
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Suggested resources
Websites
www.businessballs.com/meetings.htm
www.effectivemeetings.com/meetingplanning/agenda/agenda.asp
www.meetings.org/meeting4.htm
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Unit 17:

Preparing for an
Interview

Unit reference number:

K/503/2833

QCF level:

1

Credit value:

1

Guided learning hours:

10

Unit aim
The aim of this unit is to help learners to know what information is required to
prepare for an interview, develop the skills to prepare questions for an interview
and to plan travel to arrive on time.

Unit introduction
Preparation and planning are vital aspects of the interview process and go a long
way towards improving the chances of a successful outcome. In this unit, learners
will develop the skills of planning appropriate questions to ask an interviewer as
well as preparing responses to likely questions ahead of an interview. They will also
look at how to make effective travel plans for an interview to help them arrive at
the correct time and place.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

1

Know information
required to
prepare for an
interview

1.1

Identify the purpose of the
interview

□

Purpose of the interview: interview purpose e.g. for employment, a
course, work placement, volunteering

1.2

Outline the key information
about the job/
placement/course drawing
on application information

□

Information about the job/ placement/course: information needed e.g.
entry requirements, working hours, job tasks and responsibilities,
benefits and rewards, length of course, qualities, qualifications and
experience required

Be able to prepare
for interview
questions

2.1

Prepare answers to
questions that might be
asked at the interview

□

Respond to questions: being asked questions at interview e.g. ensure
they understand the question before they answer, ensure answers are
appropriate and clear, how to respond when they don’t know the
answer to a question

□

Questions they might be asked: which questions are most likely to be
asked; not all questions can be planned for ahead of time

□

Prepare appropriate questions to ask the interviewer: questions
should use appropriate language register; content of questions should
be relevant to the course/placement/job; learner shows their interest
in the course/placement/job by asking questions; questions should be
asked with appropriate tone of voice and attitude

2

3

112

Be able to plan
travel for an
interview

2.2

Identify questions to ask
which show interest in the
job, placement or course

3.1

Confirm the time and place
where the interview will be
held

Unit amplification

□

Plan to arrive on time: finding out journey times, using sources of
travel information, considering different modes of travel, choosing
best route, allowing for possible delays, using interview information
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Learning outcomes

Assessment criteria
3.2

Plan a route and means of
transport to arrive on time
for the interview

Unit amplification
or documentation to confirm interview details
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Information for tutors

Delivery
Delivery methods could include learner-centred tasks such as groupwork, research
tasks and learner-led presentations.
Learners should be given as much practical experience as possible in preparing for
an interview.
To develop an understanding of how to answer questions at an interview for
learning outcome 1, learners need to be aware of the purpose of the interview. This
could be explored using practical activities, working in groups to consider different
interview situations and discuss questions that might be asked and appropriate
answers. Learners could create guidelines to work as a factsheet for other learners
to follow.
Role-play could be used to help learners to understand how to respond to questions
they do not know the answers to.
For learning outcome 2, learners could work in small groups to discuss questions to
ask the interviewer in different interview situations. They could then report back to
the rest of the group.
Learners working in small groups could be given an interview venue, date and time
and complete research using the internet or local transport information leaflets to
select a route and means of transport to allow them to arrive at the interview on
time. Learners can present their travel plans to the group and discuss the reasons
for their choices.
The interview being prepared for may be for a job, placement or place on a training
course. It could be a real situation, but a simulated interview is equally acceptable.
Whether real or simulated, every effort should be made to provide an interview
opportunity that relates directly to the learner’s current or intended work or training
interests.

Assessment
The assessment criteria for this unit may be combined into one assessment task.
The learner may present all the required information as a leaflet. Alternative
methods of evidencing may be used.
The assessment for this unit could take the form of preparing for and participating
in a ‘mock’ interview. The learner could either choose a job that they have seen
themselves, or examples of job vacancies could be provided by the tutor. The
learner could prepare answers to possible interview questions and go on to prepare
questions they would like to ask the interviewer. The learner could then be given a
time and place for the mock interview. They should arrive in good time and be
appropriately dressed.
For 1.1, the learner need to state the purpose of the interview, for example
applying for a job as a sales assistant.
For 1.2, the learner needs to outline three important facts about the job/course
placement from application information
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For 2.1, the learner needs to give answers to four questions which are relevant to
the purpose of the interview. The questions may be those agreed in class
discussions, but the learner’s response must reflect their own understanding of the
stated purpose of the interview.
For 2.2, the learner needs to give four questions to ask the interviewer which are
relevant to the stated job, work experience placement or course. The learner might
identify a range of possible questions through group discussion or other guidance,
but should select the final set of questions independently.
For 3.1, the learner needs to give (independently) a precise interview time and
venue from information given to them.
For 3.2, the learner needs to give, from a given range of resources, the correct
information about a route and means of transport which would allow them to arrive
at the interview on time.

Suggested resources
Websites
www.gov.uk/browse/employing-people
www.gov.uk/browse/working
www.open.ac.uk/careers/preparing-for-an-interview.php
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Unit 18:

Interview Skills

Unit reference number:

M/503/2834

QCF level:

1

Credit value:

1

Guided learning hours:

10

Unit aim
The aim of this unit is to help learners develop the presentation and communication
skills required for interviews.

Unit introduction
The purpose of this unit is for learners to acquire the basic communication skills
needed for an interview, be it for a job, work experience placement or training
course. Learners are presented with an interview as a multi-faceted experience
which includes the use of both verbal and non-verbal communication. Learners will
learn about the importance of answering interview questions clearly and
appropriately. The emphasis is on being able to apply all the acquired interview
skills in a way that is appropriate for the interview context. Learners will also be
guided through a post-interview reflection so that they understand the value of
learning from the interview experience.

Essential resources
Learners must participate in a real-life or simulated interview.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

Demonstrate punctuality for
the interview

□

Arrive on time: timekeeping; arrive early enough to collect
themselves, to find entrance to building/office, to appear calm and in
control

1.2

Demonstrate care in
personal appearance
relevant to the interview

□

Personal appearance; clean; tidy; clothing consistent with that
normally expected of interviewees in the particular setting; attention
to personal hygiene

2.1

Answer questions asked by
the interviewer with
appropriate informative
responses

□

Answer questions: listening carefully to the questions before
answering; answer is relevant to the question; language appropriate
for interview context; clarity and politeness in communication;
awareness of tone of voice

2.2

Demonstrate attention
through use of non-verbal
communication

□

Non-verbal communication: the role of non-verbal communication and
body language in creating the correct impression, awareness of facial
expressions; showing the interviewer you are paying attention to the
questions; posture

3.1

Outline what went well in
the interview and what did
not

□

Assess own performance: e.g. comments from the interviewer, the
learner’s own impressions of the interview experience; knowing which
parts were difficult, challenging or unfamiliar; knowing which parts
were easy, successful, enjoyable or familiar

2

3

Be able to prepare
to be interviewed

Be able to respond
to questions in an
interview

Be able to assess
own performance
in an interview
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Information for tutors

Delivery
By combining various aspects of the unit, tutors/line managers should be able to
cover all the learning outcomes through practical activities.
A question-and-answer session could determine different situations that require
interviews. Learners could work in groups to discuss the general purposes of
interviews.
Guest speakers could be invited to speak to learners about the importance of
timekeeping and personal presentation at interviews. Learners would find it helpful
to prepare questions to ask the speaker about their expectations of someone in an
interview situation. Learners could also create guidelines which work as a factsheet
for other learners to follow.
To develop knowledge and understanding of the effect of non-verbal communication
during an interview, learners could watch video of interviews and complete a
related worksheet. In groups, learners could discuss cultural differences in nonverbal communication which would be relevant in an interview situation and report
back to the rest of the group. Examples could include cultural differences about
whether or not to make eye contact with a senior or older person or whether or not
to shake someone’s hand at the beginning or end of an interview.
Learners could practise their interview skills using role-work exercises of different
interview situations. Learners could be involved in peer assessment of verbal and
non-verbal communication skills, which would be helpful to learners when
understanding their performance in an interview for learning outcome 3.
The interview may be for a job, work experience placement or place on a training
course. It could be a real situation but a simulated interview is equally acceptable.
The interview should last for around 10 minutes. The interviewer should use
straightforward language and make sure that questions are clearly phrased and
unambiguous. The interviewer may be familiar to the learner but it would be helpful
if it was not the learner’s usual tutor for this area of learning or their immediate line
supervisor in the workplace.

Assessment
The interview may be for a job, work experience placement or place on a training
course. It could be a real situation but a simulated interview is equally acceptable.
The interview should last for around 10 minutes. The interviewer should use
straightforward language and make sure that questions are clearly phrased and
unambiguous. The interviewer may be familiar to the learner but it would be helpful
if it was not the learner’s usual tutor for this area of learning or their immediate line
supervisor in the workplace.
For 1.1, the learners need to arrive in good time at the venue for the given
interview.
For 1.2, the learner should be dressed appropriately for the interview. The definition
of ‘appropriately’ will differ from one workplace or course to another, depending on
the nature of the job, work experience placement or course applied for. The
learner’s appearance should be consistent with that normally expected of
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interviewees in the particular setting. Regardless of setting, learners should have
paid attention to their personal hygiene and be wearing clean clothes.
For 2.1, learners need to give responses relevant to the questions asked by the
interviewer, clearly and politely, using language appropriate to the context of the
interview. For 2.2, during the interview, the learner should concentrate on the
interviewer, avoiding distractions and listening carefully to the questions they are
asked. Appropriate body language may include sitting up straight, sitting still and
clearly paying attention to the interviewer, for example by nodding the head and
taking papers passed to them. Tutors or line managers should assess the
appropriateness of the learner’s non-verbal communication in the light of any
relevant cultural factors.
Evidence to support observation of the learner’s performance in the interview for
1.1, 1.2, 2.1 and 2.2 could be a written statement by the tutor, line manager or
interviewer or a video with supporting commentary from the tutor or line manager.
Learners’ use of verbal and non-verbal communication must be appropriate and
informative within the context of the interview.
For 3.1, the learner should be able to identify parts of their performance that went
well and not so well. This might relate to particular questions or to aspects such as
body language or listening carefully. They might reflect on the interview by
watching it back on video, listening to it on a recording, or discussing it with the
interviewer or other observers. It is appropriate for any of these parties to offer
constructive criticism and for the learner to include this feedback in their review of
their performance, should they wish to do so. However, their self-evaluation should
represent their own views on their performance and should be recorded
independently. Evidence to support this can be either written, for example through
written statements from the learner on the review of their performance and/or
supporting statements from the tutor, line manager or other person involved in the
discussion and review, or through a video or taped discussion.

Suggested resources
Websites
www.gov.uk/browse/employing-people
www.gov.uk/browse/working
www.open.ac.uk/careers/interviews.php
www.worksmart.org.uk/career/interviews
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Unit 19:

Career Progression

Unit reference number:

F/503/2837

QCF level:

1

Credit value:

2

Guided learning hours:

20

Unit aim
The aim of this unit is for learners to understand the importance of career
progression and develop the skills to plan short-term goals for their own career
development based on self-assessment of skills, qualities and experience.

Unit introduction
Successful career progression requires planning, forethought and clear
understanding of your own skills, experiences and circumstances. This unit aims to
help learners develop an understanding of what is required of them in order to
progress in a career that interests them. Learners will also become familiar with
various types of career progression resources and guidance, and the various work
or study options they offer. The unit provides an opportunity to consider the
importance and benefits of career progression. Learners will also find out about the
practicalities of planning a stage in their career development, such as goals and
timelines.

Essential resources
Learners need access to a range of career-related resources such as websites and
publications, and tutors and careers advisers.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

Explain the importance of
career progression for the
individual

□

Importance of career progression: improved quality of life, personal
fulfilment, job satisfaction, financial benefits, teaching or training
others, inspiring or helping others, ongoing learning and development
for self

1.2

Describe the role of work
and study in career
progression

□

How work and study help career progression: potential for pay rise or
improvement in employment prospects; could lead to new job role; gain
promotion; work e.g. improve skills, learn new skills, gain experience;
study e.g. gain qualifications, extend knowledge

2.1

Outline personal skills,
qualities and experience
relevant to career
progression

□

Skills and qualities: interests, formal and informal experience, training
and qualifications, hobbies, personal strengths, qualities, abilities and
talents

□

Skills and qualities relevant to career progression: personal skills and
qualities e.g. self-motivation, flexibility, determination, goal setting;
ability or desire to learn new skills and information

Identify areas of work or
study suited to own personal
skills, qualities or experience

□

Areas of work or study suited to personal skills, qualities or experience:
linking personal skills, competences, experience, qualities and interests
to specific areas of work or study e.g. experience in caring for young
children or a disabled relative could lead to a career in personal or
social care, interest in computers might suit enrolment in IT course,
confidence in talking to people could fit a role in sales or retail

2

Understand career
progression

Be able to assess
skills and qualities
for career
progression

2.2
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Learning outcomes

Assessment criteria

Unit amplification

3

3.1

Identify sources for
information and guidance for
own career progression

□

3.2

Identify career and course
options from sources of
information and guidance
appropriate to own skills,
qualities and experiences

Information and guidance related to career progression:
information/guidance e.g. college, school or community-based careers
services, Jobcentres, Learndirect, libraries, careers and jobs sections in
local newspapers, magazines and websites, personal development and
career development magazines and websites, work experience
placements, progress files, vocational specialists websites such as
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

3.3

Identify short-term goals
that will help progress own
career

□

Plan the next stage in their career progression: setting short-term
goals; the role of self in career planning e.g. mindset, personal
behaviours and qualities;

3.4

Identify a timeline for
achieving the short-term
career progression goals

□

Ensuring goals are appropriate: the role of others in career progression
e.g. family, friends, tutors, employers; realistic timelines; resources e.g.
financial support, childcare

3.5

Identify resources for
achieving the short-term
career progression goals
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Be able to plan
short-term goals
for career
progression
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Information for tutors

Delivery
Tutorial sessions could be a useful scenario for delivery of this unit. It could also be
integrated into a vocational qualification or delivered in a work-based setting.
It would be helpful to make explicit to learners the skills associated with career
progression, employability and the general concept of lifelong learning. Learners
should understand that the term ‘career progression’ encompasses both work and
study experience and opportunities. The idea of motivation (especially selfmotivation) and its impact on learning and development should be featured in the
learning programme. This is especially relevant for learning outcome 2 and learning
outcome 3. Tutors/line managers might find it helpful to direct learners to case
studies, documentaries or articles about how successful people have been
motivated to learn, develop and succeed in their particular field of study or
occupation. Tips and sources of support for motivation — how to get motivated and
stay motivated — could be explored.
Individual learners should be encouraged to present their career progression goals
in a format that best suits their individual learning style or styles, as the emphasis
is on producing a career progression plan that can be applied to the learner’s own
circumstances. Examples could include presentations, diagrams or posters.
Delivery of the unit could include both real and imagined scenarios relating to work,
study and career development. ‘Real’ situations might include investigating the
opportunities and processes for career progression in a particular workplace. This
could form part of an induction programme or personal review process.
Learners may listen to visiting speakers or talk to relevant individuals currently
working in a specific career in order to obtain useful information. Tutors/line
managers could also arrange access to resources that promote a positive approach
to learning and development.

Assessment
To meet 1.1, the learner needs to give two ways in which career progression can
benefit individuals.
For 1.2, the learner needs to briefly describe how work and study help career
progression. These criteria may be evidenced through group discussions recorded
by the tutor or line manager for verification purposes
For 2.1, the learner needs to include information about their personal skills,
qualities and experience relevant to career progression. This need to include skills
they have developed through their previous work or learning. This may be
evidenced by the learner completing a simple self-assessment pro forma.
Alternative methods of evidencing can be used, for example posters, charts or
presentations.
For 2.2, the learner needs to use the information from 2.1 to consider two areas of
work or study that may be suitable for them. This may be evidenced by a one-toone tutorial or discussion recorded by the tutor/line manager for verification
purposes.
For 3.1, the learner needs to be able to identify at least three sources of information
about job roles, study opportunities or career paths in a sector relevant to the
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choices made in 2.2. A range of resources may be provided for the learner, but the
learner must be able to identify the sources of information independently.
For 3.2, they need to match the skills and qualifications needed for two possible
career or course options to their own skills, qualities and experience.
For 3.3, 3.4 and 3.5, the learner needs to set at least three realistic short-term
goals in the form of a basic development plan for the next stage in their career
development, including a timeline and resources. The learner will receive guidance
about what sort of goals would be appropriate for their circumstances through
group discussions, discussions with a tutor or careers counsellor, or access to online
and published career guidance resources. The learner must, however, be able to
choose and express their career progression goals independently of others. The
goals, timelines and resources associated with the plan should be confirmed by the
learner’s adviser/tutor/supervisor.

Suggested resources
Websites
www.gov.uk/browse/education
www.monster.co.uk
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Unit 20:

Skills for Employment

Unit reference number:

A/600/3167

QCF level:

1

Credit value:

1

Guided learning hours:

10

Unit aim
The aim of this unit is to help learners to recognise, develop and apply their skills to
enterprise and employability.

Unit introduction
It is important for young people to be able to recognise the skills required for
success in the world of work, such as problem solving, action planning and decision
making. Learners at this level will need support in understanding ways to develop
and apply these skills and how they affect their plans for career development.
Work-related activities in which learners have the opportunity to develop and apply
these skills can take place in or out of school or college and in a range of curriculum
contexts and subject settings.
In the first part of the unit learners will explore the qualities, attitudes and skills
that are needed for enterprise and employability. Learners will investigate the
reasons why these skills are needed for success in the world of work.
In the second part of the unit learners carry out an assessment of their
employability skills in order to plan ways to develop skills. Learners consider how
their plans for self-development will contribute to their learning and career aims.

Essential resources
Learners will need access to computers. Additionally, audio recording equipment
could be used for recording assessment evidence.
.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

□

Qualities: range e.g. drive, self-reliance, self-discipline, adaptable,
resourceful, responsible, resilient, honest, thorough

□

Attitudes: range e.g. positive, 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 e.g. listening, checking for understanding and clarifying
instructions, problem-solving, action planning, team work, delegating,
reporting, dealing with group dynamics, personal organisation, creative,
decision making

2

126

Know the qualities,
attitudes and skills
needed to enter
and progress in
the working world

Be able to assess
own qualities,
attitudes and skills
for enterprise and
employability

1.2

Describe qualities, attitudes
and skills needed to enter
and progress in the working
world
State why these skills,
qualities and attitudes help
individuals to enter and
progress in the working
world

2.1

Carry out a self-assessment
of own qualities, attitudes
and skills for enterprise and
employ

□

Self assessment of qualities, attitudes and skills: methods e.g.
consultation with a careers consultant discussions with teachers, family
and peers, completing online and paper skills, interests and personality
self assessments

2.2

Plan ways to develop own
skills for enterprise and
employability

□

Ways to develop skills: work-related learning experiences e.g placement,
work experience, enterprise activities, employment, volunteering,
simulations

2.3

Demonstrate how plans for
self-development contribute
to learning and career aims

□

Learning and career aims: in a plan, identify job or career pathway;
learning needed e.g. subjects needed, change of course or learning
establishment, obtaining qualifications, progression of learning; career
development e.g. relevant work-related learning experiences, acquiring
new skills, cultivating new attitudes, new knowledge
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Information for tutors

Delivery
The content of learning outcomes 1 and 2 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 find examples of qualities, skills
and attributes (qsa) needed to enter and progress in the working world. Group
discussion and paired work could help generate ideas and motivation for discussion.
Employees and entrepreneurs could be invited to speak to learners about their qsa
and tutors could use this resource to generate questions and discussion. The
websites listed under Indicative resources provide sources of regional volunteer
speakers, and ‘make your mark’ and ‘need2know’ have inspiring accounts of the
achievements of young entrepreneurs. After receiving this input learners could then
be invited to explain in their own words why these qsa have helped people to enter
and progress in the working world.
For learning outcome 2.1, learners should be provided with a range of selfassessment tools to identify their qsa for enterprise and employability. These could
be identified by the learner working with a careers consultant, having discussions
with teachers, family members, and by completing paper and online selfassessment tools. A range of tools should be used to arrive at a balanced
conclusion.
For delivery of learning outcome 2.2 tutors could lead a discussion on how workrelated skills can be developed in part-time employment, voluntary work, in the
classroom, at home and perhaps in family run businesses. The availability of peer
support, mentors, coaches and role models could also be discussed to help learners
understand what resources are available and the ways they can be supported in
their development. It may be helpful for learners to look at a mock SMART action
plan created by the tutor as an example.
For 2.3 learners will need to consider their learning and career aims and how the
development of skills for enterprise and employability is relevant to them. This
could be achieved in paired work or in a group discussion which ensures every
learner’s participation.

Assessment
To achieve assessment criterion 1.1 the learner must be able to describe a mix of at
least two QSA needed to enter and progress in the working world.
To achieve 1.2 the learner must be able to explain how each of the QSA selected in
1.1 help individuals to attain employment and progress in their work.
The evidence for criteria 1.1 and 1.2 could be written or oral and recorded by audio
cassette.
For 2.1 learners must provide evidence of completion of a self-assessment activity
and the conclusions they have arrived at in respect of their current QSA.
For 2.2 a personal plan must be produced for enterprise and employability. It must
be obvious what new skills the learner is planning to develop. The resources to be
used should be clearly set out along with the actions to be taken which will lead to
the development of the specified skills.
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For 2.3 learners must give a written or oral and recorded account of how the plan
produced for 2.2 helps them to achieve their overall learning and career aims.
Please refer to the relevant standards for assessment of Functional Skills.

Suggested resources
Websites
www.cascaid.co.uk
www.nebpn.org
www.need2know.co.uk/need2know/work/
self_employment/article.html/id=612
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Unit 21:

Exploring Career
Choices

Unit reference number:

Y/600/3175

QCF level:

1

Credit value:

1

Guided learning hours:

10

Unit aim
The aim of this unit is to increase learners understanding of the skills required in
the changing world of work. Learners will research careers and identify options open
to them.

Unit introduction
This unit encourages learners to look at how the world of work is changing and the
range of skills needed for employability.
Learners are directed to research information from a variety of sources to help
identify and sort careers information relevant to their needs.
The first and second part of this unit require learners to explore what work is, what
work people do and attitudes towards it.
Learners also examine employment trends and learning opportunities associated
with them, and how the world of work is changing.
In the third part of the unit learners research possible careers using a variety of
sources and select different career options.
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Learning outcomes, assessment criteria and unit amplification
To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria
determine the standard required to achieve the unit.

Learning outcomes

Assessment criteria

Unit amplification

1

1.1

Define the value of work for
individuals and society

□

Work: consider types e.g. part-time, full time, agency work, voluntary
work, work experience, work shadowing; industry/sector e.g.
hospitality, manufacturing, health, education, agriculture; job title
affects value e.g. cleaner; engineer, scientist, manager, secretary, firefighter

1.2

Describe attitudes of people
to work

□

Attitudes to work: individual attitudes e.g. need to earn money to
support family, desire to achieve promotion, work-life balance, desire
for status; attitudes of society e.g. high value placed on professions
such as medicine and law, low value placed on menial work

2.1

Explain how the world of
work is changing

□

Changing world of work: changes e.g. increasing use of technology e.g.
video conferencing, more work for less pay attitudes, fewer full-time
permanent roles, increasing flexibility with work patterns e.g. homeworking, lifelong learning expected, increased globalisation

2.2

Explain skills needed for
employability

□

Employability skills: new skills e.g. computer knowledge, foreign
language; attitudes e.g. flexibility, adaptability, willingness to learn new
skills

3.1

Plan own career using
information from different
sources

□

Sources of careers information: types e.g. 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

3.2

Organise information about
work into standard and
personally-devised

□

Organise careers information: different groupings e.g. according to
occupation, geographical areas, according to qualification/skill level

□

Vocabulary used in different jobs and workplaces: general e.g. client,

2

3
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Know the value
individuals and
society attach to
different kinds of
work

Understand the
skills that promote
employability in a
changing world of
work

Be able to research
careers
information to
identify own
options
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Learning outcomes

Assessment criteria

Unit amplification

groupings using appropriate
vocabulary
3.3

Give examples of different
career options

customer, service user, end user, patient, resident; specific e.g. legal
vocabulary such as plaintiff, defendant, applicant, respondent; technical
and job specific skills and language
□

Career options: range e.g. school or college learning e.g. GCSE options,
A Level, Diploma and Higher Education; work-based learning e.g.
apprenticeships; employment with training
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Information for tutors

Delivery
Tutors will need to be creative in the delivery of this unit to recognise and build on
the individual perceptions of learners. Learning experiences which allow
considerable amounts 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 future career.
Delivery methods could include learner-centred tasks such as group work 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 could be introduced by asking learners to write down a
definition of work. Learners share their ideas with a partner and refine their
definitions. The tutor could select learners to share their definition with the class
and lead a discussion on the range of meanings possible. A brainstorm could be
used to identify terms which are used in relation to work, e.g. part-time, agency.
Learners could work in groups to match images/illustrations of different work
activities in different ways. Ways could include: paid and unpaid work, work roles
where strong gender stereotypes exist, jobs in rural communities. A discussion can
follow each card sort on the issues raised. Learners could be encouraged to form a
glossary of definitions of the terms used. Video clips of soap operas can be used to
generate discussion. Follow up discussion could focus on the social values placed on
different job roles. The tutor could pose the question ‘Why are some jobs with high
social value associated with low economic status and reward?’ to stimulate
discussion.
Learners could review clippings from newspapers, magazines about issues
surrounding the benefits of work e.g. surveys of income and wealth, successful
lifestyles, injuries at work, harassment. Tutor led discussion could focus on the
benefits and drawbacks of work and issues raised.
Learners could work in groups to devise a questionnaire to use to interview adults
about the different kinds of work they have experienced, how they balance their
work with other main life roles, e.g. as a parent, partner, son/daughter and what
they enjoy about their work. Learners could use their questionnaire to interview
different adults. Learners could work as a group to collate the results of their
questionnaires to identify different attitudes to work.
To introduce learning outcome 2, the tutor could provide learners with local and
national information about employment trends. Learners could work in groups to
explore reasons for the trends. Learners could be provided with studies of young
people with different career aims. Learners could work in groups to consider what
could happen to the career plans of these individuals in view of the changing world
of work. Learners could be provided with cards stating different skills and attitudes
which employers are looking for. Learners could work in groups to think about their
relative merits and rank the skills and attitudes in order of importance to stimulate
discussion. A tutor led discussion could focus on their importance of developing of
these transferable employability skills and qualities.
Learning outcome 3 could be introduced with a quiz to assess learners’ knowledge
of different sources of careers information. Sources of information could be written
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on post it labels and learners could work in pairs to sort the sources in order from
the least direct and most generalised to the most direct and most personalised. Ask
learners to work in pairs to decide what makes a good careers resource, e.g. is it
attractive, up to date, easy to extract the information. Learners could draw up a
checklist. Tutors could provide learners with examples of career information and
working in groups they could use their checklist to analyse the effectiveness of the
resources.
Learners could be provided with a format to record and organise information they
collect about careers. A useful format is using the mnemonic SPEEDCOP to include:
Surroundings: where would individuals do the job, what’s the environment like?
Prospects: where might this job lead in terms of promotion, further qualifications,
chance to change jobs later? Entry and training: what would individuals need in the
way of qualifications, training skills and experience? Effects: how might this job
affect and individual’s lifestyle (health relationships, leisure time)? Description:
what tasks would an individual have to do? Conditions: what would be the likely
terms of employment e.g. pay, hours, holidays. Organisation: in what sort of
organisations is this job found? People: who would individuals work with, report to
and meet in the course of this job?
Learners could conduct individual research, supported by the tutor to identify
different career options.

Assessment
To meet assessment criterion 1.1 the learner needs to give a brief clear definition of
work which includes reference to paid and unpaid work.
For 1.2 the learner must include information about how people feel about work. The
evidence for this criterion may be may the results of interviews with different adults
about their attitudes to work. Alternative methods of evidence may be used.
For 2.1, the learner needs to include at least two illustrations of ways the world of
work is changing.
To meet criterion 2.2 the learner must give detail about at least two skills that are
important for employment. Examples may be given to support the description.
Assessment criteria 3.1, 3.2 and 3.3 may be combined into one assessment task
and be presented as a folder which includes the required evidence.
For 3.1 the learner needs to include evidence of own research for careers
information from at least two different sources. 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.
3.2 and 3.3 requires the learner to include information about at least two different
career options. Information needs to be presented in a consistent, logical format
using appropriate language, e.g. using the correct vocabulary; used in the jobs, to
identify qualifications. A prepared template such as SPEEDCOP may be used to
present the information.
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Suggested resources
Book
Hodgson S – A-Z of Careers and Jobs, 15th Edition (Kogan Page, 2008)
ISBN 139780749452551

Websites
www.bbc.co.uk/schools/studentlife/
careersandchoices/dreamjobs.shtml
www.careersoft.co.uk/Teaching_resources/
Job_Explorer_Database/Career_exploration
www.teachers.tv/video/browser/857
www.skillsactive.com/resources/teacherresources
www.realgame.co.uk
www.careersa-z.co.uk/type0.asp
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13 Further information and useful
publications
To get in touch with us visit our ‘Contact us’ pages:

•

Edexcel: www.edexcel.com/contactus

•

BTEC: www.btec.co.uk/contactus

•

Work-based learning: www.pearsonwbl.com/contactus

•

Books, software and online resources for UK schools and colleges:
www.pearsonschools.co.uk/contactus

Other sources of information and publications available include:

•

Edexcel Equality Policy

•

Edexcel Information Manual (updated annually)

•

Reasonable Adjustment and Special Considerations for BTEC and Edexcel NVQ
Qualifications

•

Recognition of Prior Learning Policy

•

Quality Assurance Handbook (updated annually)

Publications on the quality assurance of Pearson qualifications are on our website at
www.edexcel.com/quals/BTEC/quality/Pages/documents.aspx
Our publications catalogue lists all the material available to support our
qualifications. To access the catalogue and order publications, please go to
www.edexcel.com/resources/Pages/home.aspx

Additional resources
If you need further learning and teaching materials to support planning and
delivery for your learners, there is a wide range of Pearson resources available.
Any publisher can seek endorsement for their resources, and, if they are
successful, we will list their resources on our website at:
www.edexcel.com/resources
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14 Professional development and training
Pearson supports UK and international customers with training related to Pearson
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 learner-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 is on our website at:
www.edexcel.com/training. You can request customised training through the
website or you can contact one of our advisors in the Training from Edexcel team
via Customer Services to discuss your training needs.

Pearson training and support for the lifetime of the qualifications
Training and networks: our training programme ranges from free
introductory events through sector-specific opportunities to detailed training on
all aspects of delivery, assignments and assessment. We have designed our
new network events programme to allow you to share your experiences, ideas
and best practice with other Pearson colleagues in your region. Sign up to the
training you need at: www.btec.co.uk/training
Regional support: our team of Curriculum Development Managers and
Curriculum Support Consultants, based around the country, are responsible for
providing advice and support in centres. They can help you with planning and
curriculum developments. If you would like your Curriculum Development Manager
to contact you, please get in touch with your regional office on: 0844 463 2535.

Your Pearson support team
Whether you want to talk to a sector specialist, browse online or submit your
query for an individual response, there’s someone in our Pearson support team
to help you whenever – and however – you need, with:

•

Subject Advisors: find out more about our subject advisor team – immediate,
reliable support from a fellow subject expert – at:
www.edexcel.com/subjectadvisors

•

Ask Edexcel: submit your question online to our Ask Edexcel online service
www.edexcel.com/ask and we will make sure your query is handled by a subject
specialist
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