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1 Introduction to this Units handbook  
 
 
 
 
City & Guilds offers these Level 2 units as optional units in the following qualifications: 
 

Qualification title Number Ofqual ref. 

City & Guilds Level 1 Award in Employability and Personal 
Development  (QCF) 

7546-11 600/4174/2 

City & Guilds Level 1 Extended Award in Employability and Personal 
Development  (QCF) 

7546-11 600/4175/4 

City & Guilds Level 2 Award in Employability and Personal 
Development  (QCF) 

7546-11 600/4178/X 

City & Guilds Level 2 Extended Award in Employability and Personal 
Development  (QCF) 

7546-11 600/4148/1 

City & Guilds Level 1 Certificate in Employability and Personal 
Development (QCF) 

7546-12 600/4168/7 

City & Guilds Level 1 Extended Certificate in Employability and 
Personal Development (QCF) 

7546-12 600/4171/7 

City & Guilds Level 2 Certificate in Employability and Personal 
Development (QCF) 

7546-12 600/4265/5 

City & Guilds Level 1 Diploma in Employability and Personal 
Development (QCF) 

7546-13 600/4176/6 

 
 
This unit handbook should be read in conjunction with the Awards, Certificates and Diplomas in 
Employability and Personal Development (7546) Qualification handbook for centres, which contains 
the following important information: 

• Introduction to the qualifications 
• Centre requirements 
• Structure of the qualifications 
• Course design and delivery 
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Guidance for centres 
The majority of the units also contain guidance to support centres. This guidance appears in the 
following sections: 

• Who is this unit for? – this section appears in many of the units and suggests the types of 
learners who might gain particular benefit from the unit 

• Outcome definitions – the learning outcomes are defined where this will add value 

• How does this unit go beyond the requirements of the level below? – this section explains how 
the unit goes beyond the assessment criteria of the level below (where a unit is available at 
more than one level)  

• Explanation of criteria and examples of evidence – the assessment criteria are explained and, 
where they add value to the guidance, examples of evidence are provided 

• How can this unit be delivered? – this section provides guidance on how the unit can be 
delivered, including recommendations of resources such as web sites. 

 

A glossary (Appendix 1) contains a list of terms that appear in the units. 
 

Barred combinations  
Units that have a significant overlap in content are “barred combinations”. Learners can take units 
that are barred and they will appear on the learner’s Certificate of Unit Credit (CUC), but barred units 
will not both/all count towards the credit required for a qualification. 
 
For example, a learner taking the Entry 3 Certificate needs 9 credits from a choice of optional units. 
Managing personal finance (306) is barred with Managing personal finance (406), so if the learner 
takes both these units they will accrue only 3 credits from them towards their qualification. 
 
If a centre wishes to claim two (or more) barred units for a learner, they are advised to claim the unit 
that is most necessary to the rules of combination for the qualification and then wait until they 
receive the certification before they claim the other barred unit(s).  
 
If a centre claims two (or more) barred units at the same time, they may not be recognised and 
therefore the learner will not be considered to have achieved the qualification. 
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Unit 7546-502 Effective skills, qualities and attitudes for 
learning and work 

 

Level:  Level 2 
Credit value:  3 
UAN:  T/600/6195 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 202 Entry 2 Effective skills, qualities and attitudes for learning and work 
• 302 Entry 3 Effective skills, qualities and attitudes for learning and work 
• 402 Level 1 Effective skills, qualities and attitudes for learning and work 
• 446 Level 1 Positive attitudes and behaviours at work 
• 584 Level 2 Communication in the workplace 
• 591 Level 2 Personal presentation in the workplace. 

 
Unit aim 
The aim of this unit is to help the learner to be able to demonstrate positive qualities, attitudes and 
behaviours for learning and work, and to communicate and work effectively. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Demonstrate a range of positive qualities, attitudes and behaviours for learning and work 
2. Understand why effective communication is important  
3. Work effectively 
 
Outcome definitions 
Positive qualities might include being honest, punctual, conscientious, attentive to detail, polite, 
hard working. 
Attitudes might include being positive, motivated.  
Behaviour might include wearing appropriate dress, showing respect.   
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 22 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills.  

http://www.accreditedqualifications.org.uk/unit/T6006195.seo.aspx?OwnerRef=
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Unit 7546-502 Effective skills, qualities and attitudes for 
learning and work  

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
  
How does this unit go beyond the requirements of Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. It considers wider 
aspects of communication including written communication, communication with people not 
present and social networking sites. The learner is expected to produce a plan for the working day 
and to reflect on his/her performance.   
 

Outcome 1 Demonstrate a range of positive qualities, attitudes and 
behaviours for learning and work 

The learner can:  
1. explain the importance of positive qualities, attitudes and behaviours for employment 
2. consistently demonstrate appropriate codes of conduct 
3. demonstrate his/her adaptability and flexibility 
4. demonstrate his/her motivation and enthusiasm 
5. demonstrate his/her commitment and professionalism 
6. reflect on his/her positive qualities, attitudes and behaviours for learning and work. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to explain (orally or in writing) the importance of 
positive and appropriate behaviour eg dressing appropriately including wearing Personal Protective 
Equipment (PPE). Evidence for 1.1 may be a candidate statement.  
 
For 1.2 the candidate needs to consistently demonstrate appropriate codes of conduct over a 
significant period of time in the context of the length of the candidate’s programme of study. If the 
programme lasts a year, then a significant period of time may be the last term or the last six weeks. 
Codes of conduct are typically laid down by a place of learning or work. 
 
For 1.3 the candidate needs to demonstrate adaptability and flexibility eg be able to respond 
appropriately to changing circumstances. 
 
For 1.4 the candidate needs to demonstrate motivation and enthusiasm eg volunteering for tasks, 
making suggestions. 
 
For 1.5 the candidate needs to demonstrate commitment and professionalism eg completing tasks 
despite difficult circumstances, being polite to customers even if they are impolite, valuing each 
other’s contributions, respecting confidentiality. 
 
Evidence for 1.2 to 1.5 may be a witness statement giving specific examples or an assessor 
observation. 
 
For 1.6 the candidate needs to reflect on his/her own positive qualities, attitudes and behaviours. 
This could be through self review or a review with a tutor or employer. Evidence for 1.6 may be a 
candidate statement. 
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Outcome 2 Understand why effective communication is important 
The learner can:  
1. explain the importance of effective verbal and non-verbal communication 
2. demonstrate effective face-to-face communication with colleagues or customers 
3. demonstrate effective communication with colleagues or customers who are not present 
4. explain and discuss ideas using technical language where appropriate 
5. give examples of different forms of written communication and when they are used 
6. describe the possible impact of inappropriate use of social network sites. 
  
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to explain (orally or in writing) the importance of 
effective a) verbal communication (eg to be heard and understood) and b) non verbal 
communication (eg eye contact in appropriate circumstances). Evidence may be a candidate 
statement. 
 
For 2.2 the candidate needs to demonstrate effective face-to-face communication with 
colleagues or customers. This can be a real or simulated situation. Evidence may be a video or 
witness statement. 
 
For 2.3 the candidate needs to demonstrate effective communication with colleagues or 
customers who are not present eg in writing, by email or on the telephone. 
 
For 2.4 the candidate needs to explain and discuss ideas using technical language where 
appropriate eg language relating to a specific subject or vocational area. 
 
Evidence for 2.2 to 2.4 may be a witness statement giving specific examples or assessor 
observation. 
 
For 2.5 the candidate needs to give examples of different forms of written communication and 
when they are used eg letters, reports, notes. Evidence may be a list of examples or actual 
examples of these forms with suitable annotation. 
 
For 2.6 the candidate needs to describe the possible impact of inappropriate use of social 
network sites eg employers may access these sites and make judgements which have an 
adverse effect on an individual’s employment. Evidence may be a candidate statement. 
 

Outcome 3 Work effectively 
The learner can: 
1. identify the tasks that need to be done and the deadlines 
2. produce a plan for the working day 
3. work safely following health and safety guidelines 
4. carry out multiple tasks or projects 
5. complete tasks to required standard and deadlines 
6. reflect on his/her work and identify ways of working more effectively. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to identify the tasks to be done and the 
deadlines. The assessor, supervisor or employer needs to give to/agree with the learner a 
project or piece of work which involves multiple tasks. It is these tasks which the learner needs 
to identify in 3.1 and plan for in 3.2. 
 
For 3.2 the candidate must produce a plan for the working day. This should show the tasks and 
the order in which they are to be completed. The working day may be a full day, half day or shift, 
depending on working practice. 
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For 3.3 the candidate must work safely following health and safety guidelines ie follow the 
organisation’s health and safety procedures and use PPE if appropriate. 
 
For 3.4 the candidate needs to carry out multiple tasks or projects. This should be linked to the 
plan produced in 3.2. 
 
For 3.5 the candidate needs to complete the tasks to the required standard and deadlines. The 
standards may be set by the organisation and the deadlines may be set by the assessor, 
supervisor or the candidate.  
 
Evidence for 3.1 to 3.5 may include a work diary and witness statement or assessor observation.  
 
For 3.6 the candidate needs to reflect on his/her work and identify ways of working more 
effectively. This could be through self review or a review with an assessor or employer and 
should show areas for improvement. Evidence for 3.6 may be a candidate statement. 
 
These criteria could be met through one or more activities in the place of learning or work.  
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Unit 7546-502 Effective skills, qualities and attitudes for 
learning and work  

How can this unit be delivered?  

This unit, which is mandatory for the Level 2 Award and Certificate, focuses on the learner’s positive 
behaviours and performance. Learners may wish to add to this unit throughout their programme of 
study, particularly from the Work-based experience, Community project or Supporting others units. 
 
Learners must demonstrate these positive behaviours consistently over a period of time eg if the 
programme of study lasts a year then a significant period of time may be the last term or the last six 
weeks, or it may be a week on a short programme.  
 
Tutors should ensure the unit is delivered in a positive way and learners should be encouraged to 
discuss and recognise their own and others’ positive behaviour. Videos, role plays and practical 
tasks may be used. 
 
This unit lends itself particularly well to being integrated with other aspects of the learner’s wider 
programme as evidence is likely to come from other units. Delivery should recognise learners’ 
particular circumstances and their broader learning programme. 
 
Resources 
These websites might be useful: 
www.excellencegateway.org.uk/skillsforlife 
www.bbc.co.uk/schools 
 
 
 
 
 

http://www.excellencegateway.org.uk/skillsforlife
http://www.bbc.co.uk/schools
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Unit 7546-503 Career planning and making applications  
 

Level:  Level 2 
Credit value:  3 
UAN:  A/600/6196 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 303 Entry 3 Career planning and making applications 
• 340 Entry 3 Career progression 
• 347 Entry 3 Searching for a job 
• 348 Entry 3 Applying for a job 
• 373 Entry 3 Presenting personal information effectively 
• 374 Entry 3 Learning about the range of opportunities in work 
• 403 Entry 3 Career planning and making applications 
• 436 Level 1 Preparation for work 
• 441 Level 1 Career progression 
• 451 Level 1 Investigating rights and responsibilities at work 
• 459 Level 1 Searching for a job 
• 460 Level 1 Applying for a job 
• 474 Level 1 Recognising employment opportunities 
• 495 Level 1 Presenting personal information effectively 
• 545 Level 2 Career progression 
• 563 Level 2 Searching for a job 
• 564 Level 2 Applying for a job 
• 579 Level 2 Investigating a vocational area 
• 582 Level 2 Applying for work 
• 602 Level 2 Presenting personal information effectively. 

 
Unit aim 
The aim of this unit is to help the learner to be able to select and apply for a suitable job, training 
programme or course. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Choose a suitable career pathway 
2. Select a suitable job, training programme or course 
3. Communicate own skills, qualities and experience in relation to the chosen career pathway 
4. Understand the application process 
 
Outcome definitions 
A career pathway includes long term aspirations as well as short term goals. 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 

http://www.accreditedqualifications.org.uk/unit/A6006196.seo.aspx?OwnerRef=
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Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit relates to the PLTS areas of Independent Enquirers and Reflective Learners. 
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Unit 7546-503 Career planning and making applications  
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 
How does this unit go beyond the requirements of Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to select and use relevant information to research his/her own career options.  
 
Learners are expected to have a greater degree of self-awareness. They find a suitable job vacancy, 
training programme or course and identify their own skills, qualities, experience and qualifications 
to draft a curriculum vitae.  
 

Outcome 1 Choose a suitable career pathway 
The learner can:  
1. research career options 
2. outline two career pathways 
3. evaluate these career pathways 
4. agree a suitable career pathway. 

 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to research at least two career options eg chef, 
florist. 
 
For 1.2 the candidate needs to outline two career pathways. These pathways can have the same 
goal (eg two different paths to the same job: full-time study or NVQ route) or different goals (two 
different careers).  
 
For 1.3 the candidate needs to evaluate these career pathways to make an informed choice. 
 
For 1.4 the candidate needs to agree a suitable career pathway with an appropriate person eg 
tutor, supervisor, careers adviser. 
 
Evidence for 1.1 to 1.4 may be a candidate statement signed by the assessor to confirm agreement. 
 

Outcome 2 Select a suitable job, training programme or course  
The learner can: 
1. list and use sources of information for job vacancies, training programmes or courses 
2. select a suitable job vacancy, training programme or course 
3. give reasons for choice. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to list and use sources of information for job 
vacancies, training programmes or courses eg local media and job centre. 
 
For 2.2 the candidate needs to select a suitable job vacancy, training programme or course 
related to their chosen career pathway.  
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For 2.3 the candidate needs to give reasons for their choice. For example, a part-time job may 
contribute to the candidate’s skills development. 
 
Evidence for 2.1 to 2.3 may be a candidate statement. 
 

Outcome 3  Communicate own skills, qualities and experience in relation 
to the chosen career pathway 

The learner can: 
1. explain the need to ‘sell himself/herself’ 
2. describe own skills, qualities, experience and qualifications in relation to chosen career pathway 
3. describe own achievements relevant to the chosen job, training programme or course 
4. prepare a focussed curriculum vitae for his/her chosen career pathway. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to explain the need to ‘sell himself/herself’ during 
the application process.  
 
For 3.2 the candidate needs to describe own skills, qualities, experience and qualifications and how 
these relate to the chosen career pathway. Skills might include being able to communicate 
effectively, manage time, multi-task, follow instructions, drive. Qualities might include being honest, 
punctual, conscientious, attentive to detail, polite, hard working. 
 
For 3.3 the candidate needs to describe own achievements relevant to the chosen job, training 
programme or course eg leading a team.  
 
Evidence for 3.1 to 3.3 may be a candidate statement. 
 
For 3.4 the candidate needs to prepare a focussed curriculum vitae for his/her chosen career 
pathway. This can be typed up by someone else. Evidence for 3.4 should be the curriculum vitae 
(CV). 
 

Outcome 4 Understand the application process 
 The learner can: 
1. describe how candidates are selected for an interview for a job, training programme or course 
2. complete an application for a specific job, training programme or course 
3. produce relevant documentation to support application. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to describe how candidates are selected for an 
interview for a job, training programme or course. This can include job specifications, desirable and 
essential criteria, application forms, CVs, types of interview, short listing. Evidence for 4.1 may be a 
candidate statement. 
 
For 4.2 the candidate needs to complete an application for a specific job, training programme 
or course. Evidence may be the completed form or letter of application or, for a telephone 
application, may be an assessor observation or an audio recording. 
 
For 4.3 the candidate needs to produce relevant documentation to support their application. 
Evidence could include certificates, examples of work, driving licence, permit to work. 
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Unit 7546-503 Career planning and making applications  
How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on the 
learner planning a career and preparing for an interview. 
 
Learners should be encouraged to consider what they want from a job or training opportunity. How 
far are they willing to travel? Are there particular hours or shifts that they want or that they cannot 
do? Would they prefer to train or study whilst they work or would they prefer to gain their 
qualifications first? Would they prefer to work inside or outside? Do they want to work with people? 
 
Visits could be organised to the Careers Advisory Service and/or to particular employers, training 
providers or colleges. External speakers, such as Information, Advice and Guidance (IAG) 
professionals, could be invited to talk to the learners and discuss their individual plans. Employers 
could offer an insight into the application process. 
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme. This unit could be integrated with other aspects of the learner’s wider programme 
such as work on literacy. 
 
Resources 
Web-based careers guidance tools can be used although care should be taken to help learners 
interpret results. 
 
These websites might be useful: 
www.connexions-direct.com  
www.direct.gov.uk 
www.jobcentreplus.gov.uk 
www.sscalliance.org 
www.employ-ability.org.uk 
www.prospects.org.uk 
 
Sector Skills Council websites  
 
 
 

http://www.direct.gov.uk/
http://www.sscalliance.org/
http://www.employ-ability.org.uk/
http://www.prospects.org.uk/
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Unit 7546-506 Managing personal finance  
 

Level:  Level 2 
Credit value:  3 
UAN:  R/600/7791 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 433 Level 1 Managing own money 
• 406 Level 1 Managing personal finance 
• 590 Level 2 Personal money management. 

 
Unit aim 
The aim of this unit is to help the learner to understand how to manage their personal finance. 
  
Learning outcomes 
There are seven learning outcomes to this unit. The learner will be able to: 
1. Understand sources of income and expenditure 
2. Understand pay slips and bank statements  
3. Understand the need to manage income and expenditure  
4. Know how to reduce debt  
5. Understand a range of financial products and services  
6. Understand the advantages and disadvantages of saving money  
7. Understand the advantages and disadvantages of borrowing money  
 
Outcome definitions 
Income might include wages, benefits, allowances. 
Expenditure might include rent, telephone, clothing, fuel, food, travel, entertainment.  
    
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 26 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 

http://www.accreditedqualifications.org.uk/unit/R6007791.seo.aspx?OwnerRef=
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Unit 7546-506 Managing personal finance  
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 
How does this unit go beyond the requirements of Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to describe earned and unearned income; describe state benefits payable in different 
situations; distinguish between work-related and non work-related expenditure; describe 
advantages and disadvantages of different payment methods; plan, record and identify 
surplus/deficit in their finances; select an appropriate bank account and understand bank 
statements; define bankruptcy and know about the risks and rewards of investments.  
 

Outcome 1 Understand sources of income and expenditure 
The learner can:  
1. give examples of earned and unearned sources of income 
2. describe state benefits payable in different situations 
3. give examples of a range of work-related and non work-related expenditure 
4. describe advantages and disadvantages of different payment methods. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to give examples of sources of earned and 
unearned income eg benefits, allowances. This is about income in general not the learner’s own 
income. 
 
For 1.2 the candidate needs to describe state benefits payable in different situations eg pensions, 
child benefit, Job Seeker’s Allowance. 
 
For 1.3 the candidate needs to give examples of a range of work related expenditure eg travel to 
work, work clothing and non work-related expenditure eg rent, telephone, clothing, fuel, food, 
entertainment. 
 
For 1.4 the candidate needs to describe advantages and disadvantages of different payment 
methods eg cash, cheques, credit cards, debit cards, direct debit, standing orders. 
 
Evidence for 1.1 to 1.4 may be a candidate statement or record of questioning. 
 

Outcome 2 Understand pay slips and bank statements  
The learner can:  
1. explain key terms on a pay slip  
2. explain the deductions on a payslip including tax and National Insurance contributions 
3. explain key terms on a bank statement. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to explain the key terms on a pay slip eg gross, 
net, deductions. 
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For 2.2 the candidate needs to explain deductions on a pay slip eg tax, National Insurance, 
pension contributions. 
 
For 2.3 the candidate needs to explain the key terms on a bank statement eg balance, charges, 
direct debit, standing order, BAC. 
 
Evidence for 2.1 to 2.3 may be a candidate statement or record of questioning. 
 

Outcome 3 Understand the need to manage income and expenditure  
The learner can:  
1. plan and record income and expenditure for a given period, identifying any surplus/deficit 
2. state why a contingency fund may be useful 
3. identify the problems which may occur if expenditure is greater than income 
4. identify possible benefits of effective management of personal finance. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to plan and record income and expenditure, 
identifying any surplus/deficit. This could be paper-based or electronic. Evidence for 3.1 may be 
the income and expenditure plan (a budget) and a record of actual income and expenditure in a 
given period (eg a month) identifying surplus and deficit. 
 
For 3.2 the candidate must state why a contingency fund may be useful eg for unexpected 
items of expenditure and bills. 
 
For 3.3 the candidate needs to identify the problems which may occur if expenditure is greater 
than income eg reduction in savings, rent arrears, unable to borrow or pay back existing loans. 
 
For 3.4 the candidate needs to identify the possible benefits of effective management of 
personal finances eg savings for holidays, lack of debt. 
 
Evidence for 3.2 to 3.4 may be a candidate statement or record of questioning. 
 

Outcome 4 Know how to reduce debt 
The learner can: 
1. describe ways of reducing personal expenditure and/or generating income 
2. list sources of support for serious debt problems 
3. define bankruptcy. 

 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to describe ways of reducing expenditure eg  
managing own budget  to reduce spending on non-essential items, buying in bulk or second 
hand, taking advantage of special offers and sales, using freecycle or similar websites. 
Generating income could include selling items at car boot sales, taking on additional work. 
 
For 4.2 the candidate needs to list sources of support for serious debt problems eg Citizens 
Advice, debt counselling, repayment plans. 
 
For 4.3 the candidate needs to define bankruptcy. 
 
Evidence for 4.1 to 4.3 may be a candidate statement or record of questioning. 
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Outcome 5 Understand a range of financial products and services 
 The learner can: 
1. give examples of types of products and services provided by banks and building societies 
2. state advantages and disadvantages of different types of accounts 
3. choose a suitable account giving reasons for choice 
4. outline some of the risks and rewards involved in shares and other types of investments. 
 
Explanation of criteria and examples of evidence 
For the first criterion (5.1) the candidate needs to give examples of types of products and 
services provided by banks and building societies eg bank accounts, mortgages, insurance. 
 
For 5.2 the candidate needs to state advantages and disadvantages of different types of 
accounts eg interest earned on deposit and savings accounts, penalties for withdrawing early 
from long term savings accounts. 
 
For 5.3 the candidate must choose a suitable account for themselves or a given person and 
give reasons for choice.  
 
For 5.4 the candidate needs to outline some of the risks involved in shares and other types of 
investments eg administration costs, falling interest rates. 
 
Evidence for 5.1 to 5.4 may be a candidate statement or record of questioning. 
 

Outcome 6 Understand the advantages and disadvantages of saving 
money 

 The learner can: 
1. describe the advantages of saving for an individual or family 
2. describe the disadvantages of saving for an individual or family 
3. give examples of the financial rewards from different types of saving. 
 
Explanation of criteria and examples of evidence 
For the first criterion (6.1) the candidate needs to describe the advantages of saving eg able to 
take advantage of discounts, cash deals, cope with large unexpected items of expenditure.  
 
For 6.2 the candidate needs to describe the disadvantages of saving eg less disposable 
income. 
 
For 6.3 the candidate needs to give examples of the financial rewards from different types of 
saving eg long and short term, rates of return. 
 
Evidence for 6.1 to 6.3 may be a candidate statement or record of questioning. 
 

Outcome 7 Understand the advantages and disadvantages of borrowing 
money 

 The learner can: 
1. describe the advantages of borrowing for an individual or family 
2. describe the disadvantages of borrowing for an individual or family 
3. give examples of the financial costs of short term borrowing 
4. give examples of the financial costs of long term borrowing. 
 
Explanation of criteria and examples of evidence 
For the first criterion (7.1) the candidate needs to describe the advantages of borrowing eg to 
take advantage of special offers and purchase large items. 
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For 7.2 the candidate needs to describe the disadvantages of borrowing eg debt, arrears in 
payments, effect of increases in interest rates. 
 
For 7.3 the candidate needs to give examples of the financial costs of short term borrowing eg the 
total amount to be repaid for borrowing on credit cards, short term loan/credit agreement to 
purchase a television. 
 
For 7.4 the candidate needs to give examples of the financial costs of long term borrowing eg 
lower interest rates, longer repayment period, mortgage to buy a house. 
 
Evidence for 7.1 to 7.4 may be a candidate statement. 
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Unit 7546-506 Managing personal finance  
How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on helping 
the learner to manage personal finance.  
 
The tutor will need to discuss the terms ‘income’, ‘expenditure’ and ‘contingency fund’ and different 
sources of earned and unearned income. The candidate must know about state benefits eg 
Jobseeker’s Allowance.  
 
The learner will need to explain key terms on a pay slip and bank statement. Examples of bank 
statements are useful but should not contain any personal details. 
 
The learner will know the importance of balancing income and expenditure and how to reduce 
expenditure eg using a bike instead of the bus.  
 
The learner will need to know about serious debt including bankruptcy and the sources of support 
for those with financial difficulties. External speakers could be invited to speak to the learners. 
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme. This unit lends itself particularly well to being integrated with other aspects of the 
learner’s wider programme. 
 
Resources 
These websites might be useful: 
www.moneymadeclear.fsa.gov.uk 
www.citizensadvice.org.uk 
www.excellencegateway.org.uk/skillsforlife 
www.rwp.qia.oxi.net/embeddedlearning/ 
www.oft.gov.uk 
 
 
 
 

http://www.moneymadeclear.fsa.gov.uk/
http://www.excellencegateway.org.uk/skillsforlife
http://www.rwp.qia.oxi.net/embeddedlearning/
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Unit 7546-509 Work-based experience 
  

Level:  Level 2 
Credit value:  3 
UAN:  Y/600/7792 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 344 Entry 3 Preparing for work placement 
• 345 Entry 3 Learning from work placement 
• 367 Entry 3 Getting to a destination safely and on time 
• 409 Level 1 Work-based experience 
• 456 Level 1 Preparing for work placement 
• 457 Level 1 Learning from work placement 
• 459 Level 1 Searching for a job 
• 558 Level 2 Preparing for work placement 
• 559 Level 2 Learning from work placement 
• 580 Level 2 Participating in a vocational taster 
• 603 Level 2 Participating in a vocational tasters. 

 
Unit aim 
The aim of the unit is to help the learner to develop his/her skills in, and understanding of, the 
workplace by preparing for, attending and reviewing work experience. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand how to plan effectively for work-based experience  
2. Understand what is expected during work-based experience 
3. Follow requirements during the work-based experience 
4. Complete a work experience review 
 
Outcome definitions 
Work-based experience might include a placement or a current part-time job. The candidate is 
expected to attend this work-based experience for a minimum of 15 hours. 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 

http://www.accreditedqualifications.org.uk/unit/Y6007792.seo.aspx?OwnerRef=
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Unit 7546-509 Work-based experience 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 
How does this unit go beyond the requirements of Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to select and use relevant knowledge, ideas, skills and procedures to complete well-
defined tasks and address straightforward problems. It includes taking responsibility for completing 
tasks and procedures and exercising autonomy and judgement subject to overall direction or 
guidance. Prior to the work experience the learner describes how this work experience relates to 
his/her employment and/or learning goals and states some personal goals for this work experience. 
Following the work experience he/she reflects on the experience including what he/she has learned 
about himself/herself and to what extent personal goals were met. 
 

Outcome 1 Understand how to plan effectively for work-based 
experience 

The learner can:  
1. research information related to work experience 
2. apply or prepare for work experience 
3. describe how this work experience relates to his/her employment and/or learning goals 
4. state personal goals for this work experience. 

 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to research information related to work experience. 
Work experience might include a placement or a current part time job. The candidate could 
research and find his/her own work experience placement. Alternatively, the candidate could 
research a placement found by the centre and agreed by the candidate. The candidate is expected 
to attend suitable work experience for a minimum of 15 hours. Evidence may be a candidate 
statement or annotated printouts. 
 
For 1.2 the candidate needs to apply or prepare for work experience. The application can be by 
telephone, application form or interview depending on the requirements of the work placement. If 
the candidate is given the placement without any application process (real or simulated) they should 
state how they prepare for the work experience eg research location, type of company. If they are 
already in employment they can use existing evidence, apply for a fictional position or state how 
they prepared for this work experience. Evidence may be an application form, letter, assessor 
observation, witness statement or audio recording. 
 
For 1.3 the candidate needs to describe how this work experience relates to his/her employment 
and/or learning goals. This could be directly relevant eg intended employment area or indirectly 
relevant eg experience of a work place. Evidence may be a candidate statement. 
 
For 1.4 the candidate needs to state personal goals for this work experience eg gain experience in 
a particular skill, make useful contacts, obtain a reference. Evidence may be a candidate statement 
or action plan. 
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Outcome 2 Understand what is expected during work-based experience 
1. describe behaviours and attitudes expected by work place supervisors and colleagues 
2. explain why personal hygiene and appearance is important 
3. Plan how to arrive at work on time. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe behaviours and attitudes expected by 
work place supervisors and colleagues eg punctuality, politeness, willingness to learn. 
 
For 2.2 the candidate needs to explain why personal hygiene and appearance is important.  
 
For 2.3 the candidate needs to plan how to arrive at work on time. This includes planning transport 
arrangements. If the work experience does not require the learner to plan a journey this can be a 
simulated activity for another location. 
 
Evidence for 2.1 to 2.3 may be a candidate statement. 
 

Outcome 3  Follow requirements during the work-based experience  
The learner can: 
1. attend a suitable work experience for a minimum of fifteen hours 
2. dress appropriately 
3. follow safe working practice 
4. follow instructions to complete tasks to given standards and deadlines 
5. interact with other people in an appropriate manner 
6. accept feedback 
7. describe the procedures for reporting progress or any concerns. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to attend a suitable work experience for a minimum 
of fifteen hours. Evidence may be a time sheet or witness statement. 
 
For 3.2 the candidate needs to dress appropriately for the workplace. This may include 
wearing protective clothing. Evidence may be a photograph, witness statement or assessor 
observation. 
 
For 3.3 the candidate needs to follow safe working practice. The tutor/work experience provider 
should ensure health and safety requirements are met. Evidence should be a witness statement or 
assessor observation. 
 
For 3.4 the candidate needs to follow instructions to complete tasks in the workplace to given 
standards and deadlines. Instructions may be written or verbal. Evidence may be a witness 
statement or assessor observation. 
 
For 3.5 the candidate needs to interact with other people in the workplace in an appropriate 
manner. This can include oral and written communication. Evidence may be a witness statement or 
assessor observation. 
 
For 3.6 the candidate needs to accept feedback in the workplace from supervisors and/or peers. 
Evidence may be a witness statement or assessor observation. 
 
For 3.7 the candidate needs to describe the procedures in that workplace for reporting progress or 
any concerns. Evidence may be a candidate statement. 
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Centres can use or adapt the Level 2 Work-based experience placement diary - see Appendix 2.  
 

Outcome 4 Complete a work experience review  
The learner can: 
1. identify what went well 
2. describe what he/she has learned about himself/herself 
3. illustrate how and to what extent personal goals were met 
4. explain how he/she is going to build on this experience. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to identify what went well. This can include 
tasks completed and skills, qualities or attitudes identified and/or improved eg getting to work 
on time. 
 
For 4.2 the candidate needs to describe what he/she has learned about himself/herself eg 
ability to communicate with people who are unfamiliar, does/doesn’t like working in a particular 
setting. 
 
For 4.3 the candidate needs to illustrate how and to what extent the personal goals identified 
in 1.4 were met. 
 
For 4.4 the candidate needs to explain how he/she is going to build on this experience eg 
improve particular skills, apply for similar jobs. 
 
Evidence for 4.1 to 4.4 may be a candidate statement. 
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Unit 7546-509 Work-based experience 
How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on the 
learner applying/preparing for and taking an active part in a work-based experience. 
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme. This unit lends itself particularly well to being integrated with other aspects of the 
learner’s wider programme and has links with Career planning and making applications (units 303, 
403 and 503).  
 
Learners may find evidence from this unit particularly useful for the mandatory unit, Effective skills, 
qualities and attitudes for learning and work. 
 
Resources 
These websites might be useful: 
www.direct.gov.uk 
www.connexions-direct.com 
 
 
 

http://www.direct.gov.uk/
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Unit 7546-512 Candidate project for learning and work 
 

Level:  Level 2 
Credit value:  3 
UAN:  D/600/7793 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 412 Level 1 Candidate project 
• 577 Level 2 Developing practical skills and techniques. 

 
Unit aim 
The aim of this unit is to support the learner in planning, carrying out, presenting and evaluating a 
project (an activity or a piece of research) of his/her own choice. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Plan a project (activity or piece of research) 
2. Carry out a project 
3. Present a project 
4. Evaluate a project 
 
Outcome definitions 
Candidate project is an individual activity or piece of research. 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills.  

http://www.accreditedqualifications.org.uk/unit/D6007793.seo.aspx?OwnerRef=
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Unit 7546-512 Candidate project for learning and work 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 
How does this unit go beyond the requirements of Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The candidate is 
expected to submit a plan to a suitable person and respond to their feedback and identify the 
potential hazards and risks in carrying out the project. The candidate also needs to describe the 
process and present the project outcomes.  
  

Outcome 1 Plan a project (activity or piece of research)  
The learner can:  
1. agree a suitable project and state desired outcomes 
2. list the stages involved in the project 
3. suggest a timescale for the activities 
4. identify the potential hazards and risks in carrying out the project 
5. submit the plan to a suitable person for feedback 
6. respond to feedback. 

 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to agree a suitable project (a piece of research or 
practical activity) with the assessor or supervisor and state the desired outcomes. 
  
For 1.2 the candidate needs to list the stages involved in the project. 
 
For 1.3 the candidate needs to suggest a timescale for the activities. 
 
For 1.4 the candidate needs to identify potential hazards and/or risks in carrying out the project eg 
health and safety hazards and risks, risks relating to availability of time, tools and materials etc. 
 
Evidence for 1.1 to 1.4 may be a candidate statement.  
 
For 1.5 the candidate needs to submit the plan to a suitable person for feedback ie assessor or 
supervisor. Evidence for 1.5 will be the project plan. 
 
For 1.6 the candidate needs to respond to feedback ie from the assessor or supervisor. Evidence 
for 1.6 may be a candidate statement. 
 

Outcome 2 Carry out a project  
The learner can:  
1. follow the project plan 
2. review progress with a suitable person 
3. amend the project plan if necessary 
4. complete the project. 
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Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to follow the project plan. Evidence may be a 
candidate statement, annotated photos or diary and an assessor observation or witness 
statement. 
 
For 2.2 the candidate needs to review progress with a suitable person eg assessor or 
supervisor. Evidence may be a written review record.  
 
For 2.3 the candidate needs to amend the project plan if necessary. This may depend on 
progress or availability of resources. Any amendments should be agreed with the assessor. 
Evidence may be an annotated plan. 
 
For 2.4 the candidate needs to complete the project. Evidence may include the project 
outcome (eg completed piece of research or artefact), assessor statement and/or video, photo 
or audio recording. 
 

Outcome 3 Present a project  
The learner can: 
1. describe process  
2. present project outcomes. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to describe the process of carrying out the 
project eg different stages, the types of research. 
 
For 3.2 the candidate needs to present project outcomes eg outcomes of the research. This 
could be a formal or an informal presentation. 
 
Evidence for 3.1 and 3.2 may be a work diary, a presentation and a witness statement.  
 

Outcome 4 Evaluate a project  
The learner can: 
1. obtain and reflect on feedback  
2. explain what went well 
3. explain what did not go well 
4. describe what he/she has learned from planning, carrying out and presenting the project. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to obtain feedback and reflect on the feedback 
received. The feedback can be from peers, a supervisor or assessor or from other appropriate 
internal or external sources. Evidence for 4.1 may be written feedback or notes taken from a 
discussion such as a tutorial plus evidence of reflection in their reference to this in the written 
report for 4.2 to 4.4. 
 
For 4.2 the candidate needs to explain what went well in the planning, carrying out and/or 
presenting of the project. 
 
For 4.3 the candidate needs to explain what did not go so well in the planning, carrying out 
and/or presenting of the project. 
 
For 4.4 the candidate needs to describe what he/she has learned from planning, carrying out and 
presenting the project. 
 
Evidence for 4.2 to 4.4 may be a written report or audio recording. 



 

Awards and Certificates in Employability and Personal Development (7546) 33 

Unit 7546-512 Candidate project for learning and work 
How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on carrying 
out an individual project. 
 
This unit is an opportunity for learners to explore an area that may relate to their learning, work 
and/or personal/leisure interests. The project may take the form of a piece of research (eg the 
history of the local town, researching a family tree) or a practical activity (eg planting a herb garden, 
making a vocationally related artefact). A project may include both research and practical activities 
eg researching the dietary requirements of a person with a specific health condition and cooking a 
meal suitable for them. 
 
The length and scope of the project will depend on the time and resources available and should be 
appropriate for the candidate.  
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme. This unit lends itself particularly well to being integrated with other aspects of the 
learner’s wider programme. 
 
Resources 
These websites might be useful: 
www.excellencegateway.org.uk/skillsforlife 
www.rwp.qia.oxi.net/embeddedlearning 
www.bbc.co.uk/schools 
 
 
 

http://www.excellenecegateway.org.uk/skills
http://www.rwp.qia.oxi.net/embeddedlearning


 

34 Awards and Certificates in Employability and Personal Development (7546) 

Unit 7546-514 Developing self for learning and work  
 

Level:  Level 2 
Credit value:  2 
UAN: H/600/7794 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 401 Level 1 Planning for progression 
• 427 Level 1 Developing self 
• 436 Level 1 Preparation for work 
• 438 Level 1 Working towards goals 
• 440 Level 1 Self-assessment 
• 466 Level 1 Developing personal development skills 
• 544 Level 2 Self-assessment 
• 571 Level 2 Introduction to alcohol awareness for the individual. 

 
Unit aim 
The aim of this unit is to help the learner plan for progression by being able to recognise and build 
on personal strengths. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand how to improve own performance through learning  
2. Understand which personal attributes (qualities and attitudes) are needed for success in 

learning and work  
3. Understand the importance of transferable skills for success in learning and work 
4. Action plan for self development  

 
Outcome definitions 
Personal attributes (qualities and attitudes) might include being positive, motivated, honest, 
punctual, conscientious, attentive to detail, polite, hard working.  
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 15 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 

http://www.accreditedqualifications.org.uk/unit/H6007794.seo.aspx?OwnerRef=
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Unit 7546-514 Developing self for learning and work  
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 

Outcome 1 Understand how to improve own performance through 
learning  

The learner can:  
1. identify formal learning opportunities 
2. identify informal learning opportunities 
3. describe how he/she learns effectively 
4. identify how to maximise own learning opportunities. 

 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to identify formal learning opportunities. These may 
include lessons, lectures, presentations and/or training opportunities at work. Evidence may include 
prospectuses, programme plans and brochures for training courses. 
 
For 1.2 the candidate needs to identify informal learning opportunities. These may include working 
with others, discussions with others, learning on the job. Evidence may be a candidate statement. 
 
For 1.3 the candidate needs to describe how he/she learns effectively eg learning styles. Evidence 
may be a candidate statement or a completed learning styles questionnaire.  
 
For 1.4 the candidate needs to identify how to maximise own learning opportunities eg managing 
time effectively. Evidence may be a candidate statement. 
 

Outcome 2 Understand which personal attributes (qualities and attitudes) 
are needed for success in learning and work 

 The learner can:  
1. describe positive qualities and attitudes needed for learning and work 
2. outline own personal strengths and weaknesses 
3. explain why it is important to continuously develop own strengths and improve on weaknesses. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe positive qualities and attitudes needed 
for learning and work eg being positive, motivated, honest, punctual, conscientious, attentive to 
detail, polite, hard working. Candidates do not need to distinguish between qualities and attitudes. 
 
For 2.2 the candidate needs to outline own personal strengths (eg in relation to the qualities 
and attitudes described in 2.1) and weaknesses eg lack of confidence. 
 
For 2.3 the candidate needs to explain why it is important to continuously develop own 
strengths and improve on weaknesses eg for progression, for promotion, to enhance career 
opportunities. 
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Evidence for 2.1 to 2.3 may be a candidate statement. 
 

Outcome 3 Understand the importance of transferable skills for success 
in learning and work 

 The learner can: 
1. differentiate between vocational skills and transferable skills 
2. explain the importance of transferable skills 
3. outline own current transferable skills. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to differentiate between vocational (work related) 
skills and transferable skills (Functional/Core/Key/Essential Skills etc). 
 
For 3.2 the candidate needs to explain the importance of transferable skills eg to perform 
effectively in different contexts. 
 
For 3.3 the candidate needs to outline their own current transferable skills eg communication, 
numerical, ICT, problem solving. 
 
Evidence for 3.1 to 3.3 may be a candidate statement. 
 

Outcome 4 Action plan for self development  
The learner can: 
1. identify areas for development: 

a) vocational skills 
b) transferable skills 
c) personal attributes 

2. identify realistic short term targets and long term goals for each area 
3. prepare an action plan or contract to meet short term targets 
4. identify arrangements for reviewing progress. 

 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to identify areas for development. This builds on 
learning outcomes 2 and 3. Evidence may be a candidate statement. 
 
For 4.2 the candidate needs to identify realistic short term targets and long term goals for each 
area. Short term targets may be to achieve a qualification; long term goals may be further study 
or developing one’s career. Evidence may be a candidate statement. 
 
For 4.3 the candidate needs to prepare an action plan to meet short term targets. The targets 
should be specific, measurable, achievable, realistic and timebound (SMART). Evidence should 
be the action plan. 
 
For 4.4 the candidate needs to identify arrangements for reviewing progress. This could be 
through tutorials or performance reviews. Evidence may be a candidate statement or assessor 
record.  
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Unit 7546-514 Developing self for learning and work  
How can this unit be delivered? 

This unit, which is optional for the Level 2 Award and Certificate, focuses on developing skills for 
learning and work, including identifying current strengths and weaknesses, identifying learning 
opportunities and planning self development. 
 
Learners should be encouraged to consider how they can develop their skills through formal and 
informal opportunities. Do they prefer to learn or study at work or gain qualifications in a non-work 
setting? 
 
Visits could be organised to the Careers Advisory Service and/or to particular employers, training 
providers or colleges. External speakers, such as Information, Advice and Guidance (IAG) 
professionals, could be invited to talk to the learners and discuss their individual plans.  
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme. This unit lends itself particularly well to being integrated with other aspects of the 
learner’s wider programme. 
 
Resources 
Useful sources of information could include IAG and vocational profiling tools on Sector Skills 
Councils’ websites. 
 
This website might also be useful: 
www.excellencegateway.org.uk/skillsforlife 
 
 
 
 

http://www.excellenecegateway.org.uk/skills
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Unit 7546-515 Teamworking skills 
 

Level:  Level 2 
Credit value:  3 
UAN:  K/600/7795 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 311 Entry 3 Contributing to a team 
• 337 Entry 3 Working as part of a group 
• 411 Level 1 Contributing to a team 
• 437 Level 1 Working as part of a group 
• 497 Level 1 Developing group and teamwork communication skills. 

 
Unit aim 
The aim of this unit is to help the learner understand the roles people may take within teams and be 
able to work with others towards achieving shared objectives. 
 
Learning outcomes 
There are six learning outcomes to this unit. The learner will be able to: 
1. Understand why effective teamwork is important 
2. Understand the roles people may take in a teamwork situation 
3. Understand the role of conflict 
4. Understand what needs to be done to achieve a particular goal 
5. Work with others towards achieving shared objectives 
6. Reflect on own performance and that of the team 
 
Outcome definitions 
A teamwork situation involves three or more people working together to achieve shared objectives. 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 

http://www.accreditedqualifications.org.uk/unit/K6007795.seo.aspx?OwnerRef=
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Unit 7546-515 Teamworking skills 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 
How does this unit go beyond the requirements of Level 1? 
The assessment criteria for this level go beyond the requirements of the Level 1 Contributing to a 
team unit. The learner is expected to be able to select and use relevant knowledge, ideas, skills and 
procedures to complete well-defined tasks and address straightforward problems. It includes taking 
responsibility for completing tasks and procedures and exercising autonomy and judgement subject 
to overall direction or guidance.  
 
The learner is able to define effective teamwork and describe the advantages and disadvantages of 
teamwork for a given situation. He/she demonstrates an understanding of the role of conflict and 
suggests ways to manage and resolve conflict. The learner demonstrates an ability to work with 
others to achieve objectives; provides feedback in a considerate and constructive manner; reflects 
on his/her own performance and the performance of the team and suggests ways of improving own 
team working skills. 
 

Outcome 1 Understand why effective teamwork is important 
The learner can:  
1. define effective teamwork 
2. describe the advantages and disadvantages of teamwork for a given situation. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to define effective teamwork. 
 
For 1.2 the candidate needs to describe the advantages and disadvantages of teamwork for a 
given situation. The situation could be given by the assessor or supervisor and although it is likely to 
be the teamwork situation in outcomes 4, 5 and 6, it could be another situation. 
 
Evidence for 1.1 and 1.2 may be a candidate statement. 
 

Outcome 2 Understand the roles people may take in a teamwork 
situation 

The learner can:  
1. give examples of formally allocated roles 
2. give examples of less formal roles 
3. describe the impact these roles could have on the way a team works and on members of the 

team. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to give examples of formally allocated roles eg 
team leader, supervisor, reviewer, planner. 
 
For 2.2 the candidate needs to give examples of less formal roles eg joker, negotiator, 
completer. 
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For 2.3 the candidate needs to describe the impact these roles could have on the way a team 
works and on members of the team. Candidates may wish to reflect on teams they have worked 
in or observed. 
 
Evidence for 2.1 to 2.3 may be a candidate statement. 
 

Outcome 3 Understand the role of conflict 
The learner can:  
1. list factors that could contribute to conflict in a team 
2. explain how conflicting views could be an advantage 
3. suggest ways to manage and resolve conflict. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to list factors that could contribute to conflict in a 
team eg views, attitudes, misunderstanding, previous experiences. 
 
For 3.2 the candidate needs to explain how conflicting views could be an advantage eg providing a 
different interpretation. 
 
For 3.3 the candidate needs to suggest ways to manage and resolve conflict. 
 
Evidence for 3.1 to 3.3 may be a candidate statement. 
 

Outcome 4 Understand what needs to be done to achieve a particular 
goal 

The learner can: 
1. explain the overall goal and objectives of the team 
2. identify own strengths, skills and experiences relevant to the teamwork situation 
3. describe his/her own role as part of the team. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to explain the overall goal of the team. The team 
goal may be decided by the team eg raising funds for charity or given to the team by the 
assessor or supervisor eg to complete a project. 
 
For 4.2 the candidate needs to identify own strengths, skills and experiences relevant to this 
teamwork situation eg good with figures, previous experience of accounting. 
 
For 4.3 the candidate needs to describe his/her own role as part of this team eg treasurer. 
 
Evidence for 4.1 to 4.3 may be a candidate statement. 
 

Outcome 5 Work with others towards achieving shared objectives  
The learner can: 
1. agree an action plan of individual and group activities needed to achieve the objectives 
2. clarify action plan if necessary 
3. identify who to ask for help if he/she needs it 
4. carry out the individual and group activities as agreed  
5. motivate the team to achieve its objectives 
6. provide feedback in an appropriate and constructive manner  
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7. receive and respond to constructive feedback. 
 

Explanation of criteria and examples of evidence 
For the first criterion (5.1) the candidate needs to agree an action plan of individual and group 
activities needed to achieve objectives. Evidence for 5.1 may be a signed action plan. 
 
For 5.2 the candidate needs to clarify the action plan if necessary. The candidate should be able 
to state what he or she needs to do. 
 
For 5.3 the candidate needs to identify who he/she could ask for help eg supervisor, assessor.  
 
Evidence for 5.2 and 5.3 may be a candidate statement. 
 
For 5.4 the candidate needs to carry out the individual and group activities as agreed in 5.1. The 
candidate needs to follow health and safety guidelines given by assessor or supervisor and wear 
appropriate clothing. 
 
For 5.5 the candidate needs to motivate the team to achieve its objectives. This could include 
completing own tasks with a positive attitude, offering help, support and encouragement. 
 
For 5.6 the candidate needs to provide feedback in an appropriate and constructive manner. This 
can be during or following the teamwork activity. 
 
For 5.7 the candidate needs to receive and respond to constructive feedback. The candidate 
should acknowledge the feedback without taking offence, asking for clarification or examples if 
necessary. He/she should consider the point(s) made before taking/planning any further action eg 
changing behaviour.  
 
Evidence for 5.4 to 5.7 should be an assessor observation or witness statement. 
 

Outcome 6 Reflect on own performance and that of the team 
The learner can: 
1. reflect on his/her own performance and the performance of the team 
2. suggest ways of improving own teamworking skills. 
 
Explanation of criteria and examples of evidence 
For the first criterion (6.1) the candidate needs to reflect on his/her own performance and the 
performance of the team. This review should go beyond the activities the group has completed and 
how successful the activities were and focus on the way the group worked together. The candidate 
needs to identify how he/she contributed to achieving objectives together. The focus should be on 
the candidate’s interaction with the group not just the objectives achieved. He/she will identify what 
went well and what went less well in working with others.  
 
For 6.2 the candidate needs to suggest ways of improving own team working skills. The focus 
should be on improving the candidate’s interaction with others as a transferable skill and not on 
how successfully the activity was completed. 
 
Evidence for 6.1 and 6.2 may be a candidate statement or review record. 
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Unit 7546-515 Teamworking skills 
How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on some 
underpinning knowledge about teams prior to the learner demonstrating practical teamworking 
skills. 
 
The team activity should be collaborative and purposeful and give each candidate the opportunity 
to meet all the criteria. However, all the team members may not be working towards this unit. For 
example, the teamwork situation could be in the workplace.  
 
Tutors may use a wide range of learning resources including videos and external speakers to 
illustrate teams in work and leisure activities. Role play could be used to explore conflict and/or 
enable learners to practise providing and receiving constructive feedback. Games and activities that 
develop teamworking skills can be used to ensure the learning is interactive, fun and appeals to a 
range of learning styles.  
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme. This unit lends itself particularly well to being integrated with other aspects of the 
learner’s wider programme. 
 
Resources 
This website might be useful: 
www.excellencegateway.org.uk 
 
 
 
 

http://www.excellencegateway.org.uk/
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Unit 7546-516 Dealing with challenges  
 

Level:  Level 2 
Credit value:  2 
UAN:  M/600/7796 
 
Unit aim 
The aim of this unit is to help the learner to recognise that challenge can be positive as well as 
negative and to recognise how he/she reacts to challenges.  
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand different types of challenge  
2. Understand how to cope with challenges 
3. Respond positively to challenges 

 
Outcome definitions 
Challenge is any difficult situation the candidate has to deal with. 
    
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 17 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 

http://www.accreditedqualifications.org.uk/unit/M6007796.seo.aspx?OwnerRef=
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Unit 7546-516 Dealing with challenges  
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 

Outcome 1 Understand different types of challenge  
The learner can:  
1. list different types of challenge 
2. describe potential opportunities of challenging situations 
3. describe potential threats of challenging situations 
4. describe attitudes to challenge. 

 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to list types of challenge. These could be physical, 
mental, or work or people related. 
 
For 1.2 the candidate needs to describe potential opportunities of challenging situations eg 
development of coping skills, increasing his/her motivation. 
 
For 1.3 the candidate needs to describe potential threats of challenging situations eg emotions, 
stress. 
 
For 1.4 the candidate needs to describe attitudes to challenge eg avoidance, accommodation. 
 
Evidence for 1.1 to 1.4 may be a candidate statement, records of discussions or an assessor report. 
 

Outcome 2 Understand how to cope with challenges 
The learner can:  
1. describe personal strengths (qualities, skills, attitudes and behaviours) needed to cope with 

challenges 
2. identify his/her own abilities to cope 
3. explain the possible effects of emotions on his/her ability to cope 
4. recognise signs of stress  
5. describe ways of dealing with stress. 

 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe personal strengths needed to cope 
with challenges eg thinking and decision making skills. 
 
For 2.2 the candidate needs to identify own abilities to cope eg dealing with consequences of 
own actions or emotions.  
 
For 2.3 the candidate needs to explain possible effects of emotions on ability to cope eg 
impeding decision making; inspiring creative thinking. 
 
 For 2.4 the candidate needs to recognise signs of stress eg increased heart rate.  
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For 2.5 the candidate needs to describe ways of dealing with stress eg improving time 
management, improving work-life balance. 
 
Evidence for 2.1 to 2.5 may be a candidate statement, records of discussions or an assessor report. 
 

Outcome 3 Respond positively to challenges 
The learner can: 
1. describe a challenge 
2. demonstrate a positive response 
3. analyse his/her approach and actions 
4. review the effectiveness of his/her actions 
5. state what he/she has learnt from this experience. 

 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to describe a challenge. The challenge described may 
be used for the other criteria for this outcome. Evidence may be a candidate statement. 
 
For 3.2 the candidate needs to demonstrate a positive response eg compromise, collaborate. 
Evidence may be a witness statement or an assessor observation. 
  
For 3.3 the candidate needs to analyse own approach and actions eg co-operation, 
confrontation. Evidence may be a candidate statement. 
 
For 3.4 the candidate needs to review the effectiveness of own actions. Evidence may be a 
candidate statement or a review record. 
 
For 3.5 the candidate needs to state what he/she learned from the experience. Evidence may 
be a candidate statement. 
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Unit 7546-516 Dealing with challenges  
How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on 
understanding different kinds of challenges and how to cope with and respond positively to 
challenges. 
 
The learner needs to understand that challenges can be positive as well as negative even if the 
challenge does not have a successful outcome.  
 
External speakers who have responded to challenges could be invited to talk to the learners about 
their experiences. 
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme. This unit lends itself particularly well to being integrated with other aspects of the 
learner’s wider programme. 
 
Resources 
These websites might be useful: 
www.direct.gov.uk 
www.citizensadvice.org.uk 
www.bbc.co.uk/keyskills 
www.time-management-guide.com 
 
 

http://www.direct.gov.uk/
http://www.citizensadvice.org.uk/
http://www.bbc.co.uk/key
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Unit 7546-517 Managing yourself 
 

Level:  Level 2 
Credit value:  3 
UAN:  T/600/7797 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 605 Level 1 Understanding Time Management in the Workplace. 
 
Unit aim 
The aim of this unit is to help the learner understand the importance of a balanced lifestyle and be 
able to identify ways of making himself/herself more effective. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand the importance of life/work balance 
2. Understand the importance of a healthy lifestyle for personal effectiveness 
3. Understand how to ‘work smart’ 
4. Carry out an analysis of self management skills 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 

http://www.accreditedqualifications.org.uk/unit/T6007797.seo.aspx?OwnerRef=
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Unit 7546-517 Managing yourself 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 

Outcome 1 Understand the importance of life/work balance 
The learner can:  
1. state why life/work balance is important  
2. list the roles he/she has in life and the time implications of these roles 
3. list the support available for these roles  
4. complete a time log for a given period and identify any areas of concern.  

 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to state why life/work balance is important.  
 
For 1.2 the candidate needs to list the roles he/she has in life and the time implications of these 
roles. The roles could include carer, partner, employee, volunteer. 
 
For 1.3 the candidate needs to list the support available for these roles. Support could include help 
with childcare from family, friends or other sources. 
 
Evidence for 1.1 to 1.3 may be a candidate statement. 
 
For 1.4 the candidate needs to complete a time log for a given period and identify any areas of 
concern. A suitable period could be a day or week depending on the individual and area of concern.  
Evidence for 1.4 may be a paper-based or electronic log. 
 

Outcome 2 Understand the importance of a healthy lifestyle for personal 
effectiveness 

The learner can:  
1. state why sleep is important 
2. state why regular exercise is important 
3. list the benefits of eating healthily 
4. describe the effects of alcohol and drugs on performance. 

 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to state why sleep is important. 

 
For 2.2 the candidate needs to state why regular exercise is important. 
 
For 2.3 the candidate needs to list at least three benefits of eating healthily. 

 
For 2.4 the candidate needs to describe the effects of alcohol and the effects of drugs on 
performance. 
 
Evidence for 2.1 to 2.4 may be a candidate statement. 
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Outcome 3 Understand how to ‘work smart’ 
The learner can:  
1. list possible internal and external barriers to effective working 
2. state the difference between urgent and important tasks 
3. state when and where he/she works best. 

 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to list possible internal and external barriers to 
effective working. Internal barriers could include lack of motivation or lack of confidence. External 
barriers could include family commitments, amount of work, distractions. 
 
For 3.2 the candidate needs to state the difference between urgent and important tasks. 
 
For 3.3 the candidate needs to state when (eg early morning) and where (eg in the library, at the 
dining room table, in the office) he/she works best. The candidate could also consider why those 
surroundings are more favourable; perhaps he/she prefers somewhere quiet or prefers working 
with noise such as music or people in the background. 
 
Evidence for 3.1 to 3.3 may be a candidate statement. 
 

Outcome 4 Carry out an analysis of self management skills 
The learner can:  
1. analyse current self management skills 
2. identify ways of making him/herself more effective 
3. produce an action plan for personal improvement. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to analyse current self management skills to 
discover strengths and weaknesses. 
 
For 4.2 the candidate needs to identify ways of making him/herself more effective. This could 
include changes to the environment, planning tasks, ‘chunking’ work.  
 
Evidence for 4.1 and 4.2 may be a candidate statement.  
 
For 4.3 the candidate needs to produce an action plan for personal improvement. Evidence for 4.3 
should be the action plan. 
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Unit 7546-517 Managing yourself 
How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on learners 
recognising the way their time is currently spent and identifying possible improvements to enable 
them to manage their time more effectively.  
 
Tutors should encourage learners to consider any areas of concern identified in 1.4 as they work 
through the unit.  
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme. Young learners starting their first job or a course of full time study may have a different 
range of barriers and concerns than adults returning to work or study. 
 
The approach should be positive and recognise the holistic nature of a healthy lifestyle. Delivery 
should recognise that individuals have different needs and react in different ways. What one learner 
finds motivating could be stressful for another learner.  
 
Resources 
ICT planning tools are widely available on the web. 
 
These websites might be useful: 
www.nhs.uk 
www.alcoholconcern.org.uk 
www.talktofrank.com 
www.citizensadvice.org.uk 
 
 
 
 

http://www.alcoholconcern.org.uk/
http://www.talktofrank.com/
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Unit 7546-518 Valuing customers  
 

Level:  Level 2 
Credit value:  2 
UAN:  A/600/7798 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 402 Level 1 Effective skills, qualities and attitudes for learning and work 
• 450 Level 1 Building working relationships with customers 
• 553 Level 2 Building working relationships with customers 
• 816 Entry 3 Customer service in the hospitality industry 
• 817 Level 1 Customer service in the hospitality industry. 

 
Unit aim 
The aim of this unit is to help the learner understand the importance of customers to organisations. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand the importance of customers to organisations  
2. Understand the importance of customer confidence and retention  
3. Know how to interact effectively with customers 
4. Understand how to develop productive relationships with customers 
 
Outcome definitions 
Customers may be internal or external customers. 
  
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 16 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 

http://www.accreditedqualifications.org.uk/unit/A6007798.seo.aspx?OwnerRef=
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Unit 7546-518 Valuing customers  
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 

Outcome 1 Understand the importance of customers to organisations  
The learner can:  
1. explain why customers are important to organisations 
2. differentiate between internal and external customers. 

 

Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to explain the importance of customers eg income, 
profit, successful organisation. 
 
For 1.2 the candidate needs to differentiate between internal and external customers. 
 
Evidence for 1.1 and 1.2 may be a candidate statement. 
 

Outcome 2 Understand the importance of customer confidence and 
retention 

The learner can:  
1. describe how to create customer confidence 
2. outline the benefits to an organisation of having a positive reputation 
3. list ways in which an organisation can build a good reputation 
4. give examples of how an organisation’s reputation can be damaged. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe how to create customer confidence 
eg be polite, helpful, knowledgeable. 
 
For 2.2 the candidate needs to outline the benefits of having a positive reputation eg retaining 
existing customers and attracting new customers. 
 
For 2.3 the candidate needs to list ways in which an organisation can build a good reputation eg 
quality, reliability.  
 
For 2.4 the candidate needs to give examples of how an organisation’s reputation can be 
damaged.  
 
Evidence for 2.1 to 2.4 may be a candidate statement. 
 

Outcome 3 Know how to interact effectively with customers 
The learner can: 
1. list some positive and some negative aspects of personal presentation that can affect 

customers’ perceptions of an organisation 
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2. explain the importance of effective communication skills in dealing with customers. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to list some positive and some negative aspects of 
personal presentation eg cleanliness, dress. 
 
For 3.2 the candidate needs to explain the importance of effective communication skills in 
dealing with customers. 
 
Evidence for 3.1 and 3.2 may be a candidate statement. 
 

Outcome 4 Understand how to develop productive relationships with 
customers  

The learner can: 
1. describe the benefits to an organisation of having a customer service policy 
2. describe ways of responding positively to customers’ needs, expectations and complaints 
3. give examples of when behaviour may need to be adapted to meet the specific needs of 

customers 
4. give examples of situations where support may be needed when dealing with customers. 

 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to describe the benefits of having a customer 
service policy eg consistency, transparency. 
 
For 4.2 the candidate needs to describe ways of responding positively to customers eg helpful, 
patient. 
 
For 4.3 the candidate needs to give examples of when behaviour may need to be adapted to 
meet specific needs of customers eg language barriers. 
 
For 4.4 the candidate needs to give examples of situations where support may be needed eg 
lack of product knowledge, aggressive behaviour by customer. 
 
Evidence for 4.1 to 4.4 may be a candidate statement, assessor report or record of questioning. 
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Unit 7546-518 Valuing customers  
How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on helping 
the learner understand the importance of customers to an organisation. 
 
The learner does not need to work with customers to achieve this unit. 
 
Tutors may use a wide range of learning resources including videos and role play. External speakers 
(eg employers or vocational trainers) could be invited to give an insight into customer service. 
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme. This unit lends itself particularly well to being integrated with other aspects of the 
learner’s wider programme. 
 
Resources 
Large organisations’ websites for customer service policies. 
 
These websites might be useful:  
www.excellencegateway.org.uk/skillsforlife 
www.rwp.qia.oxi.net/embeddedlearning/ 
www.skillsmartretail.com 
 
 

http://www.excellenecegateway.org.uk/skills
http://www.skillsmartretail.com/
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Unit 7546-519 Understanding the business environment 
 

Level:  Level 2 
Credit value:  2 
UAN:  F/600/7799 
 
Unit aim 
The aim of this unit is to help the learner understand the business environment and how it impacts 
on opportunities for learning and work. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand that there are different types of business 
2. Understand how businesses function 
3. Understand changing patterns of employment 
4. Understand how business activity is affected by market forces 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 16 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 

http://www.accreditedqualifications.org.uk/unit/F6007799.seo.aspx?OwnerRef=
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Unit 7546-519 Understanding the business environment 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 

Outcome 1 Understand that there are different types of business 
The learner can:  
1. define the private sector and give examples of types of private sector businesses 
2. define the public sector and give examples of public sector organisations 
3. define the voluntary sector and give examples of voluntary sector organisations  
4. explain the possible advantages and disadvantages of working in one of the following sectors: 

private, public or voluntary. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to define what is meant by the term ‘private sector’ 
and give examples of types of private sector businesses eg they could name businesses which are 
limited companies, partnerships, sole traders. 
 
For 1.2 the candidate needs to define what is meant by the term ‘public sector’ and name some 
public sector organisations. 
 
For 1.3 the candidate needs to define what is meant by the term ‘voluntary sector’ and name some 
voluntary sector organisations. 
 
For 1.4 the candidate needs to explain the possible advantages and disadvantages of working in 
one of the following sectors: private, public or voluntary eg security, opportunities for promotion. 
 
Evidence for 1.1 to 1.4 may be a written assignment or candidate statement. 
 

Outcome 2 Understand how businesses function 
The learner can: 
1. describe the following business functions: 

a) Operations 
b) People  
c) Information 
d) Research and development 
e) Finance 

2. compare the possible advantages and disadvantages of working for a national organisation and 
a Small and Medium-sized Enterprise (SME). 

 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe the following business functions: 

a) Operations 
b) People  
c) Information 
d) Research and development 
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e) Finance 
 
For 2.2 the candidate needs to compare the possible advantages and disadvantages of working for 
a national organisation and a Small and Medium-sized Enterprise (SME). The learner should consider 
at least two advantages and two disadvantages of each. 
 
Evidence for 2.1 and 2.2 may be a written assignment, candidate statement or short presentation 
with accompanying notes. 
 

Outcome 3 Understand changing patterns of employment 
The learner can: 
1. outline some of the changes in patterns of employment locally 
2. outline some of the changes in patterns of employment nationally 
3. outline some of the changes in patterns of employment in Europe and globally 
4. describe how changing patterns of employment may affect his/her choices for learning or work.  
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to outline some of the changes in patterns of 
employment locally. The assessor can choose a relevant period of time to illustrate changes eg 
changes in local industry in the last five years, impact of influx of EU labour. 
 
For 3.2 the candidate needs to outline some of the changes in patterns of employment nationally. 
The assessor can choose a relevant period of time to illustrate changes. 
 
For 3.3 the candidate needs to outline some of the changes in patterns of employment in Europe 
and globally. The assessor can choose a relevant period of time to illustrate changes. 
 
For 3.4 the candidate needs to describe how changing patterns of employment may affect his/her 
choices for learning or work eg the number of jobs available, availability of training places for certain 
skills.  
 
Evidence for 3.1 to 3.4 may be a written assignment or candidate statement. 
 

Outcome 4 Understand how business activity is affected by market 
forces 

The learner can: 
1. explain the relationship between supply and demand in the business environment 
2. describe the relationship between price and profit  
3. identify the connections between markets and competition. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to explain the relationship between supply and 
demand in the business environment. The candidate might illustrate this with supply and demand 
graphs. 
 
For 4.2 the candidate needs to describe the relationship between price and profit with reference to 
fixed and variable costs. 
  
For 4.3 the candidate needs to identify at least two connections between markets and competition. 
 
Evidence for 4.1 to 4.3 may be a written assignment or candidate statement. 
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Unit 7546-519 Understanding the business environment 
How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on the 
learner obtaining an understanding of different types of business and the way businesses function.  
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme. This unit has links with Career planning and making applications (units 303, 403 and 
503) as an understanding of the business environment may affect the learner’s choice of career or 
workplace. There are also links with Working for yourself (unit 520) and Enterprise activity (unit 408). 
 
Tutors may use a wide range of learning resources including case studies of local and/or national 
organisations. 
 
Resources 
These websites might be useful:  
www.direct.gov.uk 
www.bbc.co.uk/schools 
www.teachernet.gov.uk 
 
 
 
 

http://www.direct.gov.uk/
http://www.bbc.co.uk/schools
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Unit 7546-520 Working for yourself  
 

Level:  Level 2 
Credit value:  2 
UAN:  K/600/7800 
 
Unit aim 
The aim of the unit is to help learners know the skills needed to start-up and run their own business 
and understand the legal and regulatory requirements of self-employment. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand the rewards and risks of working for yourself  
2. Know the skills needed to start-up and run his/her business  
3. Understand how to fund his/her business  
4. Understand the legal and regulatory requirements of self-employment  

 
Outcome definitions 
Legal and regulatory requirements include tax, National Insurance and data protection. 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 18 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 

http://www.accreditedqualifications.org.uk/unit/K6007800.seo.aspx?OwnerRef=


 

60 Awards and Certificates in Employability and Personal Development (7546) 

Unit 7546-520 Working for yourself  
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 

Outcome 1 Understand the rewards and risks of working for yourself  
The learner can:  
1. define what is meant by self-employment 
2. explain the potential rewards of working for yourself 
3. explain the possible risks of working for yourself. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to define what is meant by self-employment 
 
For 1.2 the candidate needs to explain the potential rewards of working for himself/herself eg 
challenge, control, flexibility, autonomy. 
 
For 1.3 the candidate needs to explain the possible risks of working for himself/herself eg lack of 
regular income, delayed/unpaid invoices, supply difficulties, own assets at risk. 
 
Evidence for 1.1 to 1.3 may be a candidate statement. 
 

Outcome 2 Know the skills needed to start-up and run his/her business  
The learner can:  
1. list the skills needed to start-up and run his/her business 
2. analyse his/her current skills 
3. describe what he/she could do to address any deficit between current skills and skills needed 

and/or where he/she could get support. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to list the skills needed to start-up and run own 
business eg costing products or services, book-keeping, dealing with customers, stock control.  
  
For 2.2 the candidate needs to analyse own current skills eg related to those listed in 2.1. 
 
For 2.3 the candidate needs to describe what he/she could do to address any shortfall between 
their current skills (analysed in 2.2) and the skills needed to start-up and run their own business 
(listed in 2.1) and/or where they can get support eg  take a book-keeping course, go to a business 
adviser, bank or accountant. 
 
Evidence for 2.1 to 2.3 may be a candidate statement. 
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Outcome 3 Understand how to fund his/her business  
The learner can: 
1. evaluate ways of funding his/her business 
2. list the main items of business expenditure  
3. explain what is meant by cash flow and why it is important. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to evaluate ways of funding own business eg loans, 
grants. 
 
For 3.2 the candidate needs to list the main items of business expenditure eg stock, tools. 
 
For 3.3 the candidate needs to explain what is meant by cash flow and why it is important.  
 
Evidence for 3.1 to 3.3 may be a candidate statement. 

 

Outcome 4 Understand the legal and regulatory requirements of self-
employment  

The learner can: 
1. state the legal requirements in relation to self-employment 
2. describe regulations for: 

• Licences 

• Business insurance 

• Health and safety 

• Data protection 

• Intellectual property. 
 

Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs state the legal requirements in relation to tax and 
National insurance eg registering with HM Revenue & Customs, self assessment. 
 
For 4.2 the candidate needs to describe regulations for: licences, business insurance, health and 
safety, data protection, intellectual property. 
 
Evidence for 4.1 and 4.2 may be a candidate statement. 
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Unit 7546-520 Working for yourself  
How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on preparing 
the learner for self-employment. 
 
The learners need to know that self-employment must be registered with the HM Revenue & 
Customs. If they do not have the literacy and/or numeracy skills for keeping accounts and 
completing tax returns they need to know where to go for help.  
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme. This unit lends itself particularly well to being integrated with other aspects of the 
learner’s wider programme. 
 
Resources 
These websites might be useful: 
www.direct.gov.uk 
www.businesslink.gov.uk 
www.princes-trust.org.uk 
www.hmrc.gov.uk  
 
 
 

http://www.direct.gov.uk/
http://www.business/
http://www.princes-trust.org.uk/
http://www.hmrc.gov.uk/
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Unit 7546-521 Performing effectively at interviews  
 

Level:  Level 2 
Credit value:  3 
UAN:  M/600/7801 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 350 Entry 3 Interview skills 
• 349 Entry 3 Preparing for an interview 
• 372 Entry 3 Preparing for and learning from interviews 
• 461 Level 1 Preparing for an interview 
• 462 Level 1 Interview skills 
• 473 Level 1 Prepare for interview 
• 494 Level 1 Preparing for and learning from interviews 
• 565 Level 2 Preparing for an interview 
• 566 Level 2 Interview skills 

 
Unit aim 
The aim of this unit is to help the learner to be able to perform effectively at an interview for a 
suitable job, training programme or course. 
 
Learning outcomes 
There are five learning outcomes to this unit. The learner will be able to: 
1. Understand the interview process 
2. Prepare for an interview 
3. Participate in an interview 
4. Make an informed decision 
5. Reflect on own performance 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 

http://www.accreditedqualifications.org.uk/unit/M6007801.seo.aspx?OwnerRef=
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Unit 7546-521 Performing effectively at interviews 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 

Outcome 1 Understand the interview process 
The learner can:  
1. describe the interview process  
2. explain how interviews are a two-way process  
3. describe different types of interview (eg panel, group) and activities you may be asked to 

complete 
4. describe ways to make a positive impression. 

 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe the interview process.  
 
For 1.2 the candidate needs to explain how interviews are a two-way process eg an opportunity for 
both interviewer and interviewee to ask questions.  
 
For 1.3 the candidate needs to describe different types of interview (eg panel, group) and activities 
they may be asked to complete eg personality profiling, role play, presentations, case studies, 
practical tests. 
 
For 1.4 the candidate needs to describe ways to make a positive impression. 
 
Evidence for 1.1 to 1.4 may be a candidate statement. 
 

Outcome 2 Prepare for an interview 
The learner can:  
1. outline research completed regarding the interviewing organisation 
2. outline research completed regarding the selected job, course or placement 
3. organise relevant documentation to take to an interview 
4. suggest possible interview questions and answers 
5. plan how to arrive at the interview on time. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to outline research completed regarding the 
interviewing organisation. 
 
For 2.2 the candidate needs to outline research completed regarding the selected job, course 
or placement.  
 
Evidence for 2.1 and 2.2 may be a candidate statement. 
 
For 2.3 the candidate needs to organise relevant documentation to take to an interview eg 
curriculum vitae, certificates, examples of work, driving licence, permit to work. Evidence for 2.3 
may be the documentation, a witness statement or an assessor observation.  
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For 2.4 the candidate needs to suggest possible interview questions and answers relevant to 
the job, placement or course applied for. Evidence may be a candidate statement. 
 
For 2.5 the candidate needs to plan how to arrive at the interview on time. Evidence may be a 
candidate statement. 
 

Outcome 3 Participate in an interview 
The learner can:  
1. take part in a real or simulated interview 
2. dress appropriately. 

 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to take part in a real or simulated interview. 
Evidence may be a witness statement or an assessor checklist/observation. 
 
For 3.2 the candidate needs to dress appropriately. This can be for a real or simulated 
interview. Evidence may be a photograph, a witness statement or an assessor observation. 
 

Outcome 4 Make an informed decision 
The learner can:  
1. describe the impression gained and any information obtained during the interview 
2. state whether or not he/she would still like the job, course place or placement and give reasons 

for his/her decision.  
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to describe the impression gained and any 
information obtained during the interview. 
 
For 4.2 the candidate needs to state whether or not he/she would still like the job, course place or 
placement and give reasons for his/her decision.  
 
Evidence for 4.1 and 4.2 may be a candidate statement or assessor record. 
 

Outcome 5 Reflect on own performance 
The learner can:  
1. evaluate own interview practice 
2. describe how he/she will build on this experience. 
 
For the first criterion (5.1) the candidate needs to evaluate own interview practice eg what went 
well, what could be improved. 
 
For 5.2 the candidate needs to describe how he/she will build on this experience eg lessons learnt 
and any actions/changes he/she will make. 
 
Evidence for 5.1 and 5.2 may be a candidate statement. 
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Unit 7546-521 Performing effectively at interviews 
How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on preparing 
for, taking part in, and evaluating performance in an interview situation. 
 
Learners should be encouraged to consider what they want from a job or training opportunity and 
how the information obtained reflects their requirements. 
  
Visits could be organised to the Careers Advisory Service and/or to particular employers, training 
providers or colleges. External speakers, such as Information, Advice and Guidance (IAG) 
professionals, could be invited to talk to the learners. Employers could offer an insight into the 
application process. 
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme. This unit could be integrated with other aspects of the learner’s wider programme 
such as work on literacy. 
 
Resources 
Web-based careers guidance tools can be used although care should be taken to help learners 
interpret results. 
 
These websites might be useful: 
www.connexions-direct.com  
www.direct.gov.uk 
www.jobcentreplus.gov.uk 
www.sscalliance.org 
www.employ-ability.org.uk 
www.prospects.org.uk 
 
Sector Skills Council websites  
 
 
 

http://www.direct.gov.uk/
http://www.sscalliance.org/
http://www.employ-ability.org.uk/
http://www.prospects.org.uk/
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Unit 7546-522 Introduction to sustainable development 
and global citizenship 

 

Level:  Level 2 
Credit value:  3 
UAN:  T/600/7802 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 429 Level 1 Environmental awareness. 
 
Unit aim 
The aim of the unit is to introduce the learner to sustainable development and global citizenship. 
 
Learning outcomes 
There are six learning outcomes to this unit. The learner will be able to: 
1. Understand the significance of sustainable development 
2. Understand the significance of global citizenship 
3. Understand the relationship between sustainable development and global citizenship 
4. Be aware of actions to promote sustainable development and/or global citizenship 
5. Conduct a sustainability survey 
6. Know how to take action to promote sustainable development and/or global citizenship 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 26 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills.  

http://www.accreditedqualifications.org.uk/unit/T6007802.seo.aspx?OwnerRef=
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Unit 7546-522 Introduction to sustainable development 
and global citizenship 

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 

Outcome 1 Understand the significance of sustainable development 
The learner can:  
1. define sustainable development 
2. list some of the principles of sustainable development 
3. describe some of the threats to sustainable development. 

 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to define sustainable development. This can be a 
recognised definition or in their own words. 
 
For 1.2 the candidate needs to list at least three of the principles of sustainable development eg 
reducing damage to the environment. 
 
For 1.3 the candidate needs to describe at least three of the threats to sustainable development eg 
government policies. 
 
Evidence for 1.1 to 1.3 may be a candidate statement. 
 

Outcome 2 Understand the significance of global citizenship 
The learner can:  
1. define global citizenship 
2. list some of the key features of global citizenship 
3. choose one of these features and explain why it is important. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to define global citizenship. This can be a 
recognised definition or in their own words. 
 
For 2.2 the candidate needs to list at least three of the key features of global citizenship. 
 
For 2.3 the candidate needs to choose one of these features and explain why it is important. 
 
Evidence for 2.1 to 2.3 may be a candidate statement. 
 

Outcome 3 Understand the relationship between sustainable 
development and global citizenship 

The learner can: 
1. give examples of how sustainable development and global citizenship relate to one another. 
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Explanation of criterion and examples of evidence 
For this criterion (3.1) the candidate needs to give examples of how sustainable development and 
global citizenship relate to one another. Evidence for 3.1 may be a candidate statement or assessor 
record. 

 

Outcome 4 Be aware of actions to promote sustainable development 
and/or global citizenship 

The learner can: 
1. describe a global initiative 
2. describe a local project. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to describe a global initiative eg G20. 
 
For 4.2 the candidate needs to describe a local project eg recycling. 
 
Evidence for 4.1 and 4.2 may be a written report or an oral presentation with a witness statement 
and candidate notes. 
 

Outcome 5 Conduct a sustainability survey 
The learner can: 
1. survey own workplace, home or learning environment in relation to sustainable development 
2. list areas that contribute to sustainable development 
3. list areas that threaten sustainable development 
4. make appropriate recommendations to address these areas. 

 
Explanation of criteria and examples of evidence 
For the first criterion (5.1) the candidate needs to survey own workplace, home or learning 
environment in relation to sustainable development. Focus of survey can be given by assessor or 
chosen by the candidate. 
 
For 5.2 the candidate needs to list areas that contribute to sustainable development eg 
recycling paper. 
 
For 5.3 the candidate needs to list areas that threaten sustainable development eg using 
chemical fertilisers. 
 
Evidence for 5.1 to 5.3 may be an annotated survey.  
 
For 5.4 the candidate needs to make appropriate recommendations to address these areas eg 
taking bottles to bottle bank. These recommendations could be short term or long term 
improvements and should take into consideration cost and other limiting factors. Evidence for 5.4 
may be a candidate statement. 
 
Alternatively, evidence for 5.1 to 5.4 could be brought together in a report. 
 

Outcome 6 Know how to take action to promote sustainable 
development and/or global citizenship 

The learner can: 
1. describe actions he/she is taking/could take to promote sustainable development and/or global 

citizenship. 
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Explanation of criterion and examples of evidence 
For this criterion (6.1) the candidate needs to describe actions he/she is taking/could take to 
promote sustainable development and/or global citizenship. This could be practical action in the 
home (reduce, reuse, recycle) or local area (taking part in a project), raising awareness for a project, 
raising funds. Evidence may be a candidate statement. 
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Unit 7546-522 Introduction to sustainable development 
and global citizenship 

How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on some key 
features of sustainable development and global citizenship and learners complete their own survey 
making recommendations for improvement. 
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme. This unit lends itself particularly well to being integrated with other aspects of the 
learner’s wider programme. 
 
Tutors may use a wide range of learning resources including videos and external speakers to 
illustrate some  global and local projects. 
 
 
Resources 
 
These websites might be useful: 
www.sd-commission.org.uk 
www.direct.gov.uk 
www.globalactionplan.org.uk 
 

http://www.sd-commission.org.uk-/
http://www.direct.gov.uk/
http://www.globalactionplan.org.uk/
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Unit 7546-523 Introduction to Drug Awareness 
 

Level:  Level 2 
Credit value:  3 
UAN: J/504/2883 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 355 Entry 3 Drug and alcohol misuse awareness 
• 361 Entry 3 Introduction to issues of substance misuse 
• 379 Entry 3 Drug and alcohol awareness 
• 472 Level 1 Introduction to drug awareness for the individual 
• 575 Level 2 Introduction to drug awareness 

 
Unit aim 
This unit will enable the learner to understand the harmful effects of drugs on the body, reasons for 
misuse, consequent health issues, effects upon relationships and also where to seek help if needed. 
 
Learning outcomes 
There are seven learning outcomes to this unit. The learner will be able to: 
1. Know the differences between types of drugs, including their legal status 
2. Be able to identify causes of drug misuse 
3. Know the physical and psychological effects of drug misuse 
4. Know the implications of drug misuse on others 
5. Know health issues associated with drug misuse 
6. Know the effects of withdrawing from drugs 
7. Know agencies offering help and information on drug misuse 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-523 Introduction to Drug Awareness 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to have a greater understanding of their own personal skills, strategies to manage time 
and stress, apply body language appropriately and respond to people with aggressive passive and 
assertive behaviour. 
 

Outcome 1 Know the differences between types of drugs, including their 
legal status 

The learner can: 
1. identify different types of drugs that exist 
2. Classify those identified as A or B class drugs. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to identify at least two drugs of each of the 
different types of drugs that exist, for example, stimulants, depressants, hallucinogens and pain 
reducing drugs.  They should also give a brief explanation of the effect each has on the body. The 
candidate should understand the difference between class A and class B drugs.  Evidence may be a 
written statement. 
 
For 1.2 the candidate needs to classify the A and B class drugs identified in (1.1). 
 
Evidence may be included in their written statement for (1.1). 
 
 

Outcome 2 Be able to identify causes of drug misuse 
The learner can: 
1. explain reasons why people may misuse drugs.. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to explain at least three possible reasons as to why 
people may misuse drugs. The candidate should know that drug misuse is when a person regularly 
takes one or more drugs to change their mood, emotion or state of consciousness. The reasons 
they choose might be those that are familiar to them and should be dealt with sensitively. 
 
Evidence may be written notes following a group discussion 
 
 

Outcome 3 Know the physical and psychological effects of drug misuse 
The learner can: 
1. explain, giving examples, of the physical effects of drug use 
2. explain, giving examples, of the psychological effects of drug misuse. 
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Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to explain, giving at least three examples, some of 
the physical effects of drug misuse.  The candidate should be aware of the short term effects, for 
example, dizziness, sickness, dry mouth, lips and tongue and the long term effects, for example, 
lung disease, lung cancer and infertility. 
 
Evidence may be a fact sheet produced by the candidate. 
 
For (3.2) the candidate needs to explain, giving at least three examples, some of the psychological 
effects of drug misuse.  The candidate must fully understand the mental health issues that drug 
misuse brings including the short and long term effects, for example, panic and paranoia, 
depression and schizophrenia. 
 
Evidence may be included in the fact sheet in (3.1). 
 
 

Outcome 4 Know the implications of drug misuse on others 
The learner can: 
1. explain the effects that drug misuse can have on family, friends and society. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to explain the possible effects that drug misuse can 
have on family, friends and society. The effects they explain could be linked to (1.1), (2.1) and (3.1) 
and should be dealt with sensitively. The candidate must understand how drug misuse not only 
affects the person but also affects those close to them. They should know how friends and family 
can also become the victims of the effects of drug abuse and how society is affected in terms of 
crime, traffic accidents and lot time in the workplace. 
 
Evidence may be a written report. 
 

Outcome 5 Know health issues associated with drug misuse 
The learner can: 
1. outline how drug misuse can impact on physical and emotional health. 
 
Explanation of criteria and examples of evidence 
For (5.1) the candidate needs to outline at least six of the ways in which drug misuse can impact on 
physical and emotional health, for example, HIV, hepatitis B and C, psychosis and sexual health.  As 
well as outlining the ways the candidate should give a brief explanation about the impact each has 
on a person’s physical and emotional health.  This criterion could be assessed alongside (3.1) and 
(3.2). 
 
Evidence may be a fact sheet or information leaflet produced by the candidate. 
 
 

Outcome 6 Know the effects of withdrawing from drugs 
The learner can: 
1. describe the effects of withdrawing from drugs. 
 
Explanation of criteria and examples of evidence 
For (6.1) the candidate needs to describe at least six of the effects of withdrawing from drugs.  The 
candidate should be familiar with all the symptoms associated with withdrawal from drugs, for 
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example, the emotional, physical and more dangerous symptoms.  The candidate should give 
examples from each with a brief explanation about their effects. 
 
Evidence may be a fact sheet or information leaflet produced by the candidate.  
 
 

Outcome 7 Know agencies offering help and information on drug misuse 
The learner can: 
1. list sources of help and information related to drug abuse explaining how they differ from 

one another. 
 
Explanation of criteria and examples of evidence 
For (7.1) the candidate needs to list at least six sources of help and information related to drug 
abuse and explain how they differ from one another. The candidate should investigate different 
agencies, both nationally and locally. At least three of the sources should be nationally recognised 
agencies and at least three of the sources should be local agencies. 
 
Evidence may be a comparison chart explaining how each agency differs from the other. 
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Unit 7546-523 Introduction to Drug Awareness 
How can this unit be delivered? 

This unit could be delivered as part of a ‘healthy lifestyle’ programme and in conjunction with Unit 
042 Introduction to Alcohol Awareness. 
 
Potential resources 
These websites might be useful: 
http://www.tpoftampa.com/html/programs/residential/chem_dep/types_of_drugs/ 
http://www.spsa-forensics.police.uk/services/drugs/types_drugs 
http://helpguide.org/mental/drug_substance_abuse_addiction_signs_effects_treatment.htm 
http://www.nhs.uk/Conditions/Drug-misuse/Pages/Risks.aspx 
http://www.usnodrugs.com/effects-of-drug-abuse.htm 
http://www.rethink.org/dualdiagnosis/pdfs/Leaflet.pdf 
http://www.drug-addiction-support.org/effects-of-drug-addiction.html 
http://www.rethink.org/dualdiagnosis/pdfs/Leaflet.pdf 
http://www.addictionsandrecovery.org/withdrawal.htm 
http://www.drugsline.org/?gclid=CL7d4LSN3aMCFYZo4wod2CmKZA 
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Unit 7546-524 Sex and relationships education 
 

Level:  Level 2 
Credit value:  3 
UAN: Y/504/2886 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 362 Entry 3 Develop an awareness of social and physical aspects of adult relationships 
• 475 Level 1 Sex and relationship education 
• 576 Level 2 Sex and relationships education. 

 
Unit aim 
This unit helps the learner to understand a range of relationships and family lifestyles and the rights 
and responsibilities that individuals have within these relationships. It also explores the law in 
relation to sex and sexuality and how the body works. 
 
Learning outcomes 
There are eight learning outcomes to this unit. The learner will be able to: 
1. Be able to explain a range of relationships, family lifestyles and sexuality, including awareness of 

culture and individual differences 
2. Know the qualities and attributes that help form individuals’ positive consensual relationships 
3. Know that individuals have rights and responsibilities within a relationship 
4. Know the law in relation to sex and sexuality  
5. Know how the body works in relation to sexual activity 
6. Be able to identify the range and purpose of male and female contraception methods including 

a knowledge of sexually transmitted infections 
7. Know agencies able to give help, advice and treatment on contraception and sexual health 
8. Be able to communicate about sex, sexuality and relationships 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
 



 

78 Awards and Certificates in Employability and Personal Development (7546) 

Unit 7546-524 Sex and relationships education 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to develop a greater awareness and depth of knowledge about the wide range of effects 
that a sexual relationship has on the individual. 
 

Outcome 1 Be able to explain a range of relationships, family lifestyles 
and sexuality, including awareness of culture and individual 
differences 

The learner can: 
1. using examples, explain different types of relationships and sexuality 
2. discuss cultural and individual differences that affect relationships and sexuality. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to, using at least four examples, explain different 
types of relationships, and sexuality.  The candidate should describe in detail about different types 
of relationships that can be established with different types of people, for example, long term 
marriage, short term romance, healthy relationship, casual, teen relationship etc. and the types of 
sexuality that may be associated with these relationships, for example, heterosexuality, 
homosexuality and bisexuality, asexuality. 
 
Evidence could be a written report. 
 
For 1.2 the candidate needs to discuss cultural and individual differences that affect relationships 
and sexuality. The discussion might be in a group or 1:1 situation using their evidence in (1.1) as a 
basis for their contribution to the discussion. 
 
Evidence may be their notes from the discussion and an assessor observation record. 
 
 

Outcome 2 Know the qualities and attributes that help form individuals’ 
positive consensual relationships 

The learner can: 
1. explain the qualities and attributes that help people form positive relationships. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe and explain at least six qualities and 
attributes that help people form positive relationships. The qualities and attributes they might 
describe and explain could be to do with commitment, honesty, trust, friendship, love and 
understanding. The candidate should describe in detail why the examples they chose help people to 
form positive relationships. 
 
Evidence could be a written report. 
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Outcome 3 Know that individuals have rights and responsibilities within 
a relationship 

The learner can: 
1. provide examples of how the individual’s rights and responsibilities are acknowledged within a 

relationship 
2. explain how rights and responsibilities interact within a relationship. 
 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to provide at least four examples of how the 
individual’s rights and responsibilities are acknowledged.  The candidate should understand that in 
a healthy relationship any rights claimed come with a responsibility to either or both partners. They 
should also understand that jointly respecting relationship rights and responsibilities is a way of 
ensuring a healthy relationship. 
 
Evidence could be a chart with evidence listed under the headings of ‘rights’ and ‘responsibilities’ 
with a written explanation of how each party approves. 
 
For (3.2) the candidate needs to explain how rights and responsibilities interact within a 
relationship.  Using their evidence from (3.1) the candidate should describe in detail an occasion 
where both parties might work together respecting each other’s rights and responsibilities within a 
relationship. For example, not pressure your partner into sexual activities he or she does not want.   
 
Evidence might be a written statement. 
 

Outcome 4 Know the law in relation to sex and sexuality 
The learner can: 
1. outline the law(s) relating to age of consent/marriage/cohabitation/abuse 
2. explain how the law can be used to regulate sexual activity. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to outline at least four of the law(s) relating to age 
of consent, marriage, cohabitation and abuse.   The candidate should describe the legal 
requirements in relation to age of consent for marriage and cohabitating, who they are allowed to 
marry and sexual assault laws. They should also be aware of the consequences if these laws are 
abused. 
 
Evidence could be an information leaflet. 
 
For (4.2) the candidate needs to explain how the law can be used to regulate sexual activity.  The 
candidate should investigate why laws are put in place to prevent unlawful sex and people being 
sexually abused. 
 
Evidence could be included in the information leaflet suggest in (4.1). 
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Outcome 5 Know how the body works in relation to sexual activity 
The learner can: 
1. describe how the body functions in relation to sexual activity 
2. explain what happens when the body becomes sexually aroused. 
 
Explanation of criteria and examples of evidence 
For the first criterion (5.1) the candidate needs to describe how the body functions in relation to 
sexual activity. This could be an opportunity to invite an outside speaker to the group with specialist 
knowledge.  This will allow the candidate to take part in a discussion and ask questions they may 
feel embarrassed to ask someone they know. Written notes made during the discussion of what 
they have found out about how the body functions during sexual activity could provide their 
evidence. 
 
For (5.2) the candidate needs to explain what happens when the body becomes sexually aroused.  
The candidate should be aware of the effect of sexual activity on both the female and male sex 
organs and any other parts of the body that may be affected during sexual activity. This criterion 
could link with the activity in (5.1) and evidence could be included in their written notes. 
 
 

Outcome 6 Be able to identify the range and purpose of male and female 
contraception methods including a knowledge of sexually 
transmitted infections 

The learner can: 
1. describe the different methods of contraception 
2. explain which methods protect against sexually transmitted infections 
3. correctly apply a condom to a dummy. 
 
Explanation of criteria and examples of evidence 
For the first criterion (6.1) the candidate needs to describe all the different methods of 
contraception.  They should understand what contraception is and should be made aware of the 
range of different contraception methods available, for example, male and female condoms, 
hormonal methods, contraceptive devices. They should provide a written explanation about the 
how each method works. Evidence could be an information leaflet explaining the purpose of each 
method. 
 
For (6.2) the candidate needs to explain which methods protect against sexually transmitted 
infections. The candidate should use their evidence from (6.1) to describe the methods and could 
include in their information leaflet. 
 
For (6.3) the candidate needs to correctly apply a condom to a dummy. The candidate should be 
made aware of the purpose of using a condom and that condoms are available for both male and 
female protection.  They should demonstrate the correct way to put a condom on a dummy penis 
and in a dummy vagina. An annotated photograph or video would be the best form of evidence. 
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Outcome 7 Know agencies able to give help, advice and treatment on 
contraception and sexual health 

The learner can: 
1. list a range of agencies to give help and advice on contraception and sexual health 
2. explain what help and advice is available on contraception and sexual health. 
 
Explanation of criteria and examples of evidence 
For the first criterion (7.1) the candidate needs to list a range of agencies able to give health and 
advice. The health and advice they give should be about treatment on contraception and sexual 
health. They should list at least six different agencies, at least three should be national agencies and 
at least three should be local agencies. 
 
Evidence may be information from websites and/or leaflets. 
 
For (7.2) the candidate needs to explain what help and advice is available.  For each of the agencies 
listed in (7.1) the candidate must describe the type of help and advice each of them provides.  
 
Evidence could include information sheet for (7.2). 

Outcome 8 Be able to communicate about sex, sexuality and 
relationships 

The learner can: 
1. express own views and ask questions about sex, sexuality and relationships, both 

individually and in groups 
2. take into account different viewpoints when communicating about sex, sexuality and 

relationships. 
 
Explanation of criteria and examples of evidence 
For the first criterion (8.1) the candidate needs to express views and ask questions about sex, 
sexuality and relationships, both individually and in groups.  Expressing and listening to the views of 
others and asking questions could relate to the discussion suggested in (5.1) particularly if an 
outside speaker is invited to the session.  The candidate could have a 1:1 discussion as part of their 
review or with a colleague. 
 
Evidence could be the candidates written notes from the discussion. 
 
For (8.2) the candidate needs to take into account different viewpoints. Taking into account 
different viewpoints is about communicating effectively.  The candidate must respect the turn 
taking rights of others and respect what others have to say particularly if they do not agree with the 
others have to say. 
 
Evidence might be an observation record. 
 



 

82 Awards and Certificates in Employability and Personal Development (7546) 

Unit 7546-524 Sex and relationships education 
How can this unit be delivered? 

This unit could be delivered as part of a ‘healthy lifestyle’ or ‘sexual awareness’ programme. 
 
Potential resources 
These websites might be useful: 
http://www.healthyplace.com/relationships/creating-relationships/different-types-of-
relationships/menu-id-1511/ 
http://www.dailystrength.org/support-groups/Relationships-Sexuality 
http://teensexualhealth.vch.ca/workshop_modules/relationships_I_stage_III.htm 
http://www.inter-disciplinary.net/critical-issues/transformations/good-sex-bad-sex-sex-law-crime-
and-ethics/ 
http://www.drpetra.co.uk/blog/age-of-consent-underage-sex-and-media-panics-%E2%80%93-what-
you-need-to-know/ 
http://www.steadyhealth.com/What_Phsycially_Happens_to_the_Human_Body_During_Sex__t189
966.html 
http://www.nhs.uk/conditions/contraception/Pages/Introduction.aspx 
http://www.nhs.uk/Conditions/Sexually-transmitted-infections/Pages/Introduction.aspx 
http://www.fpa.org.uk/Homepage 
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Unit 7546-539 Identity and cultural diversity 
 

Level:  Level 2 
Credit value: 2 
UAN: M/501/3961  
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 424 Level 1 Valuing equality and diversity. 
 
Unit aim 
The aim of the unit is to help the learner to understand the value of equality and diversity in society. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand the meanings of the terms social diversity and inclusion  
2. Understand equality, discrimination and prejudice 
3. Understand the diversity of communities 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills.  

http://www.accreditedqualifications.org.uk/unit/M5013961.seo.aspx?OwnerRef=


 

84 Awards and Certificates in Employability and Personal Development (7546) 

Unit 7546-539 Identity and cultural diversity  
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 

Outcome 1 Understand the meanings of the terms social diversity and 
inclusion  

The learner can:  
1. describe the key features of social diversity 
2. define the term social inclusion 
3. describe the key features of diversity (eg ethnicity, gender) 
4. identify bodies who work on equality/diversity issues (eg CEHR). 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe features of social diversity eg multi-
cultural, socio-economic etc. 
 
For 1.2 the candidate needs to define the term social inclusion.  
 
For 1.3 the candidate needs to describe the key features of diversity eg ethnicity, gender. 
 
For 1.4 the candidate needs to identify bodies who work on equality/diversity issues eg Equality 
and Human Rights Commission. 
 
Evidence for 1.1 to 1.4 may be a candidate statement, records of discussions, fact sheets of bodies 
who work on equality and diversity issues etc. 
 

Outcome 2 Understand equality, discrimination and prejudice 
The learner can: 
1. give examples of inequality in a range of situations 
2. explain the differences between discrimination and prejudice 
3. give examples of positive and negative stereotyping. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to give examples of inequality in a range of 
situations eg differences in the way individuals are treated due to age, gender, disability etc. 
 
For 2.2 the candidate needs to explain the differences between discrimination (eg inequality) and 
prejudice (eg preconceived belief). 
 
For 2.3 the candidate needs to give examples of positive and negative stereotyping eg of race, 
gender, age. 
 
Evidence for 2.1 to 2.3 may be a candidate statement and/or records of discussions. 
 



 

Awards and Certificates in Employability and Personal Development (7546) 85 

Outcome 3 Understand the diversity of communities  
The learner can: 
1. describe the common characteristics of a range of diverse groups in Society 
2. explain how society can benefit from a diverse society. 
 
Explanation of criteria and examples of evidence  
For the first criterion (3.1) the candidate needs to describe the common characteristics of a range 
of diverse groups in society eg by age, ethnic origin etc. 
 
For 3.2 the candidate needs to explain how society can benefit from a diverse society eg enhanced 
understanding, tolerance etc. 
 
Evidence for 3.1 and 3.2 may be a candidate statement and/or records of discussions.  
 
 



 

86 Awards and Certificates in Employability and Personal Development (7546) 

Unit 7546-539 Identity and cultural diversity 
How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on the 
learner exploring equality, diversity and prejudice in society. 
 
The learners need to be introduced to the terms social diversity and inclusion. They could research 
what each means and the impact of both. Diversity must include key features, such as ethnicity and 
gender. Learners should identify bodies who work on equality/diversity issues.  
 
Tutors could invite speakers from the Citizens Advice Bureau (CAB) or voluntary organisations. 
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme. This unit lends itself particularly well to being integrated with other aspects of the 
learner’s wider programme. 
 
Resources 
These websites might be useful: 
www.edf.org.uk 
www.equalities.gov.uk 
www.homeoffice.gov.uk 
www.direct.gov.uk 
www.equalityhumanrights.com 
www.oneworld.net 
www.equalities.gov.uk 
www.tuc.org.uk 
www.understandingprejudice.org 
www.emplaw.co.uk 
 
 
 
 

http://www.equalities.gov.uk/
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Unit 7546-540 Healthy eating in personal development 
 

Level:  Level 2 
Credit value:  2 
UAN:  A/501/3994  
 
Unit aim 
The aim of the unit is to help the learner understand the importance of maintaining a healthy diet in 
a range of situations. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand the importance of maintaining a balanced diet 
2. Understand how media representations of body image may influence eating habits 
3. Understand the dietary choices and needs of different groups 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 

http://www.accreditedqualifications.org.uk/unit/A5013994.seo.aspx?OwnerRef=
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Unit 7546-540  Healthy eating in personal development 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 

Outcome 1 Understand the importance of maintaining a balanced diet 
The learner can:  
1. describe why a balanced diet is an important factor in leading a healthy lifestyle 
2. identify the main food groups needed by the human body for optimum health  
3. describe the characteristics of an unhealthy diet and of poor eating habits 
4. explain the impact of a poor diet on health and fitness  
5. produce a healthy eating plan for one week for own situation. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe why a balanced diet is an important 
factor in leading a healthy lifestyle. 
 
For 1.2 the candidate needs to identify the main food groups needed by the human body for 
optimum health.  
 
For 1.3 the candidate needs to describe the characteristics of an unhealthy diet and of poor eating 
habits.  
 
For 1.4 the candidate needs to explain the impact of a poor diet on health and fitness.  
 
Evidence for 1.1 to 1.4 may be a candidate statement or short talk with supporting notes and 
assessor observation. 
 
For 1.5 the candidate needs to produce a healthy eating plan for one week for own situation. 
Evidence for 1.5 should be the healthy eating plan.  
 

Outcome 2 Understand how media representations of body image may 
influence eating habits 

The learner can: 
1. explain what is meant by ‘body image’ 
2. explain how and why the media portrayal of body image may impact negatively on an 

individual’s health. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to explain what is meant by ‘body image’. 
 
For 2.2 the candidate needs to explain how and why the media portrayal of body image may 
impact negatively on an individual’s health eg eating disorders. 
 
Evidence for 2.1 and 2.2 may be a candidate statement. 
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Outcome 3 Understand the dietary choices and needs of different groups 
The learner can: 
1. explain how religion and culture can affect dietary choices and needs 
2. explain how to meet the nutritional needs of a person with a particular religious or cultural belief 
3. explain how certain factors may impact on dietary needs: a) a medical condition b) age c) 

gender d) occupation  
4. produce a healthy eating plan for one day for an individual with specific dietary needs. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to explain how religion and culture can affect 
dietary choices and needs eg not eating certain foods. 
 
For 3.2 the candidate needs to explain how to meet the nutritional needs of a person with a 
particular religious or cultural belief eg finding alternative sources of nutrients.  
 
For 3.3 the candidate needs to explain how certain factors may impact on dietary needs: a) a 
medical condition b) age c) gender d) occupation.  
 
Evidence for 3.1 to 3.3 may be a candidate statement. 
 
For 3.4 the candidate needs to produce a healthy eating plan for one day for an individual with 
specific dietary needs eg vegetarian, wheat intolerance. Evidence for 3.4 should be the healthy 
eating plan. 
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Unit 7546-540 Healthy eating in personal development 
How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on the 
importance of a balanced diet and how to meet the nutritional needs of different groups. The 
learner produces plans for healthy eating but does not need to prepare any food to meet the 
assessment criteria. 
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme.  
 
Resources 
These websites might be useful: 
www.nhs.uk 
www.5aday.nhs.uk 
 
 
 

http://www.5aday.nhs.uk/
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Unit 7546-541 Handling food safely in personal 
development 

 

Level:  Level 2 
Credit value:  2 
UAN:  F/501/3995  
 
Unit aim 
The aim of the unit is to help the learner understand the importance of handling food safely. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand the importance of personal hygiene when handling food 
2. Understand the importance of cleaning a food work area 
3. Understand the importance of keeping food products safe 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 

http://www.accreditedqualifications.org.uk/unit/F5013995.seo.aspx?OwnerRef=
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Unit 7546-541 Handling food safely in personal 
development 

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 

Outcome 1 Understand the importance of personal hygiene when 
handling food 

The learner can:  
1. describe how to maintain personal hygiene in the kitchen 
2. explain the potential problems resulting from not maintaining personal hygiene in the kitchen. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe how to maintain personal hygiene in the 
kitchen eg washing hands correctly, covering cuts. 
 
For 1.2 the candidate needs to explain the potential problems resulting from not maintaining 
personal hygiene in the kitchen eg contaminating food. 
 
Evidence for 1.1 and 1.2 may be a candidate statement or a leaflet produced by the candidate. 
 

Outcome 2 Understand the importance of cleaning a food work area 
The learner can:  
1. explain the importance of cleaning in keeping food safe 
2. explain the importance of following instructions when using cleaning agents 
3. design and make use of suitable cleaning schedules 
4. complete an inspection report for a food work area. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to explain the importance of cleaning in keeping 
food safe eg to eliminate germs and prevent cross-contamination. 
 
For 2.2 the candidate needs to explain the importance of following instructions when using 
cleaning agents eg to prevent accidents and injury through concentrated chemicals and dangerous 
combinations of chemicals. 
 
Evidence for 2.1 and 2.2 may be a candidate statement or record of questioning. 
 
For 2.3 the candidate needs to design and make use of suitable cleaning schedules eg regular 
cleaning of work surfaces, cookers, sinks, floors. Evidence for 2.3 should be the cleaning schedule 
and supporting evidence may be a witness statement. 
 
For 2.4 the candidate needs to complete an inspection report for a food work area eg cookers, 
work surfaces. Evidence for 2.4 should be the inspection report. 
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Outcome 3 Understand the importance of keeping food products safe 
1. explain how food can become contaminated by different means: 

a) physical 
b) chemical 
c) biological 

2. describe and demonstrate how food should be handled to prevent contamination 
3. explain the importance of time and temperature in the storage and cooking of food. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to explain how food can become contaminated by 
different means: 
a) physical eg poor hygiene, incorrect storage, pests, droppings 
b) chemical eg from cleaning products 
c) biological eg cross contamination by using the same chopping board 
Evidence for 3.1 may be a candidate statement. 
 
For 3.2 the candidate needs to describe and demonstrate how food should be handled to prevent 
contamination eg washing hands, wearing gloves or hair nets. Evidence for 3.2 may include an oral 
or written description and a witness statement or assessor observation. 
 
For 3.3 the candidate needs to explain the importance of time and temperature in the storage and 
cooking of food. Time could include ‘sell by’ and ‘best before’ dates. Temperature could include 
storage in the fridge, freezer, cupboard and cooking in the oven and on the hob. Evidence for 3.3 
may include a candidate statement. 
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Unit 7546-541 Handling food safely in personal 
development 

How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on 
understanding how to handle food safely and the practical demonstration of this knowledge. 
 
This unit is likely to be of relevance for learners who share kitchen facilities or those considering 
work in a catering environment. 
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme.  
 
Resources 
These websites might be useful: 
www.fsa.gov.uk 
www.foodlaw.rdg.ac.uk/index.htm 
www.cieh.org 
www.rsph.org.uk 
www.bbc.co.uk 
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Unit 7546-542 Recreational involvement in personal 
development 

 

Level:  Level 2 
Credit value:  2 
UAN:  T/501/3993  
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 332 Entry 3Making the most of leisure time 
• 432 Level 1 Making the most of leisure time. 

 
Unit aim 
The aim of the unit is to help the learner understand the personal and social benefits of involvement 
and participation in recreational activities. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand the term ‘recreation’ 
2. Know about different types of recreational activities in own local area 
3. Understand the social and personal benefits of participating in recreational activities 
 
Outcome definitions 
Recreational activities are typically not part of paid employment eg relaxing activities, challenging 
activities and activities which involve learning a new skill.  
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 

http://www.accreditedqualifications.org.uk/unit/T5013993.seo.aspx?OwnerRef=
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Unit 7546-542 Recreational involvement in personal 
development 

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio.  
 

Outcome 1 Understand the term recreation 
The learner can:  
1. define the term ‘recreation’ 
2. describe the range of recreational activities available to young people. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to define the term ‘recreation’. This could be an 
appropriate dictionary definition or the candidate’s own words. 
 
For 1.2 the candidate needs to describe the range of recreational activities available to young 
people. 
 
Evidence for 1.1 and 1.2 may be a candidate statement or an oral description (with taped evidence 
or assessor statements).  
 

Outcome 2 know about different types of recreational activities in own 
local area 

The learner can: 
1. identify the different types of recreational activities available in his/her local area. 
2. identify appropriate recreational activities for specific user groups 
3. describe any potential barriers to participation in recreational activities for specific user groups, 

in his/her local area, and identify possible ways to overcome those barriers. 
4. provide information about a recreational activity in his/her local area for a specified user group. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to identify the different types of recreational 
activities available in his/her local area. 
 
For 2.2 the candidate needs to identify appropriate recreational activities for specific user groups. 
The user groups could include ‘under 5s’, people with limited mobility. 
 
For 2.3 the candidate needs to describe any potential barriers to participation in recreational 
activities for specific user groups, in his/her local area, and identify possible ways to overcome 
these barriers. 
 
For 2.4 the candidate needs to provide information about a recreational activity in his/her local area 
for a specified user group. 
 
Evidence for 2.1 to 2.4 may be a candidate statement, leaflet, presentation or short talk with 
supporting notes. 
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Outcome 3 Understand the social and personal benefits of participating 
in recreational activities 

The learner can: 
1. identify the benefits of participation in recreational activities for specific user groups 
2. participate regularly in a chosen recreational activity over an agreed period of time 
3. describe the personal benefits of active participation in recreational activities. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to identify the benefits of participation in 
recreational activities for at least two specific user groups eg busy professionals, carers. Evidence 
for 3.1 may be a candidate statement, leaflet, presentation or short talk with supporting notes. 
 
For 3.2 the candidate needs to participate regularly in a chosen recreational activity over an 
agreed period of time eg twice a week for two months. Evidence for 3.2 may be a witness statement 
or record of attendance. 
 
For 3.3 the candidate needs to describe the personal benefits of active participation in recreational 
activities. The focus is on the benefits eg their enjoyment, feeling fitter, sleeping better, not on the 
activity itself. Evidence for 3.3 may be a candidate statement. 
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Unit 7546-542 Recreational involvement in personal 
development 

How can this unit be delivered? 

This unit, which is optional for the Level 1 and Level 2 Awards and Certificates, focuses on 
recreational activities for different individuals including a suitable activity for the learner to 
participate in. 
 
Tutors may use a wide range of learning resources including leaflets, the internet, videos, external 
speakers and visits to local recreational facilities. 
 
Delivery should recognise learners’ particular circumstances and their broader learning 
programme.  
 
Resources 
These websites might be useful: 
www.direct.gov.uk 
www.bbc.co.uk/schools 
 

http://www.direct.gov.uk/
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Unit 7546-543 Alternatives to paid work 
 

Level:  Level 2 
Credit value:  1 
UAN: F/501/5892 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 338 Entry 3 Alternatives to paid work. 
 
Unit aim 
The aim of this unit is to help the learner to understand different types of beneficial alternatives to 
paid work and how the skills and qualities gained through participating in these different types of 
activities are transferable to other areas of their life. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand different beneficial alternatives to paid work 
2. Understand the role of organisations associated with beneficial alternatives to paid work 
3. Understand the skills, qualities and knowledge that can be gained from beneficial alternatives to 

paid work 
4. Understand how to transfer the skills, qualities and knowledge gained from beneficial 

alternatives to paid work to other areas of life 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 10 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-543 Alternatives to paid work 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to describe the role of different organisations associated with beneficial alternatives to 
paid work and explain different types of skills, qualities and knowledge that can be gained through 
participating in these activities. The learner will be able to explain steps they might need to take in 
order to use the gained skills, qualities or knowledge in other areas of their life. 
 

Outcome 1 Understand different beneficial alternatives to paid work 
The learner can: 
5. describe different types of beneficial alternatives to paid work 
6. explain how the different types of beneficial alternatives to paid work differ. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe at least three different types of 
beneficial alternatives to paid work eg voluntary activities. 
 
For 1.2 the candidate needs to explain how the different types of beneficial alternatives identified 
in 1.1 differ. 
 
Evidence for 1.1 and 1.2 may be a candidate statement. 
 

Outcome 2 Understand the role of organisations associated with 
beneficial alternatives to paid work 

The learner can: 
1. describe the role of different organisations associated with beneficial alternatives to paid 

work. 
 
Explanation of criteria and examples of evidence 
For this criterion the candidate needs to describe the role of different organisations associated 
with beneficial alternatives to paid work eg provide advice and guidance, provide support. Evidence 
may be a candidate statement. 
 

Outcome 3 Understand the skills, qualities and knowledge that can be 
gained from beneficial alternatives to paid work 

The learner can: 
1. explain different types of skills, qualities and knowledge that can be gained through 

participating in activities associated with beneficial alternatives to paid work. 
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Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to explain different types of skills, eg communication 
skills and technical skills; qualities, eg confidence, and knowledge that can be gained through 
participating in activities associated with beneficial alternatives to paid work (as identified in 1.1) 
 
Evidence may be a candidate statement. 
 

Outcome 4 Understand how to transfer the skills, qualities and 
knowledge gained from beneficial alternatives to paid work 
to other areas of life 

The learner can: 
1. explain what steps they might need to take in order to use the gained skills, qualities or 

knowledge in other areas of their life. 
 
Explanation of criteria and examples of evidence 
For this criterion (4.1) the candidate needs to explain what steps they might need to take in order 
to use the gained skills, qualities or knowledge in other areas of their life. For example, the 
candidate may decide to study or gain paid employment. 
 
Evidence may be a candidate statement. 
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Unit 7546-543 Alternatives to paid work 
How can this unit be delivered? 

External speakers from organisations offering alternatives to paid work could be invited to talk to 
the learners or learners could visit, or watch videos, to find out about different alternatives. 
 
Potential resources 
These websites might be useful: 
www.direct.gov.uk/en/HomeAndCommunity 
www.CSV.org.uk 
www.princes-trust.org.uk 
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Unit 7546-544 Self-assessment 
 

Level:  Level 2 
Credit value:  2 
UAN: M/501/6164 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 301 Entry 3 Planning for progression 
• 339 Entry 3 Self-assessment 
• 401 Level 1 Planning for progression 
• 427 Level 1 Developing self 
• 440 Level 1 Self-assessment 
• 514 Level 2 Developing self for learning and work. 

 
Unit aim 
The aim of this unit is for the learner to assess their own strengths, weaknesses, skills and qualities. 
Additionally, the learner will learn how to set personal goals. 
 
Learning outcomes 
There are five learning outcomes to this unit. The learner will be able to: 
1. Understand the importance of self -assessment 
2. Reflect on personal strengths and weaknesses 
3. Understand why personal skills and qualities are important to all areas of life 
4. Understand the process of personal goal setting 
5. Be able to evaluate personal achievements 
 
Outcome definitions 
Self Assessment is the ability to assess personal skills, qualities, strengths and weaknesses, 
identify opportunities for improvement. 
Skill is the ability to do something well, it may relate to knowledge, aptitude, or a talent that has 
been identified.  
Quality refers to character or nature.  An example of this may be kindness, patience, 
understanding, trustworthiness and reliability.  
Long term goals will likely be goals which can be achieved over a year, five, or 10 years.   
Short term goals are set to be achieved in the near future (possibly in a day, within a week or 
within a few months). 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-544 Self-assessment 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to understand the process of self assessment and reflect on it use and identify personal 
achievements. The candidate will be able to see the importance of setting goals, identify how goals 
can be effectively monitored, understand the reasons why some goals succeed and others do not. 
 

Outcome 1 Understand the importance of self -assessment 
The learner can: 
1. explain the importance of self-assessment. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to clearly explain the importance of self assessment 
by showing they have a clear understanding of each component part. Self-assessment may be 
conducted formally (by using a template such as a development plan in a work or learning setting) 
or informally by assessing own achievements by reflection. 
 
Evidence may be a candidate statement. 
 

Outcome 2 Reflect on personal strengths and weaknesses 
The learner can: 
1. describe their own personal strengths and weaknesses 
2. explain why it is important to continue developing their strengths 
3. describe why it is important to improve areas of weakness and some ways of doing so. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe at least three of their strengths and 
three of their weaknesses. 
 
For 2.2 the candidate needs to explain the need for continued development of their strengths. This 
may relate to work or learning or personal setting.  
 
For 2.3 the candidate needs to describe the importance of improving on areas of weakness. The 
candidate needs to show they understand the consequences of failing to act on weaknesses, and 
state the methods they will implement to make improvements to at least two areas of weakness.  
 
Evidence for 2.1 to 2.3 may be a candidate statement or assessor record of discussion. 
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Outcome 3 Understand why personal skills and qualities are important to 
all areas of life 

The learner can: 
1. analyse their own skills and qualities 
2. explain how these skills and qualities are important to their lives. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to choose at least three skills and three qualities to 
analyse and examine these in detail.   
 
For 3.2 the candidate needs to consider their skills and qualities analysed in 3.1 and explain the 
impact these have on their life (this may relate to work, learning, socially, personally). 
 
Evidence for 3.1 and 3.2 may be a candidate statement. 
 

Outcome 4 Understand the process of personal goal setting 
The learner can: 
1. describe how short term goals will meet long term goals 
2. describe ways in which goals may be tracked over time. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to demonstrate they understand the relationship 
between short and long term goals.  The candidate may use an example to describe how their short 
term goals meet long term goals. 
 
For 4.2 the candidate needs to describe different methods used for tracking the progress of goals, 
this may include a description of how commonly used frameworks such as development plans  are 
used to track goals, the use of timescales, progress points, identifying achievements and planned 
reviews. The candidate should consider the formal (written and documented) and informal 
(discussion and reflection) ways of tracking goals depending on the nature of the goal set. 
 
Evidence for 4.1 and 4.2 may be a candidate statement. 
 

Outcome 5 Be able to evaluate personal achievements 
The learner can: 
1. identify their achievements over a given period 
2. discuss some examples of things they would have liked to achieve 
3. suggest some reasons why they achieved some things, but not others. 
 
Explanation of criteria and examples of evidence 
For 5.1 the candidate needs to identify at least three personal achievements over the previous 12 
months. Achievement may be drawn from work, learning or home life or the development of a skill, 
quality or strength.  
 
For 5.2 the candidate needs to reflect on, give examples and discuss at least two things they would 
have liked to have achieved over the previous 12 months.  These may relate to work or learning or 
home life or the development of a skill, quality or strength. 
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For 5.3 the candidate needs to firstly consider a range of reasons why they were unable to achieve 
the examples given in 5.2.  Reasons may relate to issues such as motivation, the realistic nature of 
the goal, changes to circumstances, resources, cost, time and complexity.  The candidate needs to 
suggest reasons why other goals were met as described in 5.1. 
 
Evidence for 5.1 to 5.3 may be a candidate statement. 
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Unit 7546-544 Self-assessment 
How can this unit be delivered? 

The unit should be delivered to relate to the individual circumstance of the learner. The content may 
be tailored to the work place, learning environment or may relate to aspects of their own personal 
life / development. 
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Unit 7546-545 Career progression 
 

Level:  Level 2 
Credit value:  2 
UAN: L/501/5894 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 303 Entry 3 Career planning and making applications 
• 340 Entry 3 Career progression 
• 403 Level 1 Career planning and making applications 
• 441 Level 1 Career progression 
• 503 Level 2 Career planning and making applications. 

 
Unit aim 
This unit will help the learner understand the connection between their own skills, experiences and 
aspirations, and possible career opportunities. The learner will explore the ongoing nature of career 
development and also undertake the development of a career progression plan. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand that personal skills, qualities and experience influence career progression 
2. Be able to access information and guidance related to career progression 
3. Understand the importance of work or study opportunities in career progression 
4. Be able to plan their career progression 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-545 Career progression 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to discuss reasons why their personal qualities, skills and experiences might be more 
suited to some areas of work or learning than others, discuss different types of work or study 
opportunities and produce a career progression plan. 
 

Outcome 1 Understand that personal skills, qualities and experience 
influence career progression 

The learner can: 
1. analyse their own skills, qualities and experience 
2. discuss reasons why their personal qualities, skills and experiences might be more suited to 

some areas of work or learning than others. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to analyse their own skills and qualities (eg 
communication skills, teamwork skills, reliability, honesty, enthusiasm) and their own experience. 
 
For 1.2 the candidate needs to discuss, orally or in writing, at least three reasons why their 
personal qualities, skills and experiences identified in 1.1 might be more suited to some areas of 
work or learning than others. 
 
Evidence for 1.1 and 1.2 may be candidate notes with an assessor observation or witness 
statement. 
 

Outcome 2 Be able to access information and guidance related to career 
progression 

The learner can: 
1. find different sources of information related to career progression 
2. evaluate the relevance of the information to their own skills, qualities, experience and career 

aspirations. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to find at least three different sources of 
information related to career progression. 
 
For 2.2 the candidate needs to evaluate the relevance of the information from the sources in 2.1 to 
their own skills, qualities, experience and career aspirations. 
 
Evidence for 2.1 and 2.2 may be a record of the information and a candidate statement. 
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Outcome 3 Understand the importance of work or study opportunities in 
career progression 

The learner can: 
1. discuss the career benefits of different examples of work or study opportunities 
2. explain how one job role or stage of career development may lead to another. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to discuss the career benefits of different examples 
of work or study opportunities eg day-release, in-house training. 
 
For 3.2 the candidate needs to explain how one job role or stage of career development may lead 
to another eg a part-time job may lead to an apprenticeship. 
 
Evidence for 3.1 and 3.2 may be a candidate statement. 
 

Outcome 4 Be able to plan their career progression 
The learner can: 
1. produce a career progression plan 
2. explain the timeline and resources that might be needed to support their career progression 

plan 
3. discuss appropriate ways of reviewing their career progression plan. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to produce a career progression plan, This should 
show short term and long term goals with an indication of the timeline and any resources that might 
be needed.  
 
For 4.2 the candidate needs to explain the timeline and resources that might be needed to support 
their career progression plan produced in 4.1 
 
For 4.3 the candidate needs to discuss appropriate ways of reviewing their career progression plan 
produced in 4.1 
 
Evidence for 4.1 to 4.3 may be a career progression plan with an explanation of the timeline and 
resources that might be needed. This may be supported by an assessor observation giving evidence 
of the discussion about reviewing the plan. 
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Unit 7546-545 Career progression 
How can this unit be delivered? 

Visits could be organised to the Careers Advisory Service and/or to particular employers, training 
providers or colleges. External speakers such as Information, Advice and Guidance (IAG) 
professionals could be invited to talk to the learners and discuss their individual plans. 
 
Potential resources 
These websites might be useful: 
www.conections-direct.com 
www.direct.gov.uk 
www.jobcentreplus.gov.uk 
www.sscalliance.org 
www.employ-ability.org.uk 
www.prospects.org.uk 
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Unit 7546-546 Practising leadership skills with others 
 

Level:  Level 2 
Credit value:  2 
UAN: D/501/5916 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 443 Level 1 Practising leadership skills with others. 
 
Unit aim 
In this unit, the learner will be able to practice their leadership skills with other members of a group 
and evaluate their ability to lead others. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand how to lead a group activity 
2. Demonstrate effective leadership skills with others 
3. Evaluate their leadership performance 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-546 Practising leadership skills with others 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1?  
The assessment criteria for this level go beyond the requirements at Level 1. The candidate is 
expected demonstrate effective leadership skills. 
 

Outcome 1 Understand how to lead a group activity 
The learner can: 
1. explain how their leadership skills will contribute to a given group activity. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to explain how they would use their leadership skills 
in a group activity eg in a way that is appropriate to the situation and people involved, using 
personal skills and qualities to lead effectively  
For 1.1 skills could be giving support to others, allocating tasks and activities, giving and receiving 
feedback, making appropriate decisions, considering deadlines, using problem-solving skills, using 
sense of humour to get people’s attention when giving instructions. 
Group activities could be in the workplace or place of learning. The activity should be 
straightforward and the leadership required should not be complex. 
 
Evidence may be annotated taped or video evidence, an assessor observation record, candidate or 
witness statement. 
 

Outcome 2 Demonstrate effective leadership skills with others 
The learner can: 
1. give support to other members of the group 
2. allocate tasks and activities appropriately to other members of the group 
3. give and receive appropriate feedback 
4. make decisions about tasks and activities appropriately. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to give support to others, for example, by 
motivating and encouraging, providing advice and guidance, discussing problems, showing regard 
for wellbeing, health and safety of team members 
 
Evidence may be annotated taped or video evidence, an assessor observation record, candidate or 
witness statement. 
 
For 2.2 the candidate needs to allocate tasks and activities to other members of the group 
including assessing strengths and weaknesses of team members, prioritising tasks to deadlines, 
deciding who is best placed to carry out tasks, discussing and agreeing with team members, making 
decisions, giving and receiving feedback. 
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For 2.2 evidence may be annotated taped or video evidence, an assessor observation record, 
candidate or witness statement. 
 

Outcome 3 Evaluate their leadership performance 
The learner can: 
1. carry out an evaluation of their leadership performance 
2. suggest areas for improvement of their leadership performance. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to carry out an evaluation of their leadership 
performance using feedback from different sources, identifying what went well and what did not go 
so well.  The evaluation could be formal eg assessment forms, checklists; or informal eg discussion 
with assessor.  
 
Evidence for 3.1 may be an assessor observation record, candidate or witness statement. 
 
For 3.2 the candidate needs to suggest areas for improvement based on their own assessment and 
feedback from others.   
 
Evidence for 3.2 may be an assessor observation record, candidate or witness statement 
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Unit 7546-546 Practising leadership skills with others 
How can this unit be delivered? 

Potential resources  
These websites might be useful: 
www.career-advice.monster.com 
www.lifecoachexpert.co.uk 
www.scoutbase.org.uk/6to25/explorer/youngleader/pdfs/yls-all.pdf 
www.tellmehowto.net 
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Unit 7546-547 Developing personal skills for leadership 
 

Level:  Level 2 
Credit value:  2 
UAN: K/501/5904 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 442 Level 1 Developing personal skills for leadership. 
 
Unit aim 
In this unit, the learner gains an understanding of the main features of leadership and how to 
prepare themselves to demonstrate leadership skills in an appropriate leadership activity. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand the main features of leadership 
2. Plan how to demonstrate leadership skills 
3. Prepare for a leadership activity 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-547 Developing personal skills for leadership 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1?  
The assessment criteria for this level go beyond the requirements at Level 1. The candidate is 
expected to have an understanding of the main features of leadership and how to prepare 
themselves to demonstrate their leadership skills in an appropriate leadership activity. 
 

Outcome 1 Understand the main features of leadership 
The learner can: 
1. describe the main features of leadership 
2. explain how their own skills and qualities relate to the main features of leadership. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe at least three of the main features of 
leadership. Features include responsibility for others eg making sure the team works together and 
achieves its goals, making sure people are healthy and safe in carrying out their work or task; 
providing support and guidance eg helping someone deal effectively with a difficult situation, 
encouraging someone to persevere in solving a problem; giving instructions eg allocating work to 
the team; giving and receiving feedback eg telling someone they have done something right or 
suggesting that something could be done differently, listening to feedback from others and acting 
on it; making decisions eg deciding on what a group of people need to do, who needs to do which 
activity, solving problems. 
 
For 1.2 the learner must explain how at least three features of leadership relate to their own skills 
and qualities. 
They may carry out a review of own personal development; identify areas of strength and those 
areas which they are unsure of/less confident in; ask others for feedback on leadership skills. 
 
Evidence for 1.1 and 1.2 may be an assessor observation record, witness statement or candidate 
statement. 
 

Outcome 2 Plan how to demonstrate leadership skills 
The learner can: 
1. describe the range of skills they will use to lead others 
2. explain how they will put these skills into practice in order to lead others. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe at least two skills they will use to lead 
others. This may include giving support, allocating tasks and activities, giving and receiving 
feedback, making decisions. 
 
For 2.2 the candidate needs to explain how they will put the skills described in 2.1 into practice.  
Giving support to others eg by motivating and encouraging others, providing advice and guidance, 
discussing problems, identifying and understanding others’ feelings; allocating tasks and activities 
eg by assessing strengths and interests of team members, considering deadlines, deciding who is 
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best suited to carry out tasks, discussing and agreeing tasks with team members; giving and 
receiving feedback eg by formal means such as written reports, appraisals, or informal means such 
as verbal feedback to individuals, feedback to team on performance of task; making decisions, eg 
making a decision to solve a problem, deciding on the best way of doing something. 
 
Evidence may be an assessor observation record, witness statement or candidate statement. 
 

Outcome 3 Prepare for a leadership activity 
The learner can: 
1. select a suitable activity to demonstrate their leadership skills 
2. explain why they selected that activity and how it will enable them to demonstrate an 

appropriate range of skills. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to select a suitable straightforward activity to 
demonstrate their leadership skills. This will involve: considering strengths and weaknesses; using 
information and knowledge about own particular skills to decide on an appropriate activity; 
discussing with assessor and agreeing suitability; choosing an activity they can complete 
appropriately. 
The activity should be agreed with the assessor and could also be a shared agreement with the 
group if this is appropriate. 
 
For 3.2 the candidate needs to explain why the activity was selected eg matches experience, skills 
or interests of the learner, allows learner to demonstrate a skill they feel confident in as well as/or a 
skill they wish to improve on. The explanation may also involve considering how well they would be 
able to demonstrate a particular skill via a particular activity. The learner must also be able to 
explain how the activity would enable them to demonstrate the skills they have chosen in an 
appropriate way. They may also want to consider which skills they are strong in and which they 
need to develop further. They may decide (on agreement with the tutor/line manager) that the 
demonstration is about practising a new skill or about confirming that they are able to demonstrate 
a recently acquired skill. 
 
Evidence for 3.1 and 3.2 may be annotated taped or video evidence, a candidate statement, an 
assessor observation record or witness statement.  
 
 
 



 

Awards and Certificates in Employability and Personal Development (7546) 119 

Unit 7546-547 Developing personal skills for leadership 
How can this unit be delivered? 

Potential resources 
These websites might be useful: 
www.career-advice.monster.com 
www.lifecoachexpert.co.uk 
www.scoutbase.org.uk/6to25/explorer/youngleader/pdfs/yls-all.pdf 
www.tellmehowto.net 
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Unit 7546-548 Learning with colleagues and other 
learners 

 

Level:  Level 2 
Credit value:  2 
UAN: Y/501/5915 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 444 Level 1 Learning with colleagues and other learners. 
 
Unit aim 
In this unit, the learner gains an understanding of the main features of leadership and how to 
prepare themselves to demonstrate leadership skills in an appropriate leadership activity. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand the importance of learning with colleagues or other learners 
2. Plan the learning they will undertake with colleagues or other learners 
3. Be able to interact appropriately with colleagues or other learners in a learning situation 
4. Review the learning they have undertaken with colleagues or other learners 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-548 Learning with colleagues and other 
learners 

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1?  
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to plan the learning they will undertake with colleagues or other learners and review their 
experience of learning with others. 
 

Outcome 1 Understand the main features of leadership 
The learner can: 
1. explain why learning with their colleagues or other learners is important for their own 

development. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to explain why learning with their colleagues or other 
learners is important for their own development. 
 
Evidence may be a candidate statement. 
 

Outcome 2 Plan the learning they will undertake with colleagues or other 
learners 

The learner can: 
1. describe a learning goal which they will be able to undertake with colleagues or other 

learners 
2. explain how they will work towards achieving the learning goal. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe a learning goal which they will be able to 
undertake with colleagues or other learners 
 
For 2.2 the candidate needs to explain how they will work towards achieving the learning goal. 
 
Evidence for 2.1 and 2.2 may be a candidate statement. 
 

Outcome 3 Be able to interact appropriately with colleagues or other 
learners in a learning situation 

The learner can: 
1. respond appropriately to advice from others 
2. express beliefs and opinions to others appropriately 
3. give helpful feedback to others. 
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Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to listen carefully and respond appropriately to advice 
from others 
 
For 3.2 the candidate needs to express beliefs and/or opinions to others in a learning situation. This 
can be individually or in a group. 
For 3.3 the candidate needs to give helpful feedback to at least one other person. 
 
Evidence for 3.1 to 3.3 will be an assessor observation or witness statement. 
 

Outcome 4 Review the learning they have undertaken with colleagues or 
other learners 

The learner can: 
1. give examples of how they have learned with colleagues or other learners 
2. reflect on their experience of learning with a group of other colleagues or other learners. 
 
Explanation of criteria and examples of evidence 
For this criterion (4.1) the candidate needs to give at least three examples of how they have 
learned with colleagues or other learners. 
 
Evidence may be a candidate statement. 
 
For 4.2 the candidate needs to take an active part in a discussion to reflect on their experience of 
learning with a group (at least three) of other colleagues or other learners. 
 
Evidence for 4.2 will be an assessor observation or witness statement. 
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Unit 7546-549 Communicating solutions to others 
 

Level:  Level 2 
Credit value:  2 
UAN: R/501/5895 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 445 Level 1 Communicating solutions to others. 
 
Unit aim 
In this unit, the learner will find out why a problem requires a solution, how to communicate 
possible solutions to others, deal appropriately with responses and review the effectiveness of their 
performance. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand why they need to solve a problem 
2. Communicate the solution effectively to others 
3. Provide appropriate responses to questions or objections 
4. Evaluate their performance 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-549 Communicating solutions to others 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1?  
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to explain why the problem needs a solution, plan how to deal with feedback and 
evaluate how effective their performance was. 
 

Outcome 1 Understand why they need to solve a problem 
The learner can: 
1. describe a possible problem to solve 
2. explain why the problem requires a solution 
3. describe a way to solve the problem. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to describe a possible problem to solve. 
 
For 1.2 the candidate needs to explain why the problem requires a solution. 
 
For 1.3 the candidate needs to describe a way to solve the problem. The candidate should find out 
enough information about the problem to consider different strategies and choose and describe an 
approach. 
 
Evidence for 1.1 to 1.3 may be a candidate statement or presentation. 
 

Outcome 2 Communicate the solution effectively to others 
The learner can: 
1. using appropriate communication methods, explain to others how the problem was solved 
2. use appropriate information to support their explanation. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to use appropriate communication methods to 
explain to others how the problem was solved.  
 
Evidence may be an assessor observation, witness statement or copies of written communication. 
 
For 2.2 the candidate needs to use appropriate information to support their explanation. 
 
Evidence may be the information used. 
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Outcome 3 Provide appropriate responses to questions or objections 
The learner can: 
1. identify possible questions or objections to their solutions to a problem 
2. plan how to deal with feedback and questions from others in the group 
3. respond appropriately to questions or objections from others. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to identify at least three possible questions or 
objections to their solutions to a problem. 
 
Evidence may be a candidate statement. 
 
For 3.2 the candidate needs to plan how to deal with feedback and questions from others in the 
group. 
 
Evidence may be a candidate statement. 
 
For 3.3 the candidate needs to respond appropriately to questions or objections from others. 
 
Evidence may be an assessor observation, witness statement or copies of written communication. 
 

Outcome 4 Evaluate their performance 
The learner can: 
1. evaluate how effective their performance was 
2. suggest areas for improvement. 
 
Explanation of criteria and examples of evidence 
For this criterion (4.1) the candidate needs to evaluate how effective their performance was.  
 
Evidence may be a candidate statement. 
 
For 4.2 the candidate needs to suggest at least two areas for improvement in their performance. 
 



 

126 Awards and Certificates in Employability and Personal Development (7546) 

Unit 7546-550 Learning from more experienced people 
 

Level:  Level 2 
Credit value:  2 
UAN: R/501/5914 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 447 Level 1 Learning from more experienced people 
 
Unit aim 
In this unit, the learner will learn how they can recognise what they have learned from senior or 
more experienced people and put these skills into practice for themselves. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand situations where they might interact with more experienced people 
2. Understand how more experienced people work effectively 
3. Understand how they can improve their performance by learning from those who have more 

experience 
4. Review what they have learned from more experienced people 
 
Outcome definitions 
More experienced people may be those with greater knowledge, competency, and 
understanding, length of service or life experience in a candidates work or learning. 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-550 Learning from more experienced people 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to evaluate how they are able to learn from more experienced people and be able to 
identify how they are able to improve their performance from people who are able to work 
effectively. 
 

Outcome 1 Understand situations where they might interact with more 
experienced people 

The learner can: 
1. describe situations in which they might interact with more experienced people. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe the types of situations (work, learning or 
within their personal life) when interaction may occur. Interaction with ‘more experienced people’ 
may be planned or unplanned.  Interaction may be spoken, written or it may involve working with 
another person. 
 

Outcome 2 Understand how more experienced people work effectively 
The learner can: 
1. describe an effective way of working demonstrated by a more experienced person 
2. explain why this way of working was effective. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to give a detailed description of how a more 
experienced person works effectively.  
 
For 2.2 the candidate needs to explain what makes their way of working was effective rather than it 
being simply of an acceptable standard. 
 

Outcome 3 Understand how they can improve their performance by 
learning from those who have more experience 

The learner can: 
1. describe an example of a skill or process they have learned from others with more 

experience 
2. explain how they can use what they have learned to improve their performance. 
 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to recall and describe the way they learnt a specific 
skill or process in the past. The example needs to be robust so that the candidate can go on to 
complete the evidence required for 3.2. 
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For 3.2 the candidate needs to use the example of a skill used in 3.1 to explain how they have gone 
on to improve their performance. 
 

Outcome 4 Review what they have learned from more experienced 
people 

The learner can: 
1. carry out an evaluation of the skills, knowledge or understanding they have learned from 

more experienced people. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to evaluate (judge the quality, importance or value) 
of the skills, knowledge or understanding they have learning from three more experienced people 
within work, learning or their personal life. 
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Unit 7546-550 Learning from more experienced people 
How can this unit be delivered? 

This unit can be delivered in a work or learning context. In the work context, the unit can be used to 
support the candidate to work with colleagues who are more experienced than them in an 
appropriate manner. In a learning environment the unit can be tailored to the needs of a candidate 
planning to enter the workforce or leaning from others in their place of study or amongst their social 
and family circle. Scenarios or case studies could facilitate discussion and understanding of working 
with more experienced people. 
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Unit 7546-551 Building working relationships with 
colleagues 

 

Level:  Level 2 
Credit value:  2 
UAN: L/501/6107 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 448 Level 1 Building working relationships with colleagues. 
 
Unit aim 
This unit explores the ways in which colleagues rely upon one another in a constructive working 
environment. The learner will also consider the consequences of positive and negative behaviours 
of individuals on whole teams or organisations. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand how people in the workplace depend on one another 
2. Understand how an individual’s behaviour affects other people at work 
3. Be able to demonstrate positive behaviours that promote effective working with others 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-551 Building working relationships with 
colleagues 

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criterion for this level goes beyond the requirements at Level 1. The learner is 
expected to understand interdependence between colleagues, the benefits of positive behaviour 
and the need to communicate effectively. Seek and offer guidance, and interact professionally with 
colleagues in a way that promotes good working relations. 
 

Outcome 1 Understand how people in the workplace depend on one 
another 

The learner can: 
1. explain the interdependencies between different people in a workplace. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to show they understand how people mutually rely 
upon each other to achieve results. This may be evidenced by the candidate annotating or 
explaining the interdependent relationships between staff, using an organisational chart. 
 

Outcome 2 Understand how an individual’s behaviour affects other 
people at work 

The learner can: 
1. describe how the positive behaviour of one person can affect others in the workplace 
2. describe how the negative behaviour of one person can affect others in the workplace. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe the positive effects of a positive person 
on a group of people within the workplace. An example could support he description. 
 
For 2.2 the candidate needs to describe at least four negative effects a persons’ behaviour can 
have on others in the workplace. 
 

Outcome 3 Be able to demonstrate positive behaviours that promote 
effective working with others 

The learner can: 
1. communicate clearly with colleagues 
2. resolve differences with colleagues amicably 
3. offer help and guidance to colleagues and accept their help and guidance 
4. offer ideas, suggestions and opinions to colleagues 
5. consider the ideas, suggestions and opinions of colleagues and respond appropriately. 
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Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to communicate appropriately, using language that 
is clear, coherent, and respectful, of the appropriate tone. The candidate will use appropriate body 
language, spatial awareness and eye contact with colleagues. 
 
For 3.2 the candidate needs to identify a difference that has occurred or is occurring with a 
colleague. They need to evidence how they are able to resolve this professionally by 
communicating and listening effectively, sharing and discussing differences in a professional way, 
giving ground where appropriate, understanding different ways of working, come to a shared 
conclusion and the ability to settle on an outcome. The candidate should show they are able to 
conclude the matter without further redress or gossip. 
 
For 3.3 the candidate needs to show how they are able to offer help and guidance to support a 
colleague complete a task, resolve a problem or suggest action to take on at least two occasions.  
The candidate should demonstrate they are able to accept help and guidance on two occasions.  
This could be assessed using a range of methods which may include observation or reflective 
accounts and questioning.  
 
For 3.4 the candidate needs to offer ideas and suggestions which are constructive and add value to 
the process / procedure or tasks within in the workplace. Opinions should be fair and without bias, 
and should be presented in a positive manner that peers will find acceptable. This could be 
evidenced at a team meeting or within the work role formally or informally. 
 
For the first criterion (3.5) the candidate needs to consider ideas, suggestions and opinions of 
colleagues which may be presented in at a team meeting or within the work role informally or 
formally, demonstrate they have considered the option using questioning or discussion or research 
and have responded to these appropriately (verbally or in writing). This could be evidenced through 
observation, or through reflective accounts or statements and witness testimony. 
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Unit 7546-551 Building working relationships with 
colleagues 

How can this unit be delivered? 

This unit would normally be completed by candidates who are in work or on a work placement.  
Evidence could be collected holistically using observation and other methods such as statements, 
reflective accounts, question and answer and witness testimony. 
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Unit 7546-552 Working as a volunteer 
 

Level:  Level 2 
Credit value:  2 
UAN: J/501/6042 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 307 Entry 3 Supporting others 
• 341 Entry 3 Working as a volunteer 
• 407 Level 1 Supporting others 
• 449 Level 1 Working as a volunteer 

 
Unit aim 
In this unit, the learner will find out about how to become a volunteer and make an application for 
voluntary work that suits their skills and interests. The learner will complete a voluntary work task 
which interests them and matches their skills. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Be able to find voluntary work 
2. Understand what is expected of the volunteer in undertaking the voluntary work 
3. Be able to undertake voluntary work 
4. Understand that the skills used during voluntary work may be of benefit to personal or career 

plans 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-552 Working as a volunteer 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1?  
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to apply for voluntary work which matches their skills and interests and explain the 
behaviours and attitudes needed. After taking part in the activity, they describe how the skills used 
during their time as a volunteer may be useful in their future or career plans. 
 

Outcome 1 Be able to find voluntary work 
The learner can: 
1. identify ways to become a volunteer 
2. apply for voluntary work which matches their skills and interests. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to identify at least two different ways to become a 
volunteer.  
 
Evidence may be a candidate statement. 
 
For 1.2 the candidate needs to apply for voluntary work which matches their skills and interests. 
This is likely to involve the candidate in researching different types of voluntary work and/or 
discussing their interests with a volunteer co-ordinator prior to making their application. 
 
Evidence may be the application or other evidence and an identification of their skills and interests. 
 

Outcome 2 Understand what is expected of the volunteer in undertaking 
the voluntary work 

The learner can: 
1. explain the nature of the work to be undertaken 
2. explain behaviours and attitudes needed to undertake the work. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to explain the nature of the work to be undertaken. 
 
For 2.2 the candidate needs to explain behaviours and attitudes needed to undertake the work. 
 
Evidence for 2.1 and 2.2 may be a candidate statement. 
 

Outcome 3 Be able to undertake voluntary work 
The learner can: 
1. complete a voluntary work task which the learner has identified as matching their skills and 

interests. 
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Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to complete a voluntary work task which the learner has 
identified as matching their skills and interests. This task (or tasks) is likely to be the volunteer work 
applied for in 1.2 and should involve at least five hours volunteer work. 
 
Evidence for 3.1 should be an assessor observation or witness statement. 
 

Outcome 4 Understand that the skills used during voluntary work may be 
of benefit to personal or career plans 

The learner can: 
1. describe how the skills used during the time as a volunteer may be useful in the volunteer’s 

future or career plans. 
 
Explanation of criteria and examples of evidence 
For this criterion (4.1) the candidate needs to describe how the skills used during the time as a 
volunteer may be useful in the volunteer’s future or career plans. 
 
Evidence may be a candidate statement. 
 



 

Awards and Certificates in Employability and Personal Development (7546) 137 

Unit 7546-552 Working as a volunteer 
How can this unit be delivered? 

External speakers from voluntary organisations could be invited to talk to the learners or learners 
could visit, or watch videos, to find out about different types of volunteering. 
Volunteering activities could be undertaken in the place of learning or in the community. 
 
Potential resources  
These websites might be useful: 
www.direct.gov.uk 
www.CSV.org.uk 
www.volunteering.org.uk 
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Unit 7546-553 Building working relationships with 
customers 

 

Level:  Level 2 
Credit value:  2 
UAN: F/501/6413 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 450 Level 1 Building working relationships with customers 
• 518 Level 2 Valuing customers 
• 816 Entry 3 Customer service in the hospitality industry 
• 817 Level 1 Customer service in the hospitality industry. 

 
Unit aim 
In this unit the learner will be introduced to the concept of customer service standards and the way 
in which organisations ensure their delivery through the use of protocols. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand how a customer’s or client’s interactions with employees influence their opinion of 

the organisation as a whole 
2. Understand why organisations normally have protocols for dealing with customers 
3. Interact positively with customers in line with given protocols 
 
Outcome definitions 
Protocols for dealing with customers/clients are the organisations policies and rules. They may be 
written or verbal. 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-553 Building working relationships with 
customers 

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The candidate is 
expected to be able to build their understanding of the importance of the customer to any 
organisation. 
 

Outcome 1 Understand how a customer’s or client’s interactions with 
employees influence their opinion of the organisation as a 
whole 

The learner can: 
1. explain how an employee’s self-presentation can affect a customer’s opinion of the 

individual and their organisation 
2. explain why keeping customers satisfied is important to organisations. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to explain the potential affect on the customer of 
both positive and negative self-presentation. One example of the effect of negative self-
presentation and one example of the effect of positive self-presentation is required. The candidate’s 
explanation will need to include how an employee acts as a representative of their organisation that 
the customer forms an opinion of the employee based on their self-presentation and that customers 
tend to make judgements about the whole organisation based on the representatives they 
encounter. 
 
Evidence may be an assessor observation, candidate or witness statement. 
 
For 1.2 the candidate needs to explain why satisfied customers are good for an organisation and 
show that they understand why dissatisfied customers are bad for the organisation. 
 
Evidence may be an assessor observation, candidate or witness statement. 
 

Outcome 2 Understand why organisations normally have protocols for 
dealing with customers 

The learner can: 
1. describe the key areas likely to be contained in a customer service protocol 
2. explain why it is important for employees to follow customer service protocols. 
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Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe at least two key areas likely to be 
contained in a customer services protocol for a particular workplace. This should be a workplace 
with which the candidate is familiar, either through workplace experience or through considering 
examples of specific customer service protocols. 
 
Evidence may be an assessor observation, candidate or witness statement. 
 
For 2.2 the candidate needs to explain at least two reasons why it is important for an employee to 
follow an organisation’s customer service protocols. 
 
Evidence may be an assessor observation, candidate or witness statement. 
 

Outcome 3 Interact positively with customers in line with given protocols 
The learner can: 
1. follow an organisation’s protocols to provide answers to commonly-occurring customer 

queries or meet commonly-occurring customer requests 
2. communicate appropriately with customers 
3. explain the procedures within an organisation for dealing with customer problems and 

complaints 
4. describe when it would be necessary to involve colleagues in assisting the customer. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to follow a given protocol to deliver customer 
service. At least one customer query or request must be dealt with by the candidate appropriately 
and effectively. The customer query or request may relate to goods or services, but should be 
familiar and routine in nature. For simulated exercises, the protocol may be one produced by the 
assessor it should be realistic and based on actual protocols). Where the candidate is being 
assessed in the workplace, the protocol should, wherever possible, be the customer service 
documentation from that organisation. 
 
Evidence may be an assessor observation, candidate or witness statement. 
 
For 3.2 the candidate needs to show that they are able to interact appropriately with customers. In 
a workplace or simulated scenario, their behaviour should demonstrate a helpful attitude towards 
customers. Two examples of helpful behaviour are required. 
 
Evidence may be an assessor observation, candidate or witness statement. 
 
For 3.3 the candidate needs to explain they understand how the organisation’s policy requires them 
to act in the event of a customer complaint or problem. Their explanation needs to show 
understanding. 
 
Evidence may be assessor observation of a discussion, a poster, leaflet, worksheet or written notes.  
The candidate is not expected to deal with customer complaints or solve problems. 
 
For 3.4 the candidate needs to describe at least one instance when they could deal successfully 
with a customer’s query or request by getting advice/help from a colleague, and one instance when 
they would need to refer the customer’s query or request directly to another colleague or 
department. 
 
Evidence may be an assessor observation, candidate or witness statement. 
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Unit 7546-553 Building working relationships with 
customers 

How can this unit be delivered? 

Potential resources 
These websites might be useful: 
www.keepcustomers.com 
www.worketiquette.co.uk/VerbalCommunicationcategory 
www.worketiquette.co.uk/WorkEtiquetteBasicsCategory 
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Unit 7546-554 Investigating rights and responsibilities at 
work 

 

Level:  Level 2 
Credit value:  1 
UAN: J/501/6414 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 304 Entry 3 Rights and responsibilities in the workplace 
• 342 Entry 3 Investigating rights and responsibilities at work 
• 404 Level 1 Rights and responsibilities in the workplace 
• 451 Level 1 Investigating rights and responsibilities at work 
• 594 Level 2 Rights and responsibilities in the workplace 

 
Unit aim 
The aim of this unit is to help the learner understand what is meant by the terms ‘rights’ and 
‘responsibilities’ and how they are enforced. They will also gain an understanding of some of the 
legislation that protects the employee and the employer. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand why rights and responsibilities are important in a workplace 
2. Understand why employees and employers have certain rights and responsibilities 
3. Be able to access sources of guidance and information about rights and responsibilities at work 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 10 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-554 Investigating rights and responsibilities at 
work 

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The candidate is 
expected to be able to access a range of sources of information and describe the type of advice 
given by each. 
 

Outcome 1 Understand why rights and responsibilities are important in a 
workplace 

The learner can: 
1. explain reasons why rights and responsibilities are important in a workplace 
2. understand how rights and responsibilities are established and enforced in a workplace. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to give at least one reason why rights are important 
in the workplace and at least one reason why responsibilities are important in the workplace. In 
addition, the candidate’s explanations must show a clear understanding of the terms ‘rights’ and 
‘responsibilities’. 
 
Evidence is likely to be a candidate statement or presentation. 
 
For 1.2 the candidate needs to consider how rights and responsibilities are established and 
enforced at work. The candidate could be given a case study which requires them to identify how 
certain aspects of legislation could be enforced. Alternatively, the candidate could select two 
different rights and explain how they are enforced in the workplace. 
 
Evidence is likely to be a candidate statement or presentation. 
 

Outcome 2 Understand why employees and employers have certain 
rights and responsibilities 

The learner can: 
1. identify the rights and responsibilities an employee has at work 
2. explain the implications of employee rights and responsibilities. 
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Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to identify at least two rights and responsibilities an 
employee has, for each of: health and safety; pay and benefits; job recruitment and advertising; 
terms and conditions at work; contract of employment; appraisal, promotion and training; dismissal, 
redundancy and retirement, privacy of personal information.  
 
Evidence is likely to be a candidate statement or presentation. 
 
For 2.2 the candidate needs to explain the implications of the rights and responsibilities identified 
for 2.1 rather than just listing them.  
 
Evidence is likely to be a candidate statement or presentation. 
 

Outcome 3 Be able to access sources of guidance and information about 
rights and responsibilities at work 

The learner can: 
1. identify key representative bodies for employers and employees who would be able to 

advise on rights and responsibilities 
2. describe the type of advice given by key representative bodies. 
 
Explanation of criteria and examples of evidence 
For the first criterion 3.1 the candidate needs to identify at least three key representative bodies, 
eg HSE (Health & Safety Executive), Equality and Human Rights Commission. 
 
Evidence is likely to be a candidate statement or presentation. 
 
For 3.2 the candidate needs to describe the type of advice given by each of the chosen 
representative bodies identified in 3.1. 
 
Evidence is likely to be a candidate statement or presentation. 
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Unit 7546-554 Investigating rights and responsibilities at 
work 

How can this unit be delivered? 

Potential resources 
These websites might be useful: 
www.acas.org.uk 
www.adviceguide.org.uk 
www.direct.gov.uk/en/Employment/Employees/index.htm 
www.direct.gov.uk/en/RightsAndResponsibilities/Yourrights 
www.eco.org.uk — Equality in the work place 
www.standards.dfes.gov.uk 
www.tuc.org.uk 
www.worksmart.org.uk 
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Unit 7546-555 Solving work-related problems 
 

Level:  Level 2 
Credit value:  2 
UAN: A/501/6295 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 328 Entry 3 Dealing with problems in daily life 
• 343 Entry 3 Solving work-related problems 
• 428 Level 1 Dealing with problems in daily life 
• 452 Level 1 Solving work-related problems 
• 595 Level 2 Solving problems in the workplace. 

 
Unit aim 
The aim of this unit is for the learner to be able to apply problem-solving skills to situations that arise 
at work, consider reasons why problems may be encountered and how to use sources of help 
effectively. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand that both individuals and organisations encounter workplace problems 
2. Use sources of help effectively 
3. Consider possible solutions to workplace problems 
4. Apply appropriate strategies to solve workplace problems 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-555 Solving work-related problems 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The candidate is 
expected to be able to understand and rank according to potential effectiveness a range of 
strategies for solving workplace problems taking into account the needs of the organisation. 
 

Outcome 1 Understand that both individuals and organisations 
encounter workplace problems 

The learner can: 
1. explain the main reasons that individuals encounter problems in the workplace 
2. describe some of the common types of problem that an organisation or company might 

need to solve. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to explain three reasons why individuals encounter 
problems in the workplace, eg conflict or differences of opinion. 
 
Evidence may be an assessor record of discussion, a candidate or witness statement. 
 
For 1.2 the candidate needs to describe some of the common types of problem that an 
organisation or company might need to solve. At least two different types of problems must be 
described, eg how to increase profits. 
 
Evidence may be an assessor record of discussion, a candidate or witness statement. 
 

Outcome 2 Use sources of help effectively 
The learner can: 
1. explain how sources of help available to both individuals and to organisations can help in 

solving work- related problems 
2. extract relevant information or advice from several different sources to help solve 

workplace problems. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to explain how two different sources of help can aid 
individuals, eg colleagues, and how two different sources of help will assist organisations to solve 
work-related problems, eg advisory organisations 
 
Evidence may be an assessor record of discussion, a candidate or witness statement. 
 
For 2.2 the candidate needs to find out and extract relevant information or advice to help them 
solve two identified workplace problems. Advice should be obtained or extracted from more than 
one source of information, eg supervisors, workplace procedure manuals. 
Evidence may be an assessor record of discussion, a candidate or witness statement. 
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Outcome 3 Consider possible solutions to workplace problems 
The learner can: 
1. describe possible solutions to different work-place problems 
2. rank the solutions to problems according to their likely effectiveness, providing explanations for 

the rank order. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to describe appropriate solutions to the two 
different workplace problems identified in 1.2. The candidate’s descriptions should show that they 
have taken on board or thought about the advice or guidance they found in the various sources 
referred to in 2.1, eg meet with union representative to discuss pay and conditions. 
 
Evidence may be an assessor record of discussion, a candidate or witness statement. 
 
For 3.2 the candidate needs to rank the effectiveness of the solutions to the two problems given in 
3.1. The candidate will need to show an ability to evaluate the effectiveness of each solution by 
placing them in rank order. Explanations for the chosen order will also need to be given, eg 
timeframe and resources needed, cost implications, short-term versus long-term solution, 
probability of solving whole or part of the problem. 
 
Evidence may be an assessor record of discussion, a candidate or witness statement. 
 

Outcome 4 Apply appropriate strategies to solve workplace problems 
The learner can: 
1. plan how to execute the solutions they consider most likely to work. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to produce two brief plans: one plan for each of the 
highest ranked solutions for 3.1. The plans should indicate the steps to be taken to solve the 
problems, eg make informed decision after considering all relevant information; choose course of 
action, amend action if necessary, review effectiveness of strategy. The steps should be appropriate 
to the nature of the problem and ordered in a logical way. The plans need not be complex or 
lengthy. 
 
Evidence may be an assessor record of discussion, a candidate or witness statement. 
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Unit 7546-555 Solving work-related problems 
How can this unit be delivered? 

Candidates will need access to appropriate sources of information about workplace problems and 
how to solve them. 
 
Potential resources  
These websites might be useful: 
www.direct.gov.uk/en/Employment/Employees/index.htm 
www.jobseekersadvice.com 
www.lifecoachexpert.co.uk 
www.monster.co.uk 
www.worksmart.org.uk 
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Unit 7546-556 Summarising documents 
 

Level:  Level 2 
Credit value:  1 
UAN: K/501/6146 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 454 Level 1 Summarising documents. 
 
Unit aim 
Throughout the delivery of this unit, the learner will gain experience of reading and summarising a 
range of texts that have been written with different audiences and purposes in mind. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Be able to distinguish between the key points and supporting detail in documents of several 

pages 
2. Understand that the intended purpose and audience for a summary should influence the way in 

which it is written 
3. Be able to summarise the key points of documents of several pages in a way that is consistent 

with the intended purpose and audience 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 10 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-556 Summarising documents 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Be able to distinguish between the key points and supporting 
detail in documents of several pages 

The learner can: 
1. extract the key points from a document of several pages. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to extract the key points from one document of several 
pages. Candidates may be given the document. 
 
Evidence for 1.1 is likely to be candidate notes 
 

Outcome 2 Understand that the intended purpose and audience for a 
summary should influence the way in which it is written 

The learner can: 
1. explain how summaries can be written and presented differently according to purpose and 

audience. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to explain how summaries can be written and 
presented differently according to purpose and audience eg bullet points in an instructional 
document. 
 
Evidence may be a candidate statement. 
 

Outcome 3 Be able to summarise the key points of documents of several 
pages in a way that is consistent with the intended purpose 
and audience 

The learner can: 
1. Produce a summary which: 

a) captures the key points of a  
b) document accurately is presented in a format and uses language appropriate for the 
intended purpose and audience 
d) has been proof read and edited for accuracy. 
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Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to produce a summary which: 
a) captures the key points of the original document accurately (as identified in 1.1) 
b) is presented in a format and uses language appropriate for the intended purpose and audience. 
The intended audience and purpose should be clearly stated. 
d) has been proof read and edited for accuracy. 
The summary can be handwritten or word-processed and a spelling check and grammar check 
should be conducted. The candidate must check for accuracy. 
The degree of accuracy of the proof reading and editing should be consistent with the English 
Functional Skills, Essential Skills Wales, Essential Skills NI or Workplace Core Skills at this level. 
 
Evidence will be one summary 
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Unit 7546-556 Summarising documents 
How can this unit be delivered? 

This unit links with the development of literacy skills. 
 
Potential resources  
This website might be useful: 
www.bbc.co.uk/skillswise 
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Unit 7546-557 Contributing to meetings 
 

Level:  Level 2 
Credit value:  1 
UAN: Y/501/5896 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 455 Level 1 Contributing to meetings. 
 
Unit aim 
This unit has been designed to help the learner understand the key aspects of meetings. The learner 
will also develop their own ways of recording information during the meeting to help them follow 
the thread of the discussion. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Know key aspects of meetings 
2. Know solutions to common meeting problems 
3. Be able to contribute to the discussion at a meeting 
4. Be able to take responsibility for an agenda item at a meeting 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 10 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-557 Contributing to meetings 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1?  
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to take a more active part in the meeting and take responsibility for an agenda item. 
 

Outcome 1 Know key aspects of meetings 
The learner can: 
1. describe key aspects of the meeting process and procedures. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to describe key aspects of the meeting process and 
procedures. 
 
Evidence for 1.1 is likely to be candidate notes. 
 

Outcome 2 Know solutions to common meeting problems 
The learner can: 
1. describe appropriate solutions to common meeting problems. 
 
Explanation of criteria and examples of evidence 
For this criterion (2.1) the candidate needs to describe solutions to common meeting problems. 
The problems could be related to people, eg people arriving late or dominating the discussion, or 
resources, eg lack of facilities.  
 
Evidence may be a candidate statement. 
 

Outcome 3 Be able to contribute to the discussion at a meeting 
The learner can: 
1. record personal notes from meeting 
2. contribute relevant ideas and opinions which help move the discussion forward and build 

appropriately on what has already been said at the meeting 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to record personal notes from meeting. These can 
be in any format eg bullet points, mind maps, annotations on documents. 
 
Evidence for 3.1 will be candidate notes. 
 
For 3.2 the candidate needs to contribute at least two relevant ideas and/or opinions which help 
move the discussion forward. These contributions must build appropriately on what has already 
been said at the meeting.  
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Evidence may be an assessor observation, witness statement or authenticated minutes of the 
meeting 
 

Outcome 4 Be able to take responsibility for an agenda item at a meeting 
The learner can: 
1. present an agenda item at a meeting 
2. answer questions to help move the discussion forward and reach decisions. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to present an agenda item at a meeting. 
 
For 4.2 the candidate needs to answer at least two questions to help move the discussion forward 
and reach decisions. The decision may be to revisit the agenda item at the next meeting. 
 
Evidence for 4.1 and 4.2 may be an assessor observation, witness statement or detailed 
authenticated minutes of the meeting. 
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Unit 7546-557 Contributing to meetings 
How can this unit be delivered? 

This unit links with the development of literacy skills. 
 
Potential resources  
This website might be useful: 
www.bbc.co.uk/skillswise 
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Unit 7546-558 Preparing for work placement 
 

Level:  Level 2 
Credit value:  1 
UAN: T/501/6148 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 309 Entry 3 Work-based experience 
• 344 Entry 3 Preparing for work placement 
• 409 Level 1 Work-based experience 
• 456 Level 1 Preparing for work placement 
• 463 Level 1 Self-management skills 
• 509 Level 2 Work-based experience. 

 
Unit aim 
The unit will help the learner find out about the company or organisation where they are going to be 
working, prior to starting their placement. The learner will find out how to set goals which meet 
their employer’s expectations. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand the company or organisation where they plan to do the work placement 
2. Understand information they need before starting work placement 
3. Understand what the company or organisation expects of the learner during the work 

placement 
4. Be able to set goals for the work placement including skills development 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 10 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-558 Preparing for work placement 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand the company or organisation where they plan to 
do the work placement 

The learner can: 
1. explain key information about the company or organisation providing the work placement 

and where this information was obtained. 
 

Outcome 2 Understand information they need before starting work 
placement 

The learner can: 
1. explain the terms and conditions of the work placement 
2. explain the tasks they would need to perform as part of the work placement. 
 

Outcome 3 Understand what the company or organisation expects of the 
learner during the work placement 

The learner can: 
1. explain why workplace values are important for success at the work placement 
2. describe personal presentation requirements appropriate to the placement 
3. explain how they could deal effectively with situations of emotional stress, difficulty or 

confusion during the work placement. 
 

Outcome 4 Be able to set goals for the work placement including skills 
development 

The learner can: 
1. set specific, realistic goals for the work placement, including a goal that relates to skills 

development. 
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Unit 7546-559 Learning from work placement 
 

Level:  Level 2 
Credit value:  2 
UAN: L/501/6186 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 309 Entry 3 Work-based experience 
• 345 Entry 3 Learning from work placement 
• 409 Level 1 Work-based experience 
• 457 Level 1 Learning from work placement 
• 509 Level 2 Work-based experience. 

 
Unit aim 
This unit uses the evidence gathered work placement to reflect on what has been learned and how 
to use that learning for goal setting, career plans and future development. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Be able to present evidence of learning gained from tasks undertaken during the work 

placement 
2. Understand what skills were used or gained during the work placement 
3. Understand aspects of the work placement that could have been improved 
4. Be able to use learning from the work placement to set career-related goals 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 10 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-559 Learning from work placement 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Be able to present evidence of learning gained from tasks 
undertaken during the work placement 

The learner can: 
1. show evidence that explains the learning gained from tasks undertaken during the work 

placement. 
 

Outcome 2 Understand what skills were used or gained during the work 
placement 

The learner can: 
1. explain how they used their strengths or skills during the work placement and where they 

experienced challenges. 
 

Outcome 3 Understand aspects of the work placement that could have 
been improved 

The learner can: 
1. explain any aspect of the work placement experience that could have been improved and how it 

could have been improved. 
 

Outcome 4 Be able to use learning from the work placement to set 
career-related goals 

The learner can: 
1. describe how the work placement experience might assist them in making choices about a 

future career 
2. set short term and long term goals which build on their learning from the work placement. 
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Unit 7546-560 Planning an enterprise activity 
 

Level:  Level 2 
Credit value:  1 
UAN: A/501/6300 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 308 Entry 3 Enterprise activity: producing products or services 
• 408 Level 1 Enterprise activity: producing products or services. 

 
Unit aim 
This unit aims to provide the learner with a broad introduction for preparing to undertake an 
enterprise activity, including how to develop a product or service and assess some of the potential 
risks involved. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand how to choose a viable enterprise activity 
2. Draw up a plan for an enterprise activity 
3. Understand the risks involved in running the enterprise activity 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 10 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-560 Planning an enterprise activity 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand how to choose a viable enterprise activity 
The learner can: 
1. describe key aspects of a viable product or service 
2. describe why people might want to buy their product or service. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to describe five key aspects of a viable product or 
service eg customer demand, production costs and selling price, safety. 
 
Evidence for 1.1 is likely to be a candidate statement 
 
For 1.2 the candidate needs to describe why people might want to buy their chosen product or 
service. The candidate should consider the key aspects described in 1.1. 
 
Evidence for 1.2 is likely to be a candidate statement. 
 

Outcome 2 Draw up a plan for an enterprise activity 
The learner can: 
1. prepare a plan for implementing an enterprise activity. 
 
Explanation of criteria and examples of evidence 
For this criterion (2.1) the candidate needs to prepare a plan for implementing an enterprise 
activity. The enterprise activity is likely to be the product or service from 1.2. The plan should 
include realistic timelines for research, acquiring resources and finance, production, advertising, 
selling and evaluation as appropriate to the activity chosen. 
 
Evidence is likely to be the plan. 
 

Outcome 3 Understand the risks involved in running the enterprise 
activity 

The learner can: 
1. assess the main risks that may occur in implementing the enterprise activity. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to assess the main risks that may occur in implementing 
the enterprise activity. The risks involved will depend on the activity but may include competition, 
the weather, delays in production.  
 
Evidence may be a candidate statement. 
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Unit 7546-560 Planning an enterprise activity 
How can this unit be delivered? 

This unit may link with Running an Enterprise Activity and Producing a Product. 
 
Potential resources  
These websites might be useful: 
www.businesslink.gov.uk 
www.directgov.uk 
www.enterprise-education.org.uk 
www.enterpriseinschools.org.uk 
www.excellencegateway.org.uk 
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Unit 7546-561 Running an enterprise activity 
 

Level:  Level 2 
Credit value:  1 
UAN: H/501/6114 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 308 Entry 3 Enterprise activity: producing products or services 
• 408 Level 1 Enterprise activity: producing products or services. 

 
Unit aim 
The aim of this unit is to provide the learner with the opportunity to carry out an enterprise activity, 
as well as developing the ability to evaluate the success of their activity and review their personal 
involvement. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Be able to provide a strategy to ensure the success of an enterprise activity 
2. Be able to complete an enterprise activity using appropriate skills and procedures 
3. Be able to evaluate the success of the enterprise activity 
4. Know how to review their personal involvement in an enterprise activity 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 10 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-561 Running an enterprise activity 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Be able to provide a strategy to ensure the success of an 
enterprise activity 

The learner can: 
1. explain the features of an effective strategy to ensure success for their enterprise activity. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to explain at least three features of an effective strategy 
to ensure success for their enterprise activity eg market research, financial planning, and practical 
implementation.  
 
Evidence for 1.1 is likely to be a candidate statement. 
 

Outcome 2 Be able to complete an enterprise activity using appropriate 
skills and procedures 

The learner can: 
1. demonstrate selling the product or service taking into account the practical and person skills 

needed, including customer care procedures 
2. explain the importance of handling money correctly in an enterprise activity. 
 
Explanation of criteria and examples of evidence 
For this criterion (2.1) the candidate needs to demonstrate selling the product or service eg 
advertising and promotional activities, setting up the location and selling the product or service. 
Candidates must take into account the practical and person skills needed, including customer care 
procedures. 
 
Evidence may be promotional material and an assessor observation or witness statement to confirm 
competence. 
 
For 2.2 the candidate needs to explain the importance of handling money correctly in an enterprise 
activity eg keeping money safe and producing accurate financial records. 
 
Evidence may be a candidate statement. 
 

Outcome 3 Be able to evaluate the success of the enterprise activity 
The learner can: 
1. use financial records to explain the reasons for the success or failure of the enterprise activity. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to use financial records to explain the reasons for the 
success or failure of the enterprise activity completed in 2.1. This explanation will cover the set up 
costs as well as the production and marketing costs. 
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Evidence may be a candidate statement. 
 

Outcome 4 Know how to review their personal involvement in an 
enterprise activity 

The learner can: 
1. describe their role in the enterprise activity and any skills they have gained. 
 
Explanation of criteria and examples of evidence 
For 4.1 the candidate needs to describe their role (or roles) in the enterprise activity and the skills, 
eg problem solving, they have gained or improved. 
 
Evidence may be a candidate statement. 
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Unit 7546-561 Running an enterprise activity 
How can this unit be delivered? 

This unit may link with Planning an Enterprise Activity and Producing a Product. 
 
Potential resources  
These websites might be useful: 
www.businesslink.gov.uk 
www.directgov.uk 
www.enterprise-education.org.uk 
www.enterpriseinschools.org.uk 
www.excellencegateway.org.uk 
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Unit 7546-562 Producing a product 
 

Level:  Level 2 
Credit value:  1 
UAN: L/501/6155 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 308 Entry 3 Enterprise activity: producing products or services 
• 408 Level 1 Enterprise activity: producing products or services. 

 
Unit aim 
In this unit, the learner will learn how to choose and make an appropriate product or item, plan how 
to make the product or item and evaluate how the product or item was made. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand how to plan the manufacture of a product or item 
2. Understand the new skills required to make the product or item 
3. Be able to produce the product or item safely 
4. Be able to evaluate the product or item produced 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 10 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-562 Producing a product 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand how to plan the manufacture of a product or item 
The learner can: 
1. prepare a plan that explains how to make a product or item, including the choice of 

materials and equipment, safety considerations and expected quality of product. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to prepare a plan make a product or item. The plan must 
include  

a) how to make the product or item, eg logical, cost effective approach 
b) the choice of materials and equipment, eg cost, quality 
c) safety considerations, eg safe use of equipment 
d) expected quality of product, eg appeal to consumer, durability, taste. 

 
Evidence for 1.1 is likely to be a detailed plan with supporting documentation. 
 

Outcome 2 Understand the new skills required to make the product or 
item 

The learner can: 
1. explain the new skills needed to make the product or item 
2. explain how and where the new skills will be learned. 
 
Explanation of criteria and examples of evidence 
For this criterion (2.1) the candidate needs to explain the new skills needed to make the product or 
item. New skills may be personal skills and/or practical skills. 
 
Evidence may be a candidate statement. 
 
For 2.2 the candidate needs to explain how and where the new skills identified in 2.1 will be 
learned. This can be any suitable way of learning the new skills eg formal training, textbooks and 
manuals, observation. 
 
Evidence may be a candidate statement. 
 

Outcome 3 Be able to produce the product or item safely 
The learner can: 
1. demonstrate how the planned levels of safety were met in producing the product or item. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to produce the product or item and demonstrate how 
the planned levels of safety identified in 1.1 were met 
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Evidence may be an assessor observation or witness statement. 
 

Outcome 4 Be able to evaluate the product or item produced 
The learner can: 
1. describe how the plan for making the product or item affected the level of quality 
2. suggest possible future improvements that could be made in producing the product or item. 
 
Explanation of criteria and examples of evidence 
For 4.1 the candidate needs to describe how the plan for making the product or item affected the 
level of quality. For example, the candidate may consider: the timelines, quality of resources, 
process used. 
 
Evidence may be a candidate statement. 
 
For 4.2 the candidate needs to suggest at least two possible future improvements that could be 
made in producing the product or item. The suggestions can cover any area of planning and 
production. 
 
Evidence may be a candidate statement. 
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Unit 7546-562 Producing a product 
How can this unit be delivered? 

This unit may link with Planning an Enterprise Activity and Running an Enterprise Activity. 
 
Potential resources  
These websites might be useful: 
www.businesslink.gov.uk 
www.directgov.uk 
www.enterprise-education.org.uk 
www.enterpriseinschools.org.uk 
www.excellencegateway.org.uk 
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Unit 7546-563 Searching for a job 
 

Level:  Level 2 
Credit value:  1 
UAN: A/501/6278 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 303 Entry 3 Career planning and making applications 
• 347 Entry 3 Searching for a job 
• 401 Level 1 Planning for progression 
• 403 Level 1 Career planning and making applications 
• 451 Level 1 Investigating rights and responsibilities at work 
• 459 Level 1 Searching for a job 
• 503 Level 2 Career planning and making applications. 

 
Unit aim 
This unit aims to assist the learner in developing an understanding of a wide range of potential 
sources of employment and how to link their own skills, interests and achievements to appropriate 
job sources and job roles. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand how to use potential job sources 
2. Understand how their skills, interests and achievements might relate to potential job roles 
3. Be able to investigate job vacancies 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 10 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-563 Searching for a job 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to evaluate sources of information, identify suitable job roles and explain how their skills 
interests and achievements relate to potential job roles. The learner searches for potential job 
vacancies and communicates to request further information. 
 

Outcome 1 Understand how to use potential job sources 
The learner can: 
1. evaluate a range of sources of employment available for job-seekers 
2. select appropriate sources of job vacancies for their own purposes 
3. identify potential job roles from the appropriate sources of employment. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to evaluate a range of at least three sources of 
employment available for job-seekers. Sources can include job centres, publications, agencies, 
direct contact with employers. 
 
For 1.2 the candidate needs to select at least two appropriate sources of job vacancies from 1.1. 
The source should be appropriate for their own purposes.  
 
For 1.3 the candidate needs to identify at least two potential job roles from the appropriate 
sources identified in 1.2. 
 
Evidence for 1.1 to 1.3 may be a candidate statement. 
 

Outcome 2 Understand how their skills, interests and achievements 
might relate to potential job roles 

The learner can: 
1. explain how their skills, interests and achievements relate to potential job roles identified 

from appropriate sources of employment. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to explain how their skills, interests and 
achievements relate to the potential job roles identified in 1.3 from appropriate sources of 
employment. 
 
Evidence may be a candidate statement or witness statement/assessor observation/audio recording 
of a discussion with an appropriate person. 
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Outcome 3 Be able to investigate job vacancies 
The learner can: 
1. search for potential job vacancies 
2. communicate with employers or the employer’s representative to obtain further information 

about job vacancies. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to search for at least two potential job vacancies 
 
Evidence for may be a copy of the advertisement or an internet printout. 
 
For 3.2 the candidate needs to communicate (orally or in writing as identified in the vacancy) with 
employers or the employer’s representative, such as an agency, to obtain further information about 
the job vacancies found in 3.1. 
 
Evidence is likely to be a letter, email, assessor observation or witness statement. 
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Unit 7546-563 Searching for a job 
How can this unit be delivered? 

This unit could be linked to literacy development and research activities. 
Learners could visit the Jobcentre or external speakers could be used. 
 
Potential resources  
These websites might be useful: 
www.conections-direct.com 
www.direct.gov.uk 
www.jobcentreplus.gov.uk 
www.sscalliance.org 
www.employ-ability.org.uk 
www.prospects.org.uk 
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Unit 7546-564 Applying for a job 
 

Level:  Level 2 
Credit value:  1 
UAN: J/501/5893 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 303 Entry 3 Career planning and making applications 
• 348 Entry 3 Applying for a job 
• 403 Level 1 Career planning and making applications 
• 460 Level 1 Applying for a job 
• 463 Level 1 Self-management skills 
• 503 Level 2 Career planning and making applications. 

 
Unit aim 
This unit aims to equip the learner with the skills to access and respond to different types of job 
application opportunities. The learner will gain an understanding of how to present a job application 
in an appropriate way. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Be able to access different methods of applying for a job 
2. Be able to prepare a job application 
3. Be able to present the job application appropriately 
4. Be able to reflect on the appropriateness of the job application 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 10 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-564 Applying for a job 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Be able to access different methods of applying for a job 
The learner can: 
1. investigate different methods of applying for a job. 
 

Outcome 2 Be able to prepare a job application 
The learner can: 
1. collate the appropriate information for a job application 
2. prepare a thorough job application. 
 

Outcome 3 Be able to present the job application appropriately 
The learner can: 
1. select and use the conventions, formats and styles of presenting job applications appropriately 
 

Outcome 4 Be able to reflect on the appropriateness of the job 
application 

The learner can: 
1. evaluate the suitability of the style and information in the job application in relation to its 

intended audience. 
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Unit 7546-565 Preparing for an interview 
 

Level:  Level 2 
Credit value:  1 
UAN: H/501/5917 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 349 Entry 3 Preparing for an interview 
• 461 Level 1 Preparing for an interview 
• 521 Level 2 Performing effectively at interviews. 

 
Unit aim 
This unit focuses on the role of the learner in correctly anticipating and preparing key information, 
questions and answers for a potential interview. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Be able to anticipate key questions that they might be asked at the interview 
2. Be able to prepare answers to anticipated interview questions 
3. Know how to use information about the job/course to identify questions to ask the interviewer 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 10 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-565 Preparing for an interview 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Be able to anticipate key questions that they might be asked 
at the interview 

The learner can: 
1. suggest key types of questions that the interviewer might ask. 
 

Outcome 2 Be able to prepare answers to anticipated interview 
questions 

The learner can: 
1. prepare appropriate answers to the key questions most likely to be asked by the 

interviewer. 
 

Outcome 3 Know how to use information about the job/course to identify 
questions to ask the interviewer 

The learner can: 
1. find out key information about the employer/ organisation/ course and explain why it is 

useful for the interview 
2. identify what information they do not have about the job/ placement/course which they could 

request at the interview. 
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Unit 7546-566 Interview skills 
 

Level:  Level 2 
Credit value:  1 
UAN: L/501/5913 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 350 Entry 3 Interview skills 
• 462 Level 1 Interview skills 
• 521 Level 2 Performing effectively at interviews. 

 
Unit aim 
This unit focuses on the role of the learner in correctly anticipating and preparing key information, 
questions and answers for a potential interview. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Be able to present themselves appropriately at an interview 
2. Be able to answer the interviewer’s questions appropriately 
3. Reflect on their performance in an interview 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 10 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-566 Interview skills 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Be able to present themselves appropriately at an interview 
The learner can: 
1. arrive in good time for the interview and have prepared information about the name or job 

role or title of the interviewer 
2. introduce themselves at the interview location 
3. use appropriate means of  non-verbal communication such as body language, facial 

expressions and tone of voice to show interest in the job or course. 
 

Outcome 2 Be able to answer the interviewer’s questions appropriately 
The learner can: 
1. explain the importance of clarifying an interviewer’s questions if they are unclear 
2. give full responses which provide answers to the questions asked by the interviewer. 
 

Outcome 3 Reflect on their performance in an interview 
The learner can: 
1. analyse what went well and what did not 
2. suggest ways of improving their performance in a future interview 
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Unit 7546-567 Self-management skills 
 

Level:  Level 2 
Credit value:  2 
UAN: J/501/6168 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 351 Entry 3 Self-management skills 
• 463 Level 1 Self-management skills. 

 
Unit aim 
This will equip the learner with an understanding of why self-management in the workplace is 
important. The learner is asked to demonstrate a range of skills and carry out an evaluation of their 
performance. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand the importance of managing themselves effectively in the workplace 
2. Demonstrate effective self -management skills 
3. Carry out an analysis of their self- management skills 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-567 Self-management skills 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand the importance of managing themselves 
effectively in the workplace 

The learner can: 
1. explain how and why they need to manage themselves in the workplace 
2. explain how appropriate self management benefits themselves, their colleagues and their 

employer. 
 

Outcome 2 Demonstrate effective self -management skills 
The learner can: 
1. produce a plan for a working day 
2. structure appropriate breaks during their working day 
3. agree and prioritise work appropriately to achieve their daily objectives. 
 

Outcome 3 Carry out an analysis of their self- management skills 
The learner can: 
1. analyse their self-management skills 
2. suggest areas for improvement. 
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Unit 7546-568 Effectiveness at work 
 

Level:  Level 2 
Credit value:  1 
UAN: J/501/5912 
 
Unit aim 
This unit allows the learner to demonstrate that they understand and can apply appropriate 
behaviours within and outside of the workplace. The learner will review the strengths and 
weaknesses of their conduct and suggest improvements to their performance. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand effective workplace behaviour 
2. Demonstrate effective self -management skills 
3. Evaluate their own practice 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 10 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-568 Effectiveness at work 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand the importance of managing themselves 
effectively in the workplace 

The learner can: 
1. explain different ways in which employees can behave effectively within the workplace or 

when representing their employer outside of the workplace. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1), the candidate needs to demonstrate an understanding of effective working 
and the range of attitudes and behaviours that apply within and outside of the workplace, eg 
communicating appropriately with other colleagues, managing your time and workload; interacting 
appropriately with customers  
 
Evidence may be assessor observation, candidate or witness statement. 
 

Outcome 2 Demonstrate effective self -management skills 
The learner can: 
1. interact appropriately with a wide range of colleagues in the workplace 
2. represent the workplace positively when dealing with customers or others outside of the 

workplace 
3. apply organisational procedures appropriately. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to demonstrate effective working practice by 
interacting with a wide range of colleagues in the workplace, including people not familiar to them, 
for example a senior manager. Whatever the types of colleague, it is important that the learner is 
able to interact with them positively at a range of levels and familiarities. 
 
Evidence may be assessor observation, candidate or witness statement 
 
For 2.2 the candidate needs to represent the workplace positively when dealing with customers or 
others outside of the workplace. They would not be expected to represent an organisation at a high 
level or to take responsibility for decision making on behalf of an organisation. The learner does not 
have to be outside of the workplace to demonstrate this criterion. 
 
Evidence may be assessor observation, candidate or witness statement 
 
For 2.3 the candidate needs to apply at least two organisational procedures appropriately, eg 
applying health and safety rules when carrying out your job. 
 
Evidence may be assessor observation, candidate or witness statement 
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Outcome 3 Carry out an analysis of their self- management skills 
The learner can: 
1. describe what went well and what did not 
2. suggest areas for improvement of their performance. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to describe at least two aspects of their 
performance that went well eg dealing with a customer promptly; and one aspect that did not go so 
well eg getting nervous when speaking to a senior manager. 
 
Evidence may be assessor observation, candidate or witness statement 
 
For 3.2 the candidate needs to and be able to suggest areas for improvement. The learner may 
reflect on their performance by discussing it with the tutor or other observers. Following these 
reflections, the learner must independently identify and record any areas and strategies for 
improvement. 
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Unit 7546-568 Effectiveness at work 
How can this unit be delivered? 

Copies of organisational procedures for different types of organisation as appropriate for example 
school or college procedures for staff and/or learners relating to conduct and behaviour (or if in the 
workplace, copies of workplace procedures), relevant training or developmental courses relating to 
good conduct (for example assertiveness, communication skills etc), copies of any appraisal 
systems which recognise good conduct/performance. 
 
Potential resources  
These websites might be useful: 
www.career-advice.monster.com 
www.lifecoachexpert.co.uk 
www.worketiquette.co.uk 
www.worksmart.org.uk/career 
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Unit 7546-569 Developing own interpersonal skills 
 

Level:  Level 2 
Credit value:  3 
UAN: Y/500/4770 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 464 Level 1 Developing own interpersonal skills. 
 
Unit aim 
This unit develops the interpersonal skills of the learner making them aware of their own personal 
skills, how to manage time, looking at criticism and body language. It also looks at the different 
types of behaviour. 
 
Learning outcomes 
There are seven learning outcomes to this unit. The learner will be able to: 
8. Be aware of personal skills and their use 
9. Display awareness of the need for time management 
10. Show understanding of personal need to manage stress 
11. Understand the difference between constructive and destructive criticism 
12. Be aware of confident behaviour in themselves and others 
13. Be aware of body language and understand its application 
14. Know the difference between aggressive, passive and assertive behaviour 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-569 Developing own interpersonal skills 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to have a greater understanding of their own personal skills, strategies to manage time 
and stress, apply body language appropriately and respond to people with aggressive passive and 
assertive behaviour. 
 

Outcome 1 Be aware of personal skills and their use 
The learner can: 
3. describe their own strengths and show how these skills could be transferred to other roles. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe their strengths. Strengths may include 
confidence, a hard-working attitude, good organisational skills, good team worker, energy, 
motivation, a helpful attitude, reliability, good communication, interpersonal skills and is able to 
solve problems; the strengths should be arrived at by personal reflection and through the input of 
others. The candidate needs to describe how each strength given could be transferred into other 
aspects of their work, learning or personal life. 
 

Outcome 2 Display awareness of the need for time management 
The learner can: 
2. describe ways of improving own time management. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to needs to describe at least three ways of 
improving time management. Time management may refer to punctuality, getting tasks completed 
on time, optimising productivity, minimising time wasting, methods to improve time management 
may require formal methods such as schedules, plans and resources such as clocks and techniques 
to use time effectively. 
 
 

Outcome 3 Show understanding of personal need to manage stress 
The learner can: 
3. describe own strategies for managing stress 
 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to needs to describe at least three strategies for 
managing stress in self.  The strategies described may be therapeutic, medicinal or may relate to 
strategies developed in work, learning or personal life to reduce opportunities for stress. 
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Outcome 4 Understand the difference between constructive and 
destructive criticism 

The learner can: 
2. describe real situations which illustrate and show use of appropriate criticism. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to describe three real life situations in work, 
learning or personal life where appropriate criticism has been given or received. 
 

Outcome 5 Be aware of confident behaviour in themselves and others 
The learner can: 
2. describe real situations which illustrate confident behaviour. 
 
Explanation of criteria and examples of evidence 
For the first criterion (5.1) the candidate needs describe at least four situations in life which 
illustrate a person is confident in their behaviour, they trust themselves and have belief in their own 
ability. Situations can be taken from real life events in work or learning or personal life. 
 

Outcome 6 Be aware of body language and understand its application 
The learner can: 
2. describe the application of body language in real situations. 
 
Explanation of criteria and examples of evidence 
For the first criterion (6.1) the candidate needs to needs to describe how they will or have applied  
body language (such as different types of gesture, posture, facial expression) in three different 
settings / circumstance / or with different people. 
 

Outcome 7 Know the difference between aggressive, passive and 
assertive behaviour 

The learner can: 
2. describe how s/he can respond appropriately to aggressive passive and assertive behaviour. 
 
Explanation of criteria and examples of evidence 
For the first criterion (7.1) the candidate needs describe how they will respond to aggressive, 
passive and assertive behaviour in work or learning or personal life. Examples should be given to 
support the description. 
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Unit 7546-569 Developing own interpersonal skills 
How can this unit be delivered? 

This unit can be delivered to support candidates develop interpersonal skills in their work, learning 
or personal life. 
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Unit 7546-570 Developing personal confidence and self 
awareness 

 

Level:  Level 2 
Credit value:  3 
UAN: H/500/4772 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 465 Level 1 Developing personal confidence and self-awareness. 
 
Unit aim 
This unit will enable the learner to develop skills and confidence to be applied in a variety of 
situations. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Have an understanding of reasons for feeling confident and lacking confidence 
2. Have an understanding of effective participation in social situations 
3. Have an understanding of ways to manage stress 
4. Set personal objectives and plan for personal progression 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-570 Developing personal confidence and self 
awareness 

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Have an understanding of reasons for feeling confident and 
lacking confidence 

The learner can: 
1. describe a situation when s/he felt confident and how s/he behaves when feeling confident 
2. describe a situation when s/he lacked confidence and how s/he behaves when lacking 

confidence 
3. describe how s/he prepares for situations which make her/him feel unconfident 
4. describe ways in her/his behaviour which might influence another person’s perception of 

her/him. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to identify one situation in work or learning or in their 
personal life when they felt confident. The candidate should describe how they behaved or acted. 
 
For 1.2 the candidate needs to identify one situation when they lacked confidence (felt timid, 
nervous or shy) and explain how they behaved. 
 
For 1.3 the candidate needs to give an example in work or learning or in their personal life when 
they know they are going to lack confidence (feel timid, nervous or shy). 
 
For 1.4 the candidate needs to identify how other people would have viewed them when they lack 
confidence.  
 
Evidence may be based on the example given in 1.3. 
 

Outcome 2 Have an understanding of effective participation in social 
situations 

The learner can: 
1. describe barriers to participating in social activities and how s/he feels in social situations 
2. describe examples of behaviour which would be inappropriate in a social situation and explain 

why 
3. describe ways in which s/he behaves in social situations which make her/him feel uncomfortable 

and give reasons for behaviour 
4. describe ways in which s/he could change her/his attitude and behaviour in social situations 

to participate more effectively. 
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Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to identify three social situations when they have 
felt uncomfortable and give reasons for this. 
 
For 2.2 the candidate needs to give an example of inappropriate behaviour in a social setting.  
Inappropriate behaviour is action, attitude or communication which is not fitting or accepted by 
others within the situation. 
 
For 2.3 the candidate needs to identify their attitude and behaviour in social situations (situations 
may be formal /informal, with friends or new acquaintances). The candidate needs to identify ways 
they can change their attitude to comply with the expected behaviour of others in the group and 
identify how they can participate more effectively. 
 

Outcome 3 Have an understanding of ways to manage stress 
The learner can: 
1. describe situations in which s/he has felt stressed and identify what makes her/him feel 

stressed 
2. describe and demonstrate a range of techniques that can help her/him feel better and improve 

performance 
3. discuss ways in which certain stress reducing techniques might be more effective in different 

situations. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to state at least two possible causes of stress in 
their personal life, or in work or learning.  
 
For 3.2 the candidate needs to state how they deal with stress they have stated in 3.1.   
 
For 3.3 the candidate needs to identify at least two techniques to reduce stress which may be 
therapeutic, medicinal or may relate to strategies developed in work, learning or personal life to 
reduce opportunities for stress 
 
For 3.4 the candidate needs to state the benefit of using the techniques identified in 3.3 and explain 
how they make them feel better. 
 

Outcome 4 Set personal objectives and plan for personal progression 
The learner can: 
1. identify one goal, and explain its significance for her/him 
2. produce an action plan which identifies stages in meeting goals 
3. discuss how goal setting can contribute to personal confidence 
4. record achievements which have led to attainment of the goal and describe ways in which 

achievement of the goal has contributed to own self-confidence. 
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Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to identify one short term goal which relates to their 
work or learning or personal environment (home / social circle) which may be achieved in the near 
future (possibly in a day, within a week or within a few months).  This may be inserted into an action 
plan. 
 
For 4.2 the candidate needs to identify who will support them to achieve the goals, the resources 
needed and other information as required to enable them to achieve their goal.  This information 
needs to be inserted into a simple action plan (likely in the format of a table) which they will 
produce. 
 
For 4.3 the candidate needs to insert into the action plan with 4.1 and 4.2 the achievements 
identified. 
 
For 4.4 the candidate needs to reflect on the completed action plan covering the evidence 
requirements for 4.1-3 and identify how setting the goal and working towards it, built their self 
confidence.  This could be a statement, reflective account or discussion. 
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Unit 7546-570 Developing personal confidence and self 
awareness 

How can this unit be delivered? 

The unit can be delivered to relate to the individual circumstance of the learner.  The content may 
be tailored to the work place, learning environment or may relate to aspects of their own personal 
development. 
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Unit 7546-571 Developing personal development skills 
 

Level:  Level 2 
Credit value:  3 
UAN: K/500/4773 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 401 Level 1 Planning for progression 
• 466 Level 1 Developing personal development skills 
• 514 Level 2 Developing self for learning and work. 

 
Unit aim 
This unit will enable the learner to explore and enhance personal development skills to assist in a 
variety of situations. 
 
Learning outcomes 
There are five learning outcomes to this unit. The learner will be able to: 
1. Identify and recognise their strengths and weaknesses 
2. Identify and recognise their skills and investigate ways of self-improvement 
3. Acknowledge and assess their current life situation and relationships 
4. Develop the ability to make positive decisions 
5. Set personal objectives and make action plans for self-improvement 
 
Outcome definitions 
Strengths may include confidence, a hard-working attitude, good organisational skills, the ability to 
work well in a team, energetic, motivated, helpful, reliable, the ability to communicate well, good 
interpersonal skills and the ability to solve problems. 
Skill is the ability to do something well, it may relate to knowledge, aptitude, or a talent that has 
been identified. 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-571 Developing personal development skills 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criterion for this level goes beyond the requirements at Level 1. The learner is 
expected to be able to develop the understanding to develop greater personal skill, and be able to 
apply this to decision making, self-improvement and setting personal objectives. 
 

Outcome 1 Identify and recognise their strengths and weaknesses 
The learner can: 
1. identify personal strengths and weaknesses 
2. assess their importance for the future in life, work and training. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to identify at least four strengths and four 
weaknesses. The description should be detailed with explanation given for each strength and 
weakness identified. 
 
This could be evidenced by completing an assignment, statement, question and answer or 
discussion 
 
For 1.2 the candidate needs to assess, judge the importance of each strength and weakness 
identified in 1.1 for their future life, work or training. 
 

Outcome 2 Identify and recognise their skills and investigate ways of 
self-improvement 

The learner can: 
1. identify and assess personal skills learned in life, work and training 
2. describe how these may be used in future. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to identify for life, work and training at least four 
skills learnt and assess the value or importance of these. 
 
For 2.2 the candidate needs to describe how each skill discussed in 2.1 may be used in one and 
five year’s time. 

Outcome 3 Acknowledge and assess their current life situation and 
relationships 

The learner can: 
1. describe their current life situation in realistic terms including home situation and relationships. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to map out their current life, home, family, 
relationships on a diagram with descriptions’ or develop a written or oral statement. 
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Outcome 4 Develop the ability to make positive decisions 
The learner can: 
1. demonstrate, in a range of situations, the ability to make considered choices in a positive 

manner 
2. give reasons for the choices made using examples. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to demonstrate they have been able to make three 
choices which shows they have considered alternatives, different options, made preferences and 
have selected the choice in a positive manner (with confidence and assuredly). 
 
For 4.2 the candidate needs to give reasons for the choices selected in 4.1 and provide examples 
to substantiate the choices made. 
 

Outcome 5 Set personal objectives and make action plans for self-
improvement 

The learner can: 
1. produce an action plan which identifies and records realistic personal goals and time-scales 

for achieving them. 
 
Explanation of criteria and examples of evidence 
For the first criterion (5.1) the candidate needs to produce a simple personal development / action 
plan. They should identify and set one long term personal goal (achievable over a year, five or 10 
years) which may relate to their work or learning or personal environment (home / social circle) or a 
skill or ability they would like to develop and give the timescale for this. The candidate should set at 
least three short term goals (with timescales) which will ideally enable them to work towards the 
long term goal. 
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Unit 7546-571 Developing personal development skills 
How can this unit be delivered? 

This unit can be delivered to support candidates develop personal development skills which may be 
tailored to their work, learning or personal life. 
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Unit 7546-572 Understanding family relationships 
 

Level:  Level 2 
Credit value:  3 
UAN: A/500/5264 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 467 Level 1 Family relationships. 
 
Unit aim 
This unit develops awareness about family relationships and the differing roles and needs within a 
family. 
 
Learning outcomes 
There are six learning outcomes to this unit. The learner will be able to: 
1. Recognise the changing nature of families 
2. Appreciate the different roles within the family 
3. Understand some of the causes and effects of problems in family life 
4. Understand their personal responsibilities within the family to family members 
5. Recognise that family members have changing needs 
6. Develop their own strategies for future direction and personal development as a member of the 

family unit 
 
Outcome definitions 
Families refer to two or more people who share goals and values, have long-term commitments to 
one another, and reside usually in the same dwelling place. Family members may or may not share 
common ancestry. Families can consist of people of different generations. 
Candidates without immediate family should discuss the way evidence should be sourced with their 
tutor. A scenario may be used for this purpose. 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-572 Understanding family relationships 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to assess the family in all its composite parts, understand their personal responsibility to 
the family, recognise changes to the family and produce a life plan for the future of self and family. 
 

Outcome 1 Recognise the changing nature of families 
The learner can: 
1. outline the variety of forms the family may take 
2. identify the strengths and weaknesses of each type of family unit. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to outline at least five types of family.  The 
candidate may or create a diagram or poster with annotation or a table which describe the variety 
of families in society today. 
 
For 1.2 the candidate needs to identify strengths and weaknesses for each family.  The strengths 
and weaknesses should be well considered and should be based on a range of information and 
evidence. Evidence for 1.2 should be presented in a non judgemental way without bias. 
 

Outcome 2 Appreciate the different roles within the family 
The learner can: 
1. describe the different roles of members of a family unit and how these may change over 

time. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe the roles of a family unit and describe 
how their roles change as consequence of aging, changes in finances, education, employment, 
housing, health and well-being, and family and social relationships. 
 

Outcome 3 Understand some of the causes and effects of problems in 
family life 

The learner can: 
1. describe the most common causes of problems and the possible effects these may have on 

the family 
2. assess strategies to alleviate some of these problems. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to describe at least four common causes of 
problems within families and the effects each problem has on the family and family members. 
Common problems are issues that are well publicised as causes of family breakdown.  
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For 3.2 the candidate needs to assess (judge the advantages of) strategies to alleviate two of the 
problems identified in 3.1. The strategies may be those offered by government funded services, 
health providers, strategies offered over the internet or self determined. 
 

Outcome 4 Understand their personal responsibilities within the family to 
family members 

The learner can: 
1. describe their main responsibilities within the family to other members and suggest how 

these can be carried out. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to describe their own responsibilities (legal and 
moral) to their family members and suggest how these may be carried out. Candidates without 
immediate family should discuss the way evidence should be sourced with their tutor. A scenario 
may be used for this purpose. 
 

Outcome 5 Recognise that family members have changing needs 
The learner can: 
1. describe how the needs of family members may change as circumstances change 
2. outline the consequences of this. 
 
Explanation of criteria and examples of evidence 
For the first criterion (5.1) the candidate needs to describe how the needs of at least three family 
members change as circumstances change. Circumstances may be advancing age, changes in 
finances, education, employment, housing, health and well-being, and family and social 
relationships. The candidate should select three members of their own family or another family 
unit, to outline changes which have occurred. 
 
For the first criterion (5.2) the candidate needs to outline the consequences (the effects of) to the 
family member in 5.1 of issues such as advancing age, changes in finances, education, employment, 
housing, health and well-being, and family and social relationships. The candidate should select 
three members of their own family or another family unit, to outline changes which have occurred 
 

Outcome 6 Develop their own strategies for future direction and 
personal development as a member of the family unit 

The learner can: 
1. produce a life plan for the future in relation to their own and their family’s needs identifying 

possible problems and solutions. 
 
Explanation of criteria and examples of evidence 
For the first criterion (6.1) the candidate needs to produce a life plan which outlines the future of 
their own and family needs. The needs will likely refer to education, housing, employment, health 
and well-being. The life plan should identify potential problems and solutions self and for the 
family. Candidates without immediate family should discuss the way evidence should be sourced 
with their tutor. A scenario may be used for this purpose. 



 

Awards and Certificates in Employability and Personal Development (7546) 205 

Unit 7546-572 Understanding family relationships 
How can this unit be delivered? 

The unit could be delivered holistically, with candidates completing a project which could cover all 
the outcomes for the unit. This unit would provide candidates with understanding and insight into 
family issues which would lead onto other programmes in child / health and social care. 
 
 
 
 
 
 
 
 
 



 

206 Awards and Certificates in Employability and Personal Development (7546) 

Unit 7546-573 Healthy living 
 

Level:  Level 2 
Credit value:  3 
UAN: A/500/4809 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 376 Entry 3 Developing skills for a healthy lifestyle 
• 383 Entry 3 Developing skills for a healthy lifestyle 
• 468 Level 1 Healthy lifestyles 
• 604 Level 1 Healthy lifestyles. 

 
Unit aim 
The unit will enable the learner to develop an understanding of how to maintain a healthy lifestyle 
including, exercise, fitness, diet and sexual health. 
 
Learning outcomes 
There are six learning outcomes to this unit. The learner will be able to: 
1. Understand why personal fitness is important 
2. Recognise the role that exercise plays in a healthy life style 
3. Understand the role of a balanced diet in promoting good health 
4. Understand the importance of personal hygiene and good grooming 
5. Understand and consider the basic issues of sex education and contraception 
6. Know how to take responsibility for their health and life style through action planning for the 

future 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-573 Healthy living 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1?  
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to operate at a higher level by identifying key factors, planning independently and 
researching several sources to substantiate their plans. 
 

Outcome 1 Understand why personal fitness is important 
The learner can: 
1. explain the term personal fitness 
2. describe the advantages and disadvantages of different activities in relation to personal 

fitness. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to demonstrate a clear understanding of the term 
personal fitness.  The description should include at least five key features. 
 
For 1.2 the candidate needs to describe the advantages and disadvantages of activities related to 
their fitness. They should include at least three activities. 
 

Outcome 2 Recognise the role that exercise plays in a healthy life style 
The learner can: 
1. develop a programme of personal exercise in relation to weight, health and age 
2. record personal progress. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to develop a programme of personal exercise. 
In the development plan for a personal fitness programme the learner should include exercise and 
explain how this would be appropriate for them as an individual. Is it appropriate for the age, 
weight, and existing health of the individual?   
 
For 2.2 the candidate needs to state how this is going to be carried through and have a specific plan 
to record progress over a period of at least three weeks. 
 

Outcome 3 Understand the role of a balanced diet in promoting good 
health 

The learner can: 
1. explain the principles of healthy eating 
2. design nutritionally balanced meals for self, giving reasons for choice. 
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Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to explain the principles of healthy eating. 
As a part of the fitness plan the learner must consider the eating habits that help to produce a 
healthy lifestyle. There must be a clear explanation of the principles of healthy eating.  
 
For 3.2 the candidate needs to design a range of nutritionally balanced meals that meet the 
requirements of the individual. There must be sound reasons for choice and should be linked to 
existing likes and dislikes of the individual. At least five different meals should be designed. 
 

Outcome 4 Understand the importance of personal hygiene and good 
grooming 

The learner can: 
1. explain reasons for the need for personal hygiene and good grooming.. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) It is essential that good grooming and personal hygiene are demonstrated 
by the learner at this level. An explanation must be given for the reasons that this is important and 
why it should be maintained.   
 

Outcome 5 Understand and consider the basic issues of sex education 
and contraception 

The learner can: 
1. describe a range of methods of contraception 
2. explain the need for sexual responsibility in personal relationships 
3. identify at least two sexually transmitted diseases, explaining their causes and 

consequences. 
 
Explanation of criteria and examples of evidence 
For the first criterion (5.1) the candidate needs to show a clear understanding of issues related to 
sexual health and contraception. They should have a good understanding and be able to describe a 
range of contraceptives and how these may meet certain needs. A description of at least three 
different methods of contraception should be given. 
 
For 5.2 the candidate needs to give good explanations of the need to act responsibly in any adult 
sexual relationship.  They should understand the consequences of poor behaviour in relationships, 
both the short term and long term issues eg sexual transmitted diseases and unwanted 
pregnancies.   
 
For 5.3 the candidate needs to have a good understanding of a range of sexually transmitted 
diseases and be able to explain, in detail the causes and consequences of two of these. 
 

Outcome 6 Know how to take responsibility for their health and life style 
through action planning for the future 

The learner can: 
1. devise an action plan for a healthy life style 
2. access information from appropriate agencies to support this action plan. 
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Explanation of criteria and examples of evidence 
For the first criterion (6.1) the candidate needs to make a clear action plan for how they now will put 
their underpinning knowledge into practice in their own lives. This must focus on the all areas of this 
unit, showing how each will be improved. 
 
For 6.2 the candidate needs to put supporting evidence together to substantiate their decisions and 
identify where they have gained the knowledge, this should be from a range of current sources not 
just a single source, and how they feel it will assist them to lead a healthier lifestyle in the future.   
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Unit 7546-573 Healthy living 
How can this unit be delivered? 

Evidence for this unit may cover several learning outcomes. A comprehensive package of personal 
fitness could be established, a presentation of the information could be given reports could be 
produced. A detailed action plan and report giving clear accreditation to their sources of 
information.   
 
Potential resources  
These websites might be useful: 
www.nhs.uk/livewell 
www.bbc.co.uk/health  
www.healtheducation.co.uk  
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Unit 7546-574 Introduction to alcohol awareness for the 
individual 

 

Level:  Level 2 
Credit value:  3 
UAN: M/500/4810 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 379 Entry 3 Drug and alcohol awareness 
• 471 Level 1 Introduction to alcohol awareness for the individual. 

 
Unit aim 
This unit will enable the learner to understand the harmful effects of alcohol on the body, 
consequent health issues, effects upon relationships and also where to seek help if needed. 
 
Learning outcomes 
There are seven learning outcomes to this unit. The learner will be able to: 
1. Know about differences in unit strengths 
2. Be aware of possible causes of alcohol misuse 
3. Understand some of the psychological effects of alcohol misuse 
4. Be aware of the effects that alcohol use may have on others 
5. Understand some of the health issues associated with alcohol misuse 
6. Understand the effects of withdrawing from alcohol 
7. Know some of the agencies that offer help and information on alcohol misuse 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-574 Introduction to alcohol awareness for the 
individual 

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to develop a greater awareness and depth of knowledge of the wide range of effects that alcohol 
misuse has on the individual. 

Outcome 1 Know about differences in unit strengths 
The learner can: 
1. state the unit strength of a range of alcoholic drinks. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to state the unit strength of a range of alcoholic 
drinks. The candidate could produce a guidelines chart listing a range of drinks, for example, beer, 
wine, spirits or they could list a range of specific drinks which are popular amongst their peers. They 
should also include the Government’s daily unit guidelines for men and women 
 

Outcome 2 Be aware of possible causes of alcohol misuse 
The learner can: 
1. describe possible reasons as to why people may misuse alcohol. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe at least three possible reasons as to 
why people may misuse alcohol. The candidate must understand that people drink alcohol for all 
sorts of reasons and can often become dependent on it for example, it may ‘run in the family’,  it 
could be through homelessness as a comforter or it could be ‘to try and forget’. 
 
Evidence may be a candidate statement based on examples of case studies. 
 

Outcome 3 Understand some of the psychological effects of alcohol 
misuse 

The learner can: 
1. describe psychological effects of alcohol misuse. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to describe at least four psychological effects of 
alcohol misuse. The candidate must fully understand the mental health issues that alcohol misuse 
brings, not only to the person drinking but to those close to them. They should know the effects that 
heavy drinking could lead to and the effect it has on a person’s brain and the likely risk of 
depression. 
 
Evidence could be an information leaflet produced by the candidate. 
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Outcome 4 Be aware of the effects that alcohol use may have on others 
The learner can: 
1. describe the effects that alcohol misuse may have on family, friends and society. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to describe the effects that alcohol misuse may 
have on family, friends and society.  The effects they choose could be linked to 2.1 and 3.1 and must 
be dealt with sensitively. They should describe at least two effects on family, at least two effects on 
friends and at least, two effects on society.  The candidate should know about the consequences of 
drinking and driving, growing up in a family where someone drinks heavily and the effect on peer 
relationships. 
 
Evidence may be candidate notes from a discussion, a candidate statement or a poster they have 
produced. 
 

Outcome 5 Understand some of the health issues associated with alcohol 
misuse 

The learner can: 
1. explain some of the effects of alcohol misuse on physical and emotional health. 
 
Explanation of criteria and examples of evidence 
For 5.1 the candidate needs to explain some of the effects of alcohol misuse on physical and 
emotional health. The candidate should give examples of at least three effects of alcohol misuse on 
physical health and at least three effects on emotional health. The candidate should investigate the 
mental health issues associated with alcohol misuse and also how a person’s appearance is 
affected. 
 
Evidence could be a fact sheet or information leaflet produced by the candidate. 
 

Outcome 6 Understand the effects of withdrawing from alcohol 
The learner can: 
1. Describe the physical and emotional effects of withdrawing from alcohol. 
 
Explanation of criteria and examples of evidence 
For 6.1 the candidate needs to describe the physical and emotional effects of withdrawing from 
alcohol. The effects they describe should be those that are most commonly reported and those that 
can be quite serious but not everyone experiences, for example, hallucinations, paranoid ideas, 
disorientation. 
 
Evidence could be a fact sheet or information leaflet produced by the candidate. 
 

Outcome 7 Know some of the agencies that offer help and information 
on alcohol misuse 

The learner can: 
1. list sources of help and information on alcohol misuse and explain the key differences 

between them. 
 
Explanation of criteria and examples of evidence 
For 7.1 the candidate needs to list at least six sources of help and information on alcohol misuse 
and explain the key differences between them. The candidate should investigate different agencies, 
both nationally and locally. At least three of the sources should be nationally recognised agencies 
and at least three of the sources should be local agencies.   
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Evidence could be a comparison chart explaining the key differences. 
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Unit 7546-574 Introduction to alcohol awareness for the 
individual 

How can this unit be delivered? 

This unit could be delivered as part of a ‘healthy lifestyle’ programme’. 
 
Potential resources 
Leaflets for young people and their parents with information about alcohol.  
Available free of charge from Drinkline: Tel: 0800 917 8282.  
 
These websites might be useful: 
http://www.drinkingandyou.com/site/uk/what.htm 
http://www.rcpsych.ac.uk/campaigns/changingminds/mentaldisorders/alcoholanddrugmisuse.aspx 
http://www.saintmatthewschurches.com/AlcoholEffects.aspx 
http://alcoholism.about.com/cs/info2/a/blfam.htm 
http://alcoholism.about.com/sitesearch.htm?terms=effects%20of%20alcohol%20on%20friends&SUNa
me=alcoholism&TopNode=99 
http://www.drinkaware.co.uk/facts/did-you-know/pk-test-page 
http://www.drinkaware.co.uk/facts/effects-of-alcohol-2?gclid=CIqf9NbXwqMCFQIB4wod2VOKaw 
http://www.drinkaware.co.uk/features?gclid=COby-PHXwqMCFc792AodcFhudg 
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Unit 7546-575 Introduction to drug awareness 
 

Level:  Level 2 
Credit value:  3 
UAN: T/500/4811 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 361 Entry 3 Introduction to issues of substance misuse 
• 379 Entry 3 Drug and alcohol awareness 
• 472 Level 1 Introduction to drug awareness for the individual 
• 498 Level 1 Introduction to drug awareness for the individual 
• 523 Level 2 Introduction to drug awareness. 

 
NOTE: Learners wishing to claim this unit have until 30 April 2014 to do so as this unit has been 
withdrawn and has been replaced by unit 523 Level 2 Introduction to drug awareness.  
 
Unit aim 
This unit will enable the learner to understand the harmful effects of drugs on the body, reasons for 
misuse, consequent health issues, effects upon relationships and also where to seek help if needed. 
 
Learning outcomes 
There are seven learning outcomes to this unit. The learner will be able to: 
1. Know the differences between some types of drugs, including their legal status 
2. Be aware of some of the causes of drug misuse 
3. Know some of the physical and psychological effects of drug misuse 
4. Understand the implications of drug misuse on others 
5. Understand some of the health issues associated with drug misuse 
6. Know the effects of withdrawing from drugs 
7. Know some of the agencies offering help and information on drug misuse 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-575 Introduction to drug awareness 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to develop a greater awareness and depth of knowledge about the wide range of effects that drug 
misuse has on the individual. 
 

Outcome 1 Know the differences between some types of drugs, including 
their legal status 

The learner can: 
1. identify the different types of drugs that exist, for example, stimulants, depressants, 

hallucinogens and pain reducing drugs 
2. classify those identified as A or B class drugs. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to identify at least two drugs of each of the 
different types of drugs that exist, for example, stimulants, depressants, hallucinogens and pain 
reducing drugs.  They should also give a brief explanation of the effect each has on the body. The 
candidate should understand the difference between class A and class B drugs.  Evidence may be a 
written statement. 
 
For 1.2 the candidate needs to classify the A and B class drugs identified in (1.1). 
 
Evidence may be included in their written statement for (1.1). 
 

Outcome 2 Be aware of some of the causes of drug misuse 
The learner can: 
1. explain possible reasons as to why people may misuse drugs. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to explain at least three possible reasons as to why 
people may misuse drugs. The candidate should know that drug misuse is when a person regularly 
takes one or more drugs to change their mood, emotion or state of consciousness. The reasons 
they choose might be those that are familiar to them and should be dealt with sensitively. 
 
Evidence may be written notes following a group discussion 
 

Outcome 3 Know some of the physical and psychological effects of drug 
misuse 

The learner can: 
1. explain, giving examples, some of the physical effects of drug misuse 
2. explain, giving examples, some of the psychological effects of drug misuse. 
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Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to explain, giving at least three examples, some of 
the physical effects of drug misuse.  The candidate should be aware of the short term effects, for 
example, dizziness, sickness, dry mouth, lips and tongue and the long term effects, for example, 
lung disease, lung cancer and infertility. 
 
Evidence may be a fact sheet produced by the candidate. 
 
For (3.2) the candidate needs to explain, giving at least three examples, some of the psychological 
effects of drug misuse.  The candidate must fully understand the mental health issues that drug 
misuse brings including the short and long term effects, for example, panic and paranoia, 
depression and schizophrenia. 
 
Evidence may be included in the fact sheet in (3.1). 
 

Outcome 4 Understand the implications of drug misuse on others 
The learner can: 
1. explain the possible effects that drug misuse can have on family, friends and society. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to explain the possible effects that drug misuse can 
have on family, friends and society. The effects they explain could be linked to (1.1), (2.1) and (3.1) 
and should be dealt with sensitively. The candidate must understand how drug misuse not only 
affects the person but also affects those close to them. They should know how friends and family 
can also become the victims of the effects of drug abuse and how society is affected in terms of 
crime, traffic accidents and lot time in the workplace. 
 
Evidence may be a written report. 
 

Outcome 5 Understand some of the health issues associated with drug 
misuse 

The learner can: 
1. outline some of the ways in which drug misuse can impact on physical and emotional health, 

for example, HIV, hepatitis B and C, psychosis, sexual health. 
 
Explanation of criteria and examples of evidence 
For (5.1) the candidate needs to outline at least six of the ways in which drug misuse can impact on 
physical and emotional health, for example, HIV, hepatitis B and C, psychosis and sexual health.  As 
well as outlining the ways the candidate should give a brief explanation about the impact each has 
on a person’s physical and emotional health.  This criterion could be assessed alongside (3.1) and 
(3.2). 
 
Evidence may be a fact sheet or information leaflet produced by the candidate. 
 

Outcome 6 Know the effects of withdrawing from drugs 
The learner can: 
1. describe the effects of withdrawing from drugs. 
 
Explanation of criteria and examples of evidence 
For (6.1) the candidate needs to describe at least six of the effects of withdrawing from drugs.  The 
candidate should be familiar with all the symptoms associated with withdrawal from drugs, for 
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example, the emotional, physical and more dangerous symptoms.  The candidate should give 
examples from each with a brief explanation about their effects. 
 
Evidence may be a fact sheet or information leaflet produced by the candidate.  
 

Outcome 7 Know some of the agencies offering help and information on 
drug misuse 

The learner can: 
1. list some sources of help and information related to drug abuse and explain how they differ 

from one another. 
 
Explanation of criteria and examples of evidence 
For (7.1) the candidate needs to list at least six sources of help and information related to drug 
abuse and explain how they differ from one another. The candidate should investigate different 
agencies, both nationally and locally. At least three of the sources should be nationally recognised 
agencies and at least three of the sources should be local agencies. 
 
Evidence may be a comparison chart explaining how each agency differs from the other. 
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Unit 7546-575 Introduction to drug awareness 
How can this unit be delivered? 

This unit could be delivered as part of a ‘healthy lifestyle’ programme and in conjunction with Unit 
042 Introduction to Alcohol Awareness. 
 
Potential resources 
These websites might be useful: 
http://www.tpoftampa.com/html/programs/residential/chem_dep/types_of_drugs/ 
http://www.spsa-forensics.police.uk/services/drugs/types_drugs 
http://helpguide.org/mental/drug_substance_abuse_addiction_signs_effects_treatment.htm 
http://www.nhs.uk/Conditions/Drug-misuse/Pages/Risks.aspx 
http://www.usnodrugs.com/effects-of-drug-abuse.htm 
http://www.rethink.org/dualdiagnosis/pdfs/Leaflet.pdf 
http://www.drug-addiction-support.org/effects-of-drug-addiction.html 
http://www.rethink.org/dualdiagnosis/pdfs/Leaflet.pdf 
http://www.addictionsandrecovery.org/withdrawal.htm 
http://www.drugsline.org/?gclid=CL7d4LSN3aMCFYZo4wod2CmKZA 
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Unit 7546-576 Sex and relationships education 
 

Level:  Level 2 
Credit value:  3 
UAN: D/500/5290 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 362 Entry 3 Develop an awareness of social and physical aspects of adult relationships 
• 475 Level 1 Sex and relationship education 
• 524 Level 2 Sex and relationships education. 

 
NOTE: Learners wishing to claim this unit have until 30 April 2014 to do so as this unit has been 
withdrawn and has been replaced by unit 524 Level 2 Sex and relationships education.  
 
Unit aim 
This unit helps the learner to understand a range of relationships and family lifestyles and the rights 
and responsibilities that individuals have within these relationships. It also explores the law in 
relation to sex and sexuality and how the body works. 
 
Learning outcomes 
There are eight learning outcomes to this unit. The learner will be able to: 
1. Understand a range of relationships, family lifestyles and sexuality, including an awareness of 

culture and individual differences 
2. Understand the qualities and attributes that help form individuals’ positive consensual 

relationships 
3. Understand that individuals have rights and responsibilities within a relationship 
4. Be aware of the law in relation to sex and sexuality 
5. Understand how the body works in relation to sexual activity 
6. Understand the range and purpose of male and female contraception methods and knowledge 

of sexually transmitted infections 
7. Be aware of the agencies able to give help, advice and treatment on contraception and sexual 

health 
8. Communicate about sex, sexuality and relationships effectively 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-576 Sex and relationships education 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to develop a greater awareness and depth of knowledge about the wide range of effects 
that a sexual relationship has on the individual. 
 

Outcome 1 Understand a range of relationships, family lifestyles and 
sexuality, including an awareness of culture and individual 
differences 

The learner can: 
3. using examples, explain different types of relationships, and sexuality 
4. discuss cultural and individual differences that affect relationships and sexuality. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to, using at least four examples, explain different 
types of relationships, and sexuality.  The candidate should describe in detail about different types 
of relationships that can be established with different types of people, for example, long term 
marriage, short term romance, healthy relationship, casual, teen relationship etc. and the types of 
sexuality that may be associated with these relationships, for example, heterosexuality, 
homosexuality and bisexuality, asexuality. 
 
Evidence could be a written report. 
 
For 1.2 the candidate needs to discuss cultural and individual differences that affect relationships 
and sexuality. The discussion might be in a group or 1:1 situation using their evidence in (1.1) as a 
basis for their contribution to the discussion. 
 
Evidence may be their notes from the discussion and an assessor observation record. 
 

Outcome 2 Understand the qualities and attributes that help form 
individuals’ positive consensual relationships 

The learner can: 
2. describe and explain the qualities and attributes that help people form positive 

relationships. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe and explain at least six qualities and 
attributes that help people form positive relationships. The qualities and attributes they might 
describe and explain could be to do with commitment, honesty, trust, friendship, love and 
understanding. The candidate should describe in detail why the examples they chose help people to 
form positive relationships. 
 
Evidence could be a written report. 
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Outcome 3 Understand that individuals have rights and responsibilities 
within a relationship 

The learner can: 
3. provide examples of how the individual’s rights and responsibilities are acknowledged 
4. explain how rights and responsibilities interact within a relationship. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to provide at least four examples of how the 
individual’s rights and responsibilities are acknowledged.  The candidate should understand that in 
a healthy relationship any rights claimed come with a responsibility to either or both partners. They 
should also understand that jointly respecting relationship rights and responsibilities is a way of 
ensuring a healthy relationship. 
 
Evidence could be a chart with evidence listed under the headings of ‘rights’ and ‘responsibilities’ 
with a written explanation of how each party approves. 
 
For (3.2) the candidate needs to explain how rights and responsibilities interact within a 
relationship.  Using their evidence from (3.1) the candidate should describe in detail an occasion 
where both parties might work together respecting each other’s rights and responsibilities within a 
relationship. For example, not pressure your partner into sexual activities he or she does not want.   
 
Evidence might be a written statement. 
 

Outcome 4 Be aware of the law in relation to sex and sexuality 
The learner can: 
3. outline the law(s) relating to age of consent/marriage/cohabitation/abuse 
4. explain how the law can be used to regulate sexual activity. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to outline at least four of the law(s) relating to age 
of consent, marriage, cohabitation and abuse.   The candidate should describe the legal 
requirements in relation to age of consent for marriage and cohabitating, who they are allowed to 
marry and sexual assault laws. They should also be aware of the consequences if these laws are 
abused. 
 
Evidence could be an information leaflet. 
 
For (4.2) the candidate needs to explain how the law can be used to regulate sexual activity.  The 
candidate should investigate why laws are put in place to prevent unlawful sex and people being 
sexually abused. 
 
Evidence could be included in the information leaflet suggest in (4.1). 
 

Outcome 5 Understand how the body works in relation to sexual activity 
The learner can: 
3. describe how the body functions 
4. explain what happens when the body becomes sexually aroused. 
 
Explanation of criteria and examples of evidence 
For the first criterion (5.1) the candidate needs to describe how the body functions in relation to 
sexual activity. This could be an opportunity to invite an outside speaker to the group with specialist 
knowledge.  This will allow the candidate to take part in a discussion and ask questions they may 
feel embarrassed to ask someone they know. Written notes made during the discussion of what 



 

224 Awards and Certificates in Employability and Personal Development (7546) 

they have found out about how the body functions during sexual activity could provide their 
evidence. 
 
For (5.2) the candidate needs to explain what happens when the body becomes sexually aroused.  
The candidate should be aware of the effect of sexual activity on both the female and male sex 
organs and any other parts of the body that may be affected during sexual activity. This criterion 
could link with the activity in (5.1) and evidence could be included in their written notes. 
 

Outcome 6 Understand the range and purpose of male and female 
contraception methods and knowledge of sexually 
transmitted infections 

The learner can: 
4. describe the different methods of contraception 
5. explain which methods protect against sexually transmitted infections 
6. correctly apply a condom to a dummy. 
 
Explanation of criteria and examples of evidence 
For the first criterion (6.1) the candidate needs to describe all the different methods of 
contraception.  They should understand what contraception is and should be made aware of the 
range of different contraception methods available, for example, male and female condoms, 
hormonal methods, contraceptive devices. They should provide a written explanation about the 
how each method works. Evidence could be an information leaflet explaining the purpose of each 
method. 
 
For (6.2) the candidate needs to explain which methods protect against sexually transmitted 
infections. The candidate should use their evidence from (6.1) to describe the methods and could 
include in their information leaflet. 
 
For (6.3) the candidate needs to correctly apply a condom to a dummy. The candidate should be 
made aware of the purpose of using a condom and that condoms are available for both male and 
female protection.  They should demonstrate the correct way to put a condom on a dummy penis 
and in a dummy vagina. An annotated photograph or video would be the best form of evidence. 
 

Outcome 7 Be aware of the agencies able to give help, advice and 
treatment on contraception and sexual health 

The learner can: 
3. list a range of agencies able to give health and advice 
4. explain what help and advice is available. 
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Explanation of criteria and examples of evidence 
For the first criterion (7.1) the candidate needs to list a range of agencies able to give health and 
advice. The health and advice they give should be about treatment on contraception and sexual 
health. They should list at least six different agencies, at least three should be national agencies and 
at least three should be local agencies. 
 
Evidence may be information from websites and/or leaflets. 
 
For (7.2) the candidate needs to explain what help and advice is available.  For each of the agencies 
listed in (7.1) the candidate must describe the type of help and advice each of them provides.  
 
Evidence could include information sheet for (7.2). 

Outcome 8 Communicate about sex, sexuality and relationships 
effectively 

The learner can: 
3. express and actively listen to views and ask questions about sex, sexuality and relationships, 

both individually and in groups 
4. take into account different viewpoints. 
 
Explanation of criteria and examples of evidence 
For the first criterion (8.1) the candidate needs to express and actively listen to views and ask 
questions about sex, sexuality and relationships, both individually and in groups.  Expressing and 
listening to the views of others and asking questions could relate to the discussion suggested in 
(5.1) particularly if an outside speaker is invited to the session.  The candidate could have a 1:1 
discussion as part of their review or with a colleague. 
 
Evidence could be the candidates written notes from the discussion. 
 
For (8.2) the candidate needs to take into account different viewpoints. Taking into account 
different viewpoints is about communicating effectively.  The candidate must respect the turn 
taking rights of others and respect what others have to say particularly if they do not agree with the 
others have to say. 
 
Evidence might be an observation record. 
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Unit 7546-576 Sex and relationships education 
How can this unit be delivered? 

This unit could be delivered as part of a ‘healthy lifestyle’ or ‘sexual awareness’ programme. 
 
Potential resources 
These websites might be useful: 
http://www.healthyplace.com/relationships/creating-relationships/different-types-of-
relationships/menu-id-1511/ 
http://www.dailystrength.org/support-groups/Relationships-Sexuality 
http://teensexualhealth.vch.ca/workshop_modules/relationships_I_stage_III.htm 
http://www.inter-disciplinary.net/critical-issues/transformations/good-sex-bad-sex-sex-law-crime-
and-ethics/ 
http://www.drpetra.co.uk/blog/age-of-consent-underage-sex-and-media-panics-%E2%80%93-what-
you-need-to-know/ 
http://www.steadyhealth.com/What_Phsycially_Happens_to_the_Human_Body_During_Sex__t189
966.html 
http://www.nhs.uk/conditions/contraception/Pages/Introduction.aspx 
http://www.nhs.uk/Conditions/Sexually-transmitted-infections/Pages/Introduction.aspx 
http://www.fpa.org.uk/Homepage 
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Unit 7546-577 Developing practical skills and techniques 
 

Level:  Level 2 
Credit value:  3 
UAN: T/600/3247 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 412 Level 1 Candidate project 
• 512 Level 2 Candidate project for learning and work. 

 
Unit aim 
This unit can be used to develop practical skills and/or techniques for a practical craft activity. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Know how to use practical skills and techniques for a chosen activity 
2. Know how to plan and execute an activity 
3. Understand the Health and Safety requirements to undertake chosen craft 
4. Review own development 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-577 Developing practical skills and techniques 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Know how to use practical skills and techniques for a chosen 
activity 

The learner can: 
1. describe the skills/techniques to undertake a chosen activity 
2. use skills/techniques to undertake a chosen activity. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to identify the activity they will take part in/complete 
and describe the skills and techniques they will be using. The activity could be related to work or 
training. 
 
For 1.2 the candidate needs to use the skills and techniques identified in 1.1 to complete the activity 
they have selected.   
 

Outcome 2 Know how to plan and execute an activity 
The learner can: 
1. plan the activity detailing each stage of the process/development 
2. select materials and equipment needed for each stage 
3. describe any problems encountered at each stage. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to reflect on the experience from LO1 and use this 
knowledge to then plan for a fresh activity. The learner musty identify the activity and plan each 
stage giving details of the processes and steps that will be needed to reach a satisfactory 
conclusion. This plan must be linked to Criterion 2.2 
 
For 2.2 the candidate needs to select each piece of equipment and all materials they will use to 
complete their activity. This could be recorded as a part of the plan in 2.1 
 
For 2.3 the candidate needs to describe any problems they encountered at each stage. If no 
problems were encountered the learner should be encouraged to identify possible problems that 
may have occurred. 
 

Outcome 3 Understand the Health and Safety requirements to undertake 
chosen craft 

The learner can: 
1. describe safe working practices 
2. assess risks and hazards 
3. follow safe working practices. 
 
Explanation of criteria and examples of evidence 
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For the first criterion (3.1) the candidate needs to understand and be able to describe safe working 
practices especially those related to their chosen activity. They should describe at least three such 
practices. 
 
For 3.2 the candidate needs to be able to risk assess an activity. They should highlight hazards 
related to their activity and identify the associated risks. 
 
For 3.3 the candidate needs to demonstrate following of safe working practices. 
This must be related to the activity completed in LO2 and should have a self assessment of how the 
learner followed safe working practices. 
 

Outcome 4 Review own development 
The learner can: 
1. comment on the practical skills and techniques learnt 
2. assess areas for improvement. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to reflect on all aspects of the completed activity, 
planning, outcome, health and safety etc and critically comment on each of these areas 
 
For 4.2 the candidate needs to identify actions they may take to improve their performance from 
their review of the activity in 4.1 above. 
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Unit 7546-577 Developing practical skills and techniques 
How can this unit be delivered? 

Evidence must include a plan of the activity, records of the activity or product evidence, reviews, 
learner/assessor statements. 
 
Potential resources  
This website might be useful: 
www.hse.gov.uk/pubns/indg163.pdf direct link to Risk Assessment booklet 
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Unit 7546-578 Health and safety in a practical 
environment 

 

Level:  Level 2 
Credit value:  1 
UAN: F/600/3249 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 346 Entry 3 Safe learning in the workplace 
• 370 Entry 3 Health and safety in places of work 
• 425 Level 1 Introduction to health and safety awareness in the workplace 
• 458 Level 1 Safe learning in the workplace 
• 492 Level 1 Being safe and healthy at work. 

 
Unit aim 
This unit is about ensuring the learner is aware of the health and safety requirements of taking part 
in practical activities. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will be able to: 
1. Be aware of relevant Health and Safety requirements, procedures and equipment 
2. Recognise and manage risk by following safe working practices 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 8 hours should 
be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-578 Health and safety in a practical 
environment 

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Be aware of relevant Health and Safety requirements, 
procedures and equipment 

The learner can: 
1. describe the purpose of relevant, current health and safety requirements, for example 

Health and Safety at Work Act, or the Control of Substances Hazardous to Health 
Regulations 

2. describe the correct procedures for reporting accidents and potential hazards 
3. describe the correct response to two emergency situations 
4. describe the location of emergency equipment, for example fire/emergency alarm and first 

aid box. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to have an understanding of the legislation covering 
all aspects of health and safety in the workplace. They musty describe the purposes of the 
legislation relevant to their work place or chosen area. These may include food preparation, manual 
handling, crop spraying or any legislation related to their area of work 
 
For 1.2 the candidate needs to describe the correct procedures in their workplace or chosen area 
for reporting accidents or potential hazards, eg accident book and how this meets the requirements 
of RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995). The 
learner should show one example of how an accident book should be completed correctly 
 
For 1.3 the candidate needs to describe the appropriate responses to at least two emergency 
situations given to them by their tutor, these could include such things as, medical emergencies - 
heart attack, fits, unconsciousness etc, fire, smoke, fumes etc. 
 
For 1.4 the candidate needs to describe where each of the emergency points and first aid box are 
in their present location, they may wish to do this from a floor plan of the establishment. 
 

Outcome 2 Recognise and manage risk by following safe working 
practices 

The learner can: 
1. assess the potential risks of a given situation 
2. describe the purpose and use of safety equipment and/or clothing to minimise risk in particular 

tasks 
3. observe relevant health and safety procedures, for example, by selecting and using 

appropriate personal protective equipment or using correct manual handling techniques. 
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Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to be able to risk assess situations effectively within 
their place of work or study. They will need to identify all the risks of a given area and assess their 
potential for harm. 
 
For 2.2 the candidate needs to have a clear understanding of PPE and be able to describe how 
each piece of equipment can afford protection in three given situations. 
 
For 2.3 the candidate needs to demonstrate their understanding of health & safety by selecting and 
using the appropriate equipment for a given task. A record of this may be made by the learner or 
the assessor, photographic evidence may be used. 
 
 



 

234 Awards and Certificates in Employability and Personal Development (7546) 

Unit 7546-578 Health and safety in a practical 
environment 

How can this unit be delivered? 
Evidence for could include written reports from the learner, a presentation of information, health 
and safety booklet produced by the learner and witness observation of safe use of equipment. 
 
Potential resources  
These websites might be useful: 
www.hse.gov.uk 
www.hse.gov.uk/pubns/indg143.pdf direct link to Manual Handling booklet 
www.hse.gov.uk/pubns/misc769.pdf direct link to RIDDOR booklet 
www.hse.gov.uk/pubns/indg136.pdf direct link to CoSHH booklet 
www.hse.gov.uk/pubns/indg163.pdf direct link to Risk Assessment booklet 
www.hse.gov.uk/pubns/indg225.pdf direct link to ~Slips & Trips booklet 
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Unit 7546-579 Investigating a vocational area 
 

Level:  Level 2 
Credit value:  2 
UAN: T/600/3250 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 403 Level 1 Career planning and making applications 
• 503 Level 2 Career planning and making applications. 

 
Unit aim 
This unit is about selecting and researching a vocational area with regard to skills, knowledge and 
personal qualities. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will be able to: 
1. Know how to research a vocational area 
2. Know how to develop the skills and knowledge for a chosen job role 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 16 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
 



 

236 Awards and Certificates in Employability and Personal Development (7546) 

Unit 7546-579 Investigating a vocational area 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Know how to research a vocational area 
The learner can: 
1. explain own reasons for interest in a specific vocational area 
2. use relevant sources of information to research a vocational area, and explain what has been 

learned from each 
3. describe three job roles associated with the vocational area 
4. describe the skills, knowledge and personal qualities required to perform the job roles 

identified 
5. explain how a candidate might show that they meet the job specification for one of the job 

roles identified. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to explain with clear reasons their personal interest 
in specific vocational area.  This could be a long standing interest that they now wish to investigate 
further as a part of initial or re-training programmes.  
 
Evidence may be a candidate statement. 
 
For 1.2 the candidate needs to use at least three relevant sources to research a vocational area, 
and explain what has been learned from each source used. 
 
Evidence should include records of all the sources of information they have used to investigate their 
chosen area and a candidate statement explaining what they have learned from each area.   
 
For 1.3 the candidate needs to describe three job roles that are associated with the area they have 
chosen to investigate. This must be a full description of the role as they understand it at present.  
 
For 1.4 the candidate needs to describe the skills each role in 1.3 will need, the underpinning 
knowledge to carry out the role effectively and the personal qualities needed. This could include 
training, qualifications, practice, people skills, physical fitness. 
 
For 1.5 the candidate needs to identify a job role that they feel they may be suited to and then 
explain how a candidate might show that they meet the job specification.   
 
Evidence for 1.3 to 1.5 may be a candidate statement. 
 

Outcome 2 Know how to develop the skills and knowledge for a chosen 
job role 

The learner can: 
1. assess own current skills, knowledge and personal qualities relevant to the chosen job role 
2. assess and prioritise areas for own development 
3. prepare an action plan for developing skills and knowledge for the chosen job role. 
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Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to assess own current skills, knowledge and 
personal qualities relevant to the chosen job role.   
 
Evidence may be an annotated person specification for a job or a list of candidate’s skills, 
knowledge and personal qualities. 
 
For 2.2 the candidate needs to assess and prioritise areas for their own development.  These may 
include aspects of education and training, self improvement, physical fitness.  
 
For 2.3 the candidate needs to reflect on the areas for development in 2.2 and prepare an action 
plan with SMART targets for completion of the plan. This should include at least two short term 
goals and two longer term goals. 
 
Evidence for 2.2 and 2.3 should be an action plan. 
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Unit 7546-580 Participating in a vocational taster 
 

Level:  Level 2 
Credit value:  2 
UAN: T/600/3250 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 309 Entry 3 Work-based experience 
• 409 Level 1 Work-based experience 
• 509 Level 2 Work-based experience. 

 
Unit aim 
This unit is about developing an understanding of a vocational area by investigating different job 
roles, participating in a vocational taster and reflecting on own skills and development needs within 
vocational area. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand different job roles within a vocational area 
2. Use relevant skills, knowledge and personal qualities in a vocational context 
3. Understand the health and safety requirements relevant to the vocational context 
4. Reflect on suitability for job role in chosen vocational context 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 16 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-580 Participating in a vocational taster 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand different job roles within a vocational area 
The learner can: 
1. describe three job roles within a vocational area 
2. assess the skills, knowledge and personal qualities required to perform one of the job roles 

identified. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe three different job roles in a vocational 
area of their choice. 
 
For 1.2 the candidate needs to select one of the job roles from 1.1 and assess the skills, knowledge 
and personal qualities it requires, eg will it include lone working, team working, practical skills, IT 
skills, physical fitness etc. 
 
Evidence for 1.1 and 1.2 may be a candidate statement. 
 

Outcome 2 Use relevant skills, knowledge and personal qualities in a 
vocational context 

The learner can: 
1. perform a given task in a vocational context using relevant skills 
2. demonstrate application of relevant knowledge to a vocational context 
3. describe how own personal qualities have been engaged in a vocational context. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to demonstrate their ability to perform a task in 
their chosen vocational area. This does not need to be an extensive activity but must clearly relate 
to the vocational area of the candidate's choice. 
 
Evidence for 2.1 may be a candidate statement. 
 
For 2.2 the candidate needs to demonstrate application of their knowledge of the vocational area.  
For this the candidate must have some prior knowledge as they will be demonstrating rather than 
learning. They will need to be able to show a level of competence in the vocational area. 
 
Evidence may be an assessor observation or witness statement. 
 
For 2.3 the candidate needs to reflect and describe how they used their own personal qualities in 
the vocational setting, eg were they able to work as a part of a team, show their initiative and plan a 
task etc. The candidate should describe two qualities they used in the vocational area. 
Evidence for 2.3 may be a candidate statement. 
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Outcome 3 Understand the health and safety requirements relevant to 
the vocational context 

The learner can: 
1. describe the health and safety issues relevant to the vocational context 
2. assess the risks associated with own role 
3. apply safe working procedures to minimise risks identified. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to describe at least three of the health and safety 
issues related to their chosen area. 
 
Evidence for 3.1 may be a candidate statement. 
 
For 3.2 the candidate needs to reflect on their own role and assess the risks associated with that 
role eg are they responsible for other people, co-workers, customers, clients etc, do they use 
dangerous equipment, chemicals etc. 
 
Evidence for 3.2 may be a candidate statement. 
 
For 3.3 the candidate needs to apply safe working practices that will minimise the risks identified in 
3.2.   
 
Evidence should be an assessor observation or witness statement. 
 

Outcome 4 Reflect on suitability for job role in chosen vocational context 
The learner can: 
1. describe the skills and knowledge gained from the vocational taster 
2. assess own strengths and areas for development 
3. comment on the positive and negative aspects of the vocational experience. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to identify and describe the skills and knowledge 
they have gained and/or developed on their work taster.   
 
For 4.2 the candidate needs to assess own strengths and areas for development. 
The candidate should reflect on their placement and 4.1 and identify their strengths and at least two 
areas for development. 
 
For 4.3 the candidate needs to comment on the positive and negative aspects of their vocational 
taster. They need to realise that all will form a vital part of their learning and that both positive and 
negative have a value. The candidate should identify three positive and three negative aspects of 
the taster. 
 
Evidence for 4.1 to 4.3 may be a candidate statement. 
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Unit 7546-580 Participating in a vocational taster 
How can this unit be delivered? 

Evidence for this unit must come from a vocational taster that the learner has completed. There 
should be evidence of observations of safe working practices either by a visiting assessor or a work 
based supervisor. 
 
Potential resources  
These websites might be useful: 
www.excellencegateway.org.uk 
www.sln.org.uk/1419/downloads/newsroom/14-
19%20vocational%20tasters%20lsn%202006%2007.pdf direct link to leaflet 
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Unit 7546-581 Use tools and equipment for a practical 
activity 

 

Level:  Level 2 
Credit value:  2 
UAN: R/600/3255 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 482 Level 1 Use tools and equipment for a practical activity 
• 805 Entry 3 Recognise and use hand tools and materials used in construction 
• 806 Entry 3 Recognise and use hand tools and materials used in decorating 
• 828 Entry 3 Introduction to carpentry and joinery 
• 864 Entry 3 Painting and Decorating Skills 
• 865 Entry 3 Painting and Decorating: Cutting and Hanging Wall Coverings. 

 
Unit aim 
This unit can be used in different contexts and is about developing skills to use different tools and 
equipment for a practical activity. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will be able to: 
1. Know how to use a range of tools and equipment for an agreed activity 
2. Know how to care for, maintain and store a range of tools and equipment 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 16 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-581 Use tools and equipment for a practical 
activity 

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Know how to use a range of tools and equipment for an 
agreed activity 

The learner can: 
1. describe the purpose of tools and equipment suitable for the agreed activity 
2. describe and follow the safety precautions associated with the tools and equipment used for 

the agreed activity 
3. select and use appropriate tools and equipment to produce an agreed artefact or complete 

an agreed task. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to: 
Agree on a practical activity that they will be assessed on for this unit with their assessor/tutor.  The 
candidate needs to describe each tool and/or piece of equipment they will use and what it is used 
for. 
 
For 1.2 the candidate needs to describe and follow the associated safety precautions for each tool 
or piece of equipment they will use for the agreed activity eg replacing safety covers on sharp 
knives, unplugging electrical items between usage. The candidate must demonstrate safe working 
methods with the tools and equipment selected.  
 
For 1.3 the candidate needs to select and use the tools and equipment to complete the agreed 
activity.   
 
Evidence for 1.1 to 1.3 must include a witness/assessor statement. Photographs and candidate 
statements may also be used. 
 

Outcome 2 Know how to care for, maintain and store a range of tools 
and equipment 

The learner can: 
1. describe the care and/or maintenance needed by the tools used in producing the agreed 

artefact or completing the agreed task 
2. describe the safety precautions relevant to the care and/or maintenance of the tools used in 

producing the agreed artefact or completing the agreed task 
3. carry out appropriate care and/or maintenance of the tools and/or equipment used in producing 

the agreed artefact or completing the agreed task 
4. make safe and/or store safely tools and equipment 
5. clean and tidy the work area. 
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Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe the care and/or maintenance needed for 
each piece of equipment and tool used for their activity.  They must give two points of care for each 
item and describe what these mean 
 
For 2.2 the candidate needs to describe the safety precautions needed for each piece of equipment 
and tool used for their activity.  They must describe two precautions that should be taken for each 
item used. 
 
For 2.3 the candidate needs to care and maintain the tools and equipment they have used. Evidence 
for 2.3 must be accompanied by a witness/assessor statement. 
 
For 2.4 the candidate needs to make safe and/or store safely tools and equipment. Each item should 
be stored away safely and ready for the next usage. 
 
For 2.5 the candidate needs to clean and tidy their work area.  They should show how they would 
remove any waste materials and may consider how they could possibly recycle any waste products 
from the activity they have completed. 
 
Evidence for 2.1 to 2.5 must be supported by a witness/assessor statement. Photographs and 
candidate statements may also be used. 
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Unit 7546-581 Use tools and equipment for a practical 
activity 

How can this unit be delivered? 

This is a practical unit and the learner should demonstrate their skills. This can be recorded with 
annotated photographs, video evidence etc. There must be accompanying witness statements of 
the observed sessions. 
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Unit 7546-582 Applying for work 
 

Level:  Level 2 
Credit value:  2 
UAN: T/600/3717 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 303 Entry 3 Career planning and making applications 
• 403 Level 1 Career planning and making applications 
• 503 Level 2 Career planning and making applications. 

 
Unit aim 
This unit covers skills in writing CVs and covering letters, complying with accepted conventions, 
completing application forms and understanding the different ways of applying for work. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Recognise different ways of applying for jobs 
2. Be able to produce a Curriculum Vitae (CV) 
3. Be able to write a covering letter 
4. Be able to complete job application forms 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 16 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-582 Applying for work 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Recognise different ways of applying for jobs 
The learner can: 
1. describe the different ways of applying for jobs and what is involved in each approach. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to describe at least four different ways of applying for 
jobs and what is involved in each approach. Ways can include replying to jobs advertised in various 
locations as well as applying to agencies or other speculative approaches. 
 
Evidence for 1.1 may be a candidate statement. 
 

Outcome 2 Be able to produce a Curriculum Vitae (CV) 
The learner can: 
1. produce a clearly structured and legible CV which includes relevant information and 

summarises own experience, qualities and skills 
2. modify a CV for a specific purpose, including all relevant information. 
 
Explanation of criteria and examples of evidence 
For this criterion (2.1) the candidate needs to produce a clearly structured and legible CV which 
includes relevant information and summarises own experience, qualities and skills. 
 
Evidence will be the candidate’s CV. 
 
For 2.2 the candidate needs to modify the CV produced in 2.1 for a specific purpose and ensure 
they include all relevant information. The candidate should research the purpose such as a specific 
job and ensure they read all the supporting information, eg job details and person specification. 
They should adapt their CV from 2.1 to highlight the aspects required for the specific job. 
 
Evidence will be the modified CV together with information on the specific purpose eg job details 
and person specification. 
 

Outcome 3 Be able to write a covering letter 
The learner can: 
1. describe the range of information required in a covering letter to meet the needs and 

expectations of employers 
2. produce a formal covering letter in an appropriate format, which meets accepted conventions 

in language structures and register 
3. adapt the letter appropriately for both a direct and a speculative approach. 
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Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to describe the range of information required in a 
covering letter to meet the needs and expectations of employers. This will depend on the detail 
provided on the accompanying application form or CV. 
 
Evidence may be a candidate statement. 
 
For 3.2 the candidate needs to produce a formal covering letter in an appropriate format, which 
meets accepted conventions in language structures and register. The letter should reflect the 
requirements of the national standards for level 2 literacy eg Functional Skills. 
 
Evidence will be a formal covering letter. 
 
For 3.3 the candidate needs to adapt the letter appropriately for both a direct and a speculative 
approach. 
 
Evidence will be two covering letters: one for a direct approach and one for a speculative approach. 
 

Outcome 4 Be able to complete job application forms 
The learner can: 
1. read the job requirements and specifications and describe the range of information required 
2. describe own skills and experience relevant to the job specifications and prepare draft text 
3. complete the form providing the information requested and the level of detail required 
4. present the information in a style and register appropriate to the audience 
5. check the form for spelling, grammatical accuracy and appropriate sentence structures, 

amending where necessary. 
 
Explanation of criteria and examples of evidence 
For 4.1 the candidate needs to read the job requirements and specifications and describe the range 
of information required eg specific qualifications, skills and experience. 
 
Evidence may be a candidate statement. 
 
For 4.2 the candidate needs to describe own skills and experience relevant to the job specifications 
and prepare draft text. 
 
Evidence will be the draft text plus supporting evidence eg annotation against job specifications or a 
candidate statement. 
 
For 4.3 the candidate needs to complete the form providing the information requested and the 
level of detail required. The candidate should check the application form and job/person 
specification to ensure they have given relevant and sufficient details.  
 
 
For 4.4 the candidate needs to present the information in a style and register appropriate to the 
audience.  
 
For 4.5. the candidate needs to check the form for spelling, grammatical accuracy and appropriate 
sentence structures, amending where necessary. 
 
Evidence for 4.3 to 4.5 will be the completed form .The form should reflect the requirements of the 
national standards for level 2 literacy eg Functional Skills. 
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Unit 7546-582 Applying for work 
How can this unit be delivered? 

External speakers such as employers could be invited to talk to the learners and explain aspects of 
the application process. 
This unit may link with literacy and the requirements of the national standards for level 2 literacy eg 
Functional Skills. Core Skills, Essential Skills or Essential Skills Wales. 
 
Potential resources  
These websites might be useful: 
www.conections-direct.com 
www.direct.gov.uk 
www.jobcentreplus.gov.uk 
www.sscalliance.org 
www.employ-ability.org.uk 
www.prospects.org.uk 
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Unit 7546-583 Building and managing workplace 
relationships 

 

Level:  Level 2 
Credit value:  2 
UAN: A/600/3718 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 401 Level 1 Planning for progression. 
 
Unit aim 
The aim of this unit is to provide an understanding of acceptable and unacceptable behaviours in 
the workplace and how to respond to those behaviours, including how to deal with conflict. The unit 
also addresses the essential skills of giving and receiving constructive criticism. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand acceptable boundaries to behaviour in the workplace 
2. Know how to recognise and respond to different behaviours 
3. Know how to give and respond to constructive criticism 
4. Understand how conflict can be dealt with constructively in the workplace 
 
Outcome definitions 
Acceptable boundaries relate to boundaries set by an organisation.  
The accepted ways of working is the legislative framework or personal perceptions of what is 
ethically felt to be accepted and appropriate behaviour in given situations. 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 16 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-583 Building and managing workplace 
relationships 

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand acceptable boundaries to behaviour in the 
workplace 

The learner can: 
1. describe at least two examples of unacceptable behaviour and explain why they are 

unacceptable in the workplace 
2. describe at least two examples of acceptable behaviour and explain why they are 

acceptable in the workplace. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe at least two examples of unacceptable 
behaviour in the workplace. These may be examples they have witnessed. Candidates need to 
explain the reasons why this behaviour is unacceptable. 
 
For 1.2 the candidate needs to describe two example of acceptable behaviour, this may be good 
practice that has been observed. The candidate needs to explain why they are acceptable. 
 
Evidence for 1.1 and 1.2 may be a candidate statement, 
 

Outcome 2 Know how to recognise and respond to different behaviours 
The learner can: 
1. describe examples of aggressive, passive and assertive behaviour in workplace situations 
2. describe the potential impact of these different behaviours on workplace relationships 
3. demonstrate how to respond appropriately to examples of aggressive, passive and 

assertive behaviour in workplace situations. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe an example of behaviour that they have 
observed as aggressive (quarrelsome, harsh and overly assertive) passive (little response, without 
objection, submissive and does not initiate action) and assertive (positive and decisive). For each 
example the candidate needs to give the context in which the behaviour occurs. 
 
Evidence may be a candidate statement. 
 
For 2.2 the candidate needs to describe the potential impact of working with each type of 
behaviour eg someone who is aggressive, someone who is passive and someone who is assertive. 
The candidate should describe the impact this has, or could have, on their relationship with them, 
and the relationships between team members. 
 
Evidence may be a candidate statement. 
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For 2.3 the candidate needs to demonstrate how they have responded appropriately on three 
occasions (to someone who is aggressive, passive and assertive) at work or in workplace situations.  
 
This may be evidenced through observation, role play, or witness testimony 
 

Outcome 3 Know how to give and respond to constructive criticism 
The learner can: 
1. demonstrate at least two feedback models and how these can be applied to criticise 

constructively in workplace situations 
2. describe how constructive criticism can benefit an individual and contribute to their personal 

development and growth 
3. demonstrate how to respond to constructive criticism in an open and non-defensive way. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to identify two models or methods of giving 
feedback and demonstrate how these can be applied when giving constructive criticism to 
colleagues or others in the workplace in a way that will be responsive to the feelings of others.   
 
This may be evidenced through observation, role play or witness testimony 
 
For 3.2 the candidate needs to describe how they were given constructive criticism, and how this 
contributed to their personal development and growth in their own skills, knowledge and ability. 
 
Evidence may be a candidate statement. 
 
For 3.3 the candidate needs to demonstrate they are able to respond to constructive criticism in 
an open and non-defensive way by listening, using positive communication and good inter personal 
skills.  
This may be evidenced through observation, role play or witness testimony. 
 

Outcome 4 Understand how conflict can be dealt with constructively in 
the workplace 

The learner can: 
1. demonstrate how to negotiate and achieve a win-win situation, using constructive 

behaviour, in examples of conflict situations in the workplace. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to demonstrate how to negotiate with another 
person when conflict arises. Negotiation used should be constructive, demonstrate good 
interpersonal skill, communication and respect for another so both parties are able to achieve a win-
win situation (where the outcome benefits each party who were previously in opposition).  
 
This may be evidenced through observation, role play or witness testimony. 
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Unit 7546-583 Building and managing workplace 
relationships 

How can this unit be delivered? 

The delivery should enable candidates to develop their skills of communication, dealing effectively 
with different types of people, dealing with conflict and understanding the types of behaviour that 
are acceptable. Role play may be a useful tool to test understanding of the concepts in a safe 
environment. 
 
Potential resources  
Candidates may refer to the Commission for Equality and Human Rights for current legislation and 
guidance pertaining to equality, diversity and human rights. 
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Unit 7546-584 Communication in the workplace 
 

Level:  Level 2 
Credit value:  2 
UAN: F/600/3719 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 302 Entry 3 Effective skills, qualities and attitudes for learning and work 
• 402 Level 1 Effective skills, qualities and attitudes for learning and work 
• 502 Level 2 Effective skills, qualities and attitudes for learning and work. 

 
Unit aim 
This unit focuses on the development of essential communication skills for the workplace. The 
learning covers positive verbal and non-verbal communication and written skills, including 
appropriate use of language, tone and register. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
Understand the importance of positive verbal and non-verbal interaction in the workplace 
Be able to demonstrate positive verbal and non-verbal interaction 
Be able to produce positive written communications in the workplace 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 16 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-584 Communication in the workplace 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand the importance of positive verbal and non-verbal 
interaction in the workplace 

The learner can: 
1. describe the importance and benefits of positive verbal communication with colleagues in 

the workplace 
2. describe the importance and benefits of positive verbal communication with customers/clients 
3. describe, giving examples, what is meant by non-verbal communication and explain its 

importance in face-to-face interaction 
4. describe the importance of clarity, tone and manner when communicating by telephone. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe the importance and benefits of positive 
verbal communication with colleagues in the workplace eg speaking politely to show/command 
respect. 
 
Evidence may be assessor observation or candidate statement.  
 
For 1.2 the candidate needs to describe the importance and benefits of positive verbal 
communication with customers/clients, eg to create a good impression of self and the organisation 
so clients/customers return or recommend to others. 
 
Evidence may be assessor observation or candidate statement.  
 
For 1.3 the candidate needs to describe what is meant by non-verbal communication and give 
examples eg body language; and explain its importance in face-to-face interaction eg smiling and 
nodding to show interest/agreement. 
 
Evidence may be assessor observation or candidate statement. 
 
For 1.4 the candidate needs to describe the importance of clarity, tone and manner when 
communicating by telephone, eg so communication is clear and can be understood by the listener; 
to create a good impression. 
 
Evidence may be assessor observation or candidate statement. 
 

Outcome 2 Be able to demonstrate positive verbal and non-verbal 
interaction 

The learner can: 
1. demonstrate appropriate and inappropriate ways of communicating verbally 
2. demonstrate ways in which non-verbal communication can be used positively to support face-

to-face communication 
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3. listen and respond to others, acknowledging their right to hold opinions that differ from 
own. 

 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to demonstrate appropriate and inappropriate 
ways of communicating verbally eg speaking politely to create a good impression, or using an 
aggressive tone of voice that suggests an unwillingness to co-operate. 
 
Evidence is likely to be assessor observation 
 
For 2.2 the candidate needs to demonstrate ways in which non-verbal communication can be 
used positively to support face-to-face communication eg open body language, active listening, 
smiling and nodding.  
 
Evidence is likely to be assessor observation 
 
For 2.3 the candidate needs to listen and respond to others, and acknowledge their right to hold 
opinions that differ from own eg demonstrate active listening, respond appropriately, respect turn 
taking rights, agree to disagree. 
 
Evidence is likely to be assessor observation 
 

Outcome 3 Be able to produce positive written communications in the 
workplace 

The learner can: 
1. produce written business communications in at least two formats, using language, tone and 

register appropriate to the recipient and the formality of the situation. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to produce written business communications in at 
least two formats, using language, tone and register appropriate to the recipient and the formality 
of the situation.  Business communications include emails, memos, letters, reports, minutes of 
meetings. The formality relates to purpose and audience and may include eg colleagues, managers, 
customers/clients. 
 
The evidence will be written communications in different formats produced by the candidate. 
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Unit 7546-584 Communication in the workplace 
How can this unit be delivered? 

Potential resources 
This websites might be useful: 
www.workrelationships.co.uk 
www.worketiquette.co.uk 
www.trainingzone.co.uk 
www.workplace-dynamics.co.uk 
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Unit 7546-585 Developing enterprise skills 
 

Level:  Level 2 
Credit value:  3 
UAN: A/600/3721 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 408 Level 1 Enterprise activity: producing products or services. 
 
Unit aim 
This unit introduces the learner to planning, running and evaluating an enterprise activity. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Be able to identify a viable product or service to market and sell 
2. Be able to plan an enterprise activity 
3. Be able to run an enterprise activity 
4. Be able to evaluate an enterprise activity 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-585 Developing enterprise skills 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Be able to identify a viable product or service to market and 
sell 

The learner can: 
1. describe the selected product or service and give reasons for choice 
2. describe the target market for the product or service 
3. describe the main competitors and assess risk. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to identify and describe the selected product or service 
and give at least three reasons for their choice. 
 
For 1.2 the candidate needs to describe the target market for the product or service eg age group, 
location. 
 
For 1.3 the candidate needs to describe the main competitors and assess risk from competition 
and any other risks. 
 
Evidence for 1.1 to 1.3 is likely to be a candidate statement 
 

Outcome 2 Be able to plan an enterprise activity 
The learner can: 
1. devise an action plan describing each stage of the enterprise activity 
2. identify resources and set targets for completion 
3. obtain feedback from others on plan and amend where appropriate 
4. describe potential risks to the activity. 
 
Explanation of criteria and examples of evidence 
For this criterion (2.1) the candidate needs to devise an action plan describing each stage of the 
enterprise activity eg research, preparing for production, production, marketing and promotion, 
selling, evaluating. 
 
Evidence is likely to be a detailed action plan. 
 
For 2.2 the candidate needs to identify resources needed both human and physical and set targets 
for completion of each stage of the action plan. 
 
Evidence may be a candidate statement. 
 
For 2.3 the candidate needs to obtain feedback from others, eg assessor, on the plan and amend 
where appropriate. 
Evidence may be feedback received and a candidate statement/amended plan. 
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For 2.4 the candidate needs to describe potential risks to the activity eg not meeting deadlines. 
 
Evidence may be a candidate statement. 
 

Outcome 3 Be able to run an enterprise activity 
The learner can: 
1. run the activity, putting the plan into action and monitoring at each stage 
2. review the action plan, suggesting alternative ways to achieve objectives where necessary. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to run the activity, putting the amended plan (from 2.3) 
into action and monitor at each stage. 
 
Evidence may be an assessor observation or witness statement and either notes from monitoring or 
a candidate statement. 
 
For 3.2 the candidate needs to review the action plan, suggesting alternative ways to achieve 
objectives where necessary. 
 
Evidence may be a candidate statement. 
 

Outcome 4 Be able to evaluate an enterprise activity 
The learner can: 
1. describe the strengths and weaknesses of the enterprise activity and the impact these had 

on the success or failure of the activity 
2. describe lessons learnt and how these would affect future enterprise activities undertaken 
3. assess own role in the activity and identify skills and/or knowledge acquired and areas for 

own future development. 
 
Explanation of criteria and examples of evidence 
For 4.1 the candidate needs to describe at least three strengths and weaknesses of the enterprise 
activity and the impact these had on the success or failure of the activity. 
 
For 4.2 the candidate needs to describe what they have learnt from completing the activity and 
describe how this could affect future enterprise activities undertaken. 
 
For 4.3 the candidate needs to assess own role in the activity and identify skills and/or knowledge 
acquired. They must also identify areas for own future development. 
 
Evidence for 4.1 to 4.3 may be a presentation with supporting notes or a candidate statement. 
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Unit 7546-585 Developing enterprise skills 
How can this unit be delivered? 

Potential resources  
These websites might be useful: 
www.businesslink.gov.uk 
www.directgov.uk 
www.enterprise-education.org.uk 
www.enterpriseinschools.org.uk 
www.excellencegateway.org.uk 
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Unit 7546-586 Developing meeting skills 
 

Level:  Level 2 
Credit value:  2 
UAN: F/600/3722 
 
Unit aim 
This unit introduces the learner to accepted meeting conventions and processes and to the skills 
and behaviours required to participate in, and contribute to meetings effectively. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand that there are different purposes to meetings 
2. Understand meeting conventions and processes 
3. Be able to participate in a meeting 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 16 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-586 Developing meeting skills 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand that there are different purposes to meetings 
The learner can: 
1. describe a range of reasons and purposes for holding meetings 
2. describe how meetings differ depending on their nature and purpose, size, the people 

involved and the organisational culture. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to describe a range of reasons and purposes for holding 
meetings. Meetings may be work-related or for other purposes eg neighbourhood watch meetings. 
 
Evidence for 1.1 may be a candidate statement. 
 
For 1.2 the candidate needs to describe how at least three of the meetings listed in 1.1 differ. This 
will depend on their nature and purpose eg team planning meetings, council meetings, size eg team 
meetings or one-to-one meetings; the people involved eg internal, external and the organisational 
culture. 
 
Evidence for 1.2 may be a candidate statement. 
 

Outcome 2 Understand meeting conventions and processes 
The learner can: 
1. describe key aspects of the meeting process and procedures 
2. describe the importance of having an agenda 
3. describe the structure of a conventional agenda 
4. describe the types of information and documentation that may be needed at a meeting 
5. describe the importance of taking notes and recording outcomes and decisions 
6. describe the role of the Chair in a meeting 
7. give examples of acceptable and unacceptable behaviours in a meeting 
 
Explanation of criteria and examples of evidence 
For this criterion (2.1) the candidate needs to describe key aspects of the meeting process and 
procedures from the notification of meeting, through the meeting procedures and the post meeting 
procedures. 
 
Evidence may be a candidate statement. 
 
For 2.2 the candidate needs to describe the importance of having an agenda eg benefits to 
delegates such as pre meeting preparation, order of items. 
 
Evidence may be a candidate statement. 
 
For 2.3 the candidate needs to describe the structure of a conventional agenda. 
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Evidence may be a candidate statement. 
 
For 2.4 the candidate needs to describe the types of information and documentation that may be 
needed by delegates at a meeting eg agenda, copies of report relating to agenda items. 
 
Evidence may be a candidate statement. 
 
For 2.5 the candidate needs to describe the importance of taking their own notes eg as a reminder, 
and the formal recording of outcomes and decisions. 
 
Evidence may be a candidate statement. 
 
For 2.6 the candidate needs to describe the role of the Chair in a meeting.  
 
Evidence may be a candidate statement. 
 
For 2.7 the candidate needs to give examples of acceptable behaviours such as respecting turn 
taking and unacceptable behaviours such as offensive comments. 
 
Evidence may be a candidate statement. 
Alternatively, evidence for 2.1 to 2.7 may be an information sheet for new staff. 
 

Outcome 3 Be able to participate in a meeting 
The learner can: 
1. make clear contributions to a meeting which are relevant to the point in discussion 
2. listen to others’ contributions without interrupting 
3. communicate in a style appropriate to the purpose and level of formality of the meeting. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to make at least two contributions to a meeting. They 
must make their contributions in a clear audible tone and the contributions should be relevant to 
the point in discussion. 
 
For 3.2 the candidate needs to listen to others’ contributions without interrupting. 
 
For 3.3 the candidate needs to communicate in a style appropriate to the purpose and level of 
formality of the meeting. This may be a formal style with all contributions addressed to the Chair or 
a more informal meeting. 
 
Evidence for 3.1 to 3.3 may be an assessor observation or witness statement. 
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Unit 7546-586 Developing meeting skills 
How can this unit be delivered? 

Potential resources  
These websites might be useful: 
www.workrelationships.co.uk/office-meetings.html 
www.worketiquette.co.uk/business-meeting-etiquette.html 
www.trainingzone.co.uk 
www.workplace-dynamics.co.uk 
www.chathamhouse.org.uk/about/chathamhouserule 
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Unit 7546-587 Improving own performance 
 

Level:  Level 2 
Credit value:  2 
UAN: J/600/3723 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 301 Entry 3 Planning for progression 
• 401 Level 1 Planning for progression. 

 
Unit aim 
The unit covers the skills required to assess own performance and create, implement and review 
action plans to improve own performance. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Be able to assess own performance 
2. Be able to create and implement an action plan to improve own performance 
3. Be able to review the effectiveness of an action plan to improve own performance 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 16 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-587 Improving own performance 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Be able to assess own performance 
The learner can: 
1. describe areas of work s/he enjoys and/or feels s/he is good at 
2. describe areas of work s/he feels less confident about 
3. describe areas of own work s/he would like to improve, giving reasons. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to describe at least three areas of work s/he enjoys 
and/or feels s/he is good at. 
 
For 1.2 the candidate needs to describe at least three areas of work s/he feels less confident 
about. 
 
For 1.3 the candidate needs to describe two areas of own work s/he would like to improve, giving 
reasons. 
 
Evidence for 1.1 to 1.3 may be a candidate statement. 
 

Outcome 2 Be able to create and implement an action plan to improve 
own performance 

The learner can: 
1. produce a plan to improve performance in a number of areas, using a suitable format 
2. set realistic short term targets for improvement on the basis of existing strengths, aptitudes and 

skills 
3. consider differing demands on time when setting targets 
4. describe actions they will take to meet the targets 
5. identify possible obstacles and ways of overcoming them 
6. manage time and other resources in order to achieve targets 
7. use feedback from others to aid progress towards targets. 
 
Explanation of criteria and examples of evidence 
For this criterion (2.1) the candidate needs to produce a plan to improve performance in the areas 
described in 1.3. The format should allow SMART planning. 
 
For 2.2 the candidate needs to consider existing strengths, aptitudes and skills in order to set 
realistic short term targets for improvement. A short term-target is likely to be achieved in a 
timescale of between one and eight weeks. 
 
Evidence for 2.1 and 2.2 should be a plan with realistic short-term targets. 
For 2.3 the candidate needs to consider differing demands on time eg from work, study, family and 
leisure when setting targets. 
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Evidence for 2.3 may be a candidate statement detailing the candidate’s thought process.  
 
For 2.4 the candidate needs to describe actions they will take to meet the targets eg attend 
training. 
 
Evidence for 2.4 may be a candidate statement. 
 
For 2.5 the candidate needs to identify possible obstacles and ways of overcoming them eg 
training course not available. 
 
Evidence for 2.5 may be a candidate statement. 
 
For 2.6 the candidate needs to follow their plan and manage their time and other resources in order 
to achieve targets. 
 
Evidence for 2.4 may be a candidate statement or assessor observation. 
 
For 2.7 the candidate needs to use feedback from others to aid progress towards targets. 
 
Evidence for 2.4 may be a candidate statement or evidence from other people involved. 
 

Outcome 3 Be able to review the effectiveness of an action plan to 
improve own performance 

The learner can: 
1. describe progress made in meeting targets and improving own performance 
2. review and revise the plan accordingly, suggesting alternative ways to achieve targets where 

necessary. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs describe progress made in meeting targets and 
improving own performance. 
 
Evidence may be a candidate statement. 
 
For 3.2 the candidate needs to review and revise the plan accordingly, suggesting alternative ways 
to achieve targets where necessary. 
 
Evidence may be the revised plan with suggestions. 
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Unit 7546-588 Operating in a work environment 
 

Level:  Level 2 
Credit value:  3 
UAN: R/600/3725 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 302 Entry 3 Effective skills, qualities and attitudes for learning and work 
• 402 Level 1 Effective skills, qualities and attitudes for learning and work. 

 
Unit aim 
This unit focuses on knowledge and skills acquired through work placement. It covers the learner’s 
understanding of the organisation they are working in and their role within it, and their compliance 
with the organisation’s policies. 
 
Learning outcomes 
There are five learning outcomes to this unit. The learner will be able to: 
1. Understand the structure and purpose of the organisation 
2. Understand own role within the organisation and perform tasks accordingly 
3. Be able to comply with agreed conventions for personal presentation, behaviour and time-

keeping 
4. Understand and comply with safe working practices 
5. Be able to reflect on and learn from experience of work 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-588 Operating in a work environment 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand the structure and purpose of the organisation 
The learner can: 
1. describe the main purpose of the organisation 
2. describe the most important activities undertaken by the organisation 
3. describe the organisational and management structure, including departments and their 

functions 
4. describe how information is gathered and communicated across the organisation and 

between departments. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to describe the main purpose of the organisation where 
they are working eg manufacturing, service industry. This can be as an employee or volunteer or as 
a short-term work placement. 
 
Evidence for 1.1 may be a candidate statement. 
 
For 1.2 the candidate needs to describe the most important activities undertaken by the 
organisation eg production. 
 
Evidence may be a candidate statement. 
 
For 1.3 the candidate needs to describe the organisational and management structure, including 
departments and their functions eg finance, sales, marketing.  
 
Evidence may be an organisational chart with descriptive annotation or candidate statement. 
 
For 1.4 the candidate needs to describe how information is gathered and communicated across 
the organisation and between departments eg formal and informal, verbal and written. 
 
Evidence may be a chart or table with descriptive annotation or a candidate statement. 
 

Outcome 2 Understand own role within the organisation and perform 
tasks accordingly 

The learner can: 
1. describe own role and activities, and the agreed limitations to own responsibilities 
2. carry out tasks as directed, following instructions where appropriate and requesting 

guidance if necessary. 
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Explanation of criteria and examples of evidence 
For this criterion (2.1) the candidate needs to describe own role and activities, and the agreed 
limitations to own responsibilities.  
 
Evidence may be a candidate statement. 
 
For 2.2 the candidate needs to carry out tasks as directed, following instructions where 
appropriate and requesting guidance if necessary.  
 
Evidence should be an assessor observation or witness statement detailing at least three tasks. 
 

Outcome 3 Be able to comply with agreed conventions for personal 
presentation, behaviour and time-keeping 

The learner can: 
1. maintain personal presentation at work and behave within agreed standards consistently 
2. meet time-keeping and attendance requirements, following the organisational procedures if 

there are unavoidable difficulties. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to maintain personal presentation at work and behave 
within agreed standards, eg dress. 
 
Evidence may be an assessor observation or witness statement. 
 
For 3.2 the candidate needs to meet time-keeping and attendance requirements. They should be 
able to state (and follow if needed) the organisational procedures if there are unavoidable 
difficulties. 
 
Evidence may be a timekeeping record or a witness statement. 
 

Outcome 4 Understand and comply with safe working practices 
The learner can: 
1. describe the main safety hazards in the work placement, the precautions to address them 

and how to report them 
2. describe the organisation’s procedures in the event of an accident or emergency 
3. describe the location of the First Aid Box and its main contents 
4. describe how to use key safety equipment, for example fire extinguisher 
5. work in a way that does not endanger self or others. 
 
Explanation of criteria and examples of evidence 
For this criterion (4.1) the candidate needs to describe the main safety hazards in the work 
placement, the precautions to address them and how to report them, eg health and safety policies 
and procedures, risk assessments. 
 
Evidence may be a candidate statement. 
 
For 4.2 the candidate needs to describe the organisation’s procedures in the event of an accident 
or emergency eg reporting. 
 
Evidence may be a candidate statement. 
For 4.3 the candidate needs to describe the location of the First Aid Box and its main contents. 
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Evidence may be a candidate statement. 
 
For 4.4 the candidate needs to describe how to use key safety equipment, for example fire 
extinguisher. 
 
Evidence may be a candidate statement. 
 
For 4.5 the candidate needs to work in a way that does not endanger self or others. 
 
Evidence should be an assessor observation or witness statement. 
 

Outcome 5 Be able to reflect on and learn from experience of work 
The learner can: 
1. monitor own development and experiences, including positive achievements, key incidents, 

lessons learnt and skills acquired 
2. describe how previous learning helped them in their work 
3. identify areas for own further development in order to enhance future employment 

opportunities. 
 
Explanation of criteria and examples of evidence 
For this criterion (5.1) the candidate needs to monitor own development and record experiences, 
including positive achievements, key incidents, lessons learnt and skills acquired.  
 
Evidence may be a work log or diary. 
 
For 5.2 the candidate needs to think about their previous learning in education, training or the 
workplace and describe how previous learning helped them in their work. 
 
For 5.3 the candidate needs to identify areas for own further development in order to enhance 
future employment opportunities. 
 
Evidence for 5.2 and 5.3 may be a candidate statement. 
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Unit 7546-588 Operating in a work environment 
How can this unit be delivered? 

The candidate must have access to the workplace for this unit. 
 
Potential resources  
This website might be useful: 
www.direct.gov.uk 
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Unit 7546-589 Oral presentation skills 
 

Level:  Level 2 
Credit value:  3 
UAN: Y/600/3726 
 
Unit aim 
This unit covers the skills of researching, preparing for, and delivering an oral presentation, taking 
into consideration the audience and handling questions effectively. It includes locating suitable 
information and preparing a plan, presenting material logically and in a structured way, using 
appropriate tone, register and pace, using supporting materials where appropriate, listening and 
responding to questions and evaluating own presentation. 
 
Learning outcomes 
There are five learning outcomes to this unit. The learner will be able to: 
1. Be able to source information for and plan a presentation 
2. Be able to deliver a structured presentation to an audience 
3. Be able to demonstrate an awareness of the audience 
4. Be able to handle questions effectively 
5. Understand the strengths and weaknesses of the presentation 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-589 Oral presentation skills 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Be able to source information for and plan a presentation 
The learner can: 
1. identify and locate different sources of information relevant to the topic of presentation 
2. prepare a plan and/or notes that reflect appropriate content and structure for the task. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to identify and locate at least two different sources of 
information relevant to the topic of presentation. Information may be sourced by using the internet 
and/or by reading books, leaflets and articles and/or from audio visual sources. 
 
For 1.2 the candidate needs to prepare a plan and/or notes that reflect appropriate content and 
structure for the task. 
 
Evidence for 1.1 and 1.2 is likely to be a plan and/or notes including details of sources identified and 
located. 
 

Outcome 2 Be able to deliver a structured presentation to an audience 
The learner can: 
1. introduce topic clearly 
2. present material logically, linking ideas together 
3. present an effective conclusion 
4. explain key concepts 
5. use appropriate evidence to support ideas, arguments and opinions presented. 
 
Explanation of criteria and examples of evidence 
For this criterion (2.1) the candidate needs to introduce the topic clearly so the audience can hear 
and understand. 
 
For 2.2 the candidate needs to structure the information in order to present the material logically, 
linking ideas together. 
 
For 2.3 the candidate needs to present an effective conclusion. An effective conclusion draws the 
presentation to a suitable close. This could be by summarising the points covered. 
 
For 2.4 the candidate needs to explain the key concepts to the audience. Key concepts are the 
main ideas.  
 
For 2.5 the candidate needs to use appropriate evidence to support ideas, arguments and opinions 
presented. Appropriate evidence may be data such as facts, statistics or images that support the 
presentation.  
 
Evidence for 2.1 to 2.5 should be an assessor observation or witness statement. 



 

276 Awards and Certificates in Employability and Personal Development (7546) 

Outcome 3 Be able to demonstrate an awareness of the audience 
The learner can: 
1. speak audibly, using tone and register appropriate to audience and level of formality 
2. adopt a suitable pace of speaking, and vary pace and tone to sustain audience interest 
3. make use of supporting materials, for example written or audio-visual aids, to illustrate key 

points where appropriate. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to speak audibly, using tone and register appropriate to 
audience and level of formality. 
 
For 3.2 the candidate needs to adopt a suitable pace of speaking, and vary pace and tone to sustain 
audience interest. 
 
For 3.3 the candidate needs to make use of supporting materials, for example written or audio-
visual aids, to illustrate key points where appropriate. 
 
Evidence for 3.1 to 3.3 should be an assessor observation or witness statement with details/copies 
of the supporting material. 
 

Outcome 4 Be able to handle questions effectively 
The learner can: 
1. listen attentively, and respond to, questions and points raised by the audience. 
 
Explanation of criteria and examples of evidence 
For this criterion (4.1) the candidate needs to listen attentively, and respond appropriately to, 
questions and points raised by the audience. 
 
Evidence for 4.1 should be an assessor observation or witness statement. 
 

Outcome 5 Understand the strengths and weaknesses of the 
presentation 

The learner can: 
1. describe strengths and weaknesses of own presentation 
2. identify areas for improvement in presentation skills. 
 
Explanation of criteria and examples of evidence 
For this criterion (5.1) the candidate needs to describe at least two strengths and at least two 
weaknesses of own presentation. 
 
For 5.2 the candidate needs to identify at least two areas for improvement in presentation skills. 
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Unit 7546-589 Oral presentation skills 
How can this unit be delivered? 

This unit may link with literacy and the requirements of the national standards for level 2 literacy eg 
Functional Skills, Core Skills, Essential Skills or Essential Skills Wales. 
 
Potential resources  
These websitesmight be useful: 
www.presentation-skills.org/ 
www.RealBusiness.co.uk/Presentation 
www.presentationmagazine.com/Essential_Presentation_skills 
www.timetomarket.co.uk/effective-presentation-skills-tips. 
 
 
 
 
 



 

278 Awards and Certificates in Employability and Personal Development (7546) 

Unit 7546-590 Personal money management 
 

Level:  Level 2 
Credit value:  1 
UAN: D/600/3727 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 406 Level 1 Managing personal finance 
• 433 Level 1 Managing own money 
• 506 Level 2 Managing personal finance. 

 
Unit aim 
This unit covers the skills of researching, preparing for, and delivering an oral presentation, taking 
into consideration the audience and handling questions effectively. It includes locating suitable 
information and preparing a plan, presenting material logically and in a structured way, using 
appropriate tone, register and pace, using supporting materials where appropriate, listening and 
responding to questions and evaluating own presentation. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand what is meant by income and expenditure 
2. Be able to record income and expenditure for a personal budget 
3. Understand the problems of coping on a limited budget 
4. Recognise different types of services that banks offer 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 8 hours should 
be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-590 Personal money management 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand what is meant by income and expenditure 
The learner can: 
1. identify items of personal income and expenditure 
2. describe how these may be affected by changing circumstances. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to identify at least one item of personal income, eg part-
time job, and three items of personal expenditure eg travel costs, food. 
 
Evidence for 1.1 may be a candidate statement. 
 
For this criterion (1.2) the candidate needs to describe how these may be affected by changing 
circumstances, eg loss of part-time job or acquiring a better paid job further away from home.  
 
Evidence for 1.2 may be a candidate statement. 
 

Outcome 2 Be able to record income and expenditure for a personal 
budget 

The learner can: 
1. record weekly and monthly income and expenditure in a clear format. 
 
Explanation of criteria and examples of evidence 
For this criterion (2.1) the candidate needs to record weekly and monthly income and expenditure 
in a clear format for at least one month. This should include a proportion of any annual costs. The 
candidate can produce a paper-based record or use ICT. The format can be given to the candidate. 
 
Evidence will be the record of income and expenditure. 
 

Outcome 3 Understand the problems of coping on a limited budget 
The learner can: 
1. identify the problems of living on a restricted budget 
2. describe the advantages and disadvantages of possessing credit, debit and charge cards. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to identify at least three of the problems of living on a 
restricted budget. 
 
Evidence may be a candidate statement. 
For 3.2 the candidate needs to describe at least one advantage and one disadvantage of 
possessing each of the following: 
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a) credit cards 
b) debit cards 
c) charge cards. 

 
Evidence may be a table. 
 

Outcome 4 Recognise different types of services that banks offer 
The learner can: 
1. identify the differences between, and uses of:  

a) current accounts; 
b) savings accounts; 
c) mortgage loans; 
d) other types of loans. 

 
Explanation of criteria and examples of evidence 
For 4.1 the candidate needs to identify both the differences between, and uses of each of the 
following:  

a) current account 
b) savings accounts 
c) mortgage loans 
d) other types of loans eg car finance. 

 
Evidence may be a candidate statement. 
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Unit 7546-590 Personal money management 
How can this unit be delivered? 

External speakers, eg from banks, building societies, Citizens Advice Bureau, could be invited to talk 
to the learners and explain aspects of personal money management. 
This unit may link with numeracy and the requirements of the national standards for level 2 
numeracy eg Functional Skills, Core Skills, Essential Skills or Essential Skills Wales. 
 
Potential resources  
These websites might be useful: 
www.moneymadeclear.fsa.gov.uk 
www.excellencegateway.org.uk/skillsforlife 
www.rwp.qia.oxi.net/embeddedlearning/ 
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Unit 7546-591 Personal presentation in the workplace 
 

Level:  Level 2 
Credit value:  1 
UAN: K/600/3729 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 302 Entry 3 Effective skills, qualities and attitudes for learning and work 
• 402 Level 1 Effective skills, qualities and attitudes for learning and work 
• 502 Level 2 Effective skills, qualities and attitudes for learning and work. 

 
Unit aim 
This unit deals with acceptable conventions for personal presentation in the workplace and the 
importance of first impressions. The unit covers the reasons for and benefits of dress and 
appearance conventions, and ways of creating positive impressions. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will be able to: 
1. Know conventions for personal presentation in the workplace 
2. Understand the value of first impressions 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 8 hours should 
be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-591 Personal presentation in the workplace 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Know conventions for personal presentation in the workplace 
The learner can: 
1. describe a range of dress and appearance conventions and their appropriateness for 

different work settings. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to describe a range of dress and appearance 
conventions and their appropriateness for different work settings. Candidates should consider at 
least three different work settings including one setting requiring personal protective equipment 
(PPE). 
 
Evidence for 1.1 may be a candidate statement. 
 

Outcome 2 Understand the value of first impressions 
The learner can: 
1. state why it is important to make a good first impression 
2. describe ways of creating a positive impression when meeting, speaking and writing to 

people for the first time. 
 
Explanation of criteria and examples of evidence 
For this criterion (2.1) the candidate needs to state why it is important to make a good first 
impression. 
 
Evidence may be a candidate statement. 
 
For 2.2 the candidate needs to describe at least three ways of creating a positive impression for 
each of these occasions: 

a) meeting people for the first time 
b) speaking to people, eg on the telephone, for the first time  
c) writing to people for the first time. 

 
Evidence may be a candidate statement. 
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Unit 7546-591 Personal presentation in the workplace 
How can this unit be delivered? 

External speakers such as employers could be invited to talk to the learners and explain aspects of 
personal presentation. 
This unit may link with literacy and the requirements of the national standards for level 2 literacy eg 
Functional Skills, Core Skills, Essential Skills or Essential Skills Wales. 
 
Potential resources  
These websites might be useful: 
www.conections-direct.com 
www.direct.gov.uk 
www.jobcentreplus.gov.uk 
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Unit 7546-592 Recognising prejudice and discrimination 
 

Level:  Level 2 
Credit value:  1 
UAN: H/600/3731 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 424 Level 1 Valuing equality and diversity. 
 
Unit aim 
This unit deals with acceptable conventions for personal presentation in the workplace and the 
importance of first impressions. The unit covers the reasons for and benefits of dress and 
appearance conventions, and ways of creating positive impressions. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will be able to: 
1. Know how stereotyping people can lead to discrimination 
2. Understand the impact of discrimination on individuals and society 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 8 hours should 
be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-592 Recognising prejudice and discrimination 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Know how stereotyping people can lead to discrimination 
The learner can: 
1. identify examples of stereotypes used in relation to race, gender, ability and sexuality and 

describe how they can and do lead to discrimination. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to identify at least one example of stereotyping, and 
describe how these can lead to discrimination for each of the following in society and the 
workplace:  

a) people of different race and ethnicity  
b) people who are male, female, transgender or transsexual 
c) people who have different sexual orientation (lesbian and gay, heterosexual and bisexual)  

 
Evidence could be provided in the form of a table, a statement, an assignment or a tutor devised 
project which covers the entire unit. 
 

Outcome 2 Understand the impact of discrimination on individuals and 
society 

The learner can: 
1. identify examples of discriminatory language and describe the effect of this language on 

individuals and society 
2. identify examples of discriminatory behaviour and describe the effect of this behaviour on 

individuals and society. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to identify at least three examples of discriminatory 
language which is unacceptable in content for example, language typically used in jest or in 
common use, which people of different race, gender, sexuality, ability, age, religious belief or 
ethnicity may find offensive. The candidate should describe the effect of this language upon 
individuals and the effect this has on society’s thoughts and ideas of other people. 
 
Evidence could be provided in the form of a table, a statement, an assignment or a tutor devised 
project which covers the entire unit. 
 
For 2.2 the candidate needs to identify at least three example of discriminatory behaviour they may 
have observed or researched. For each example they should describe the effect this has had on the 
individual and on society. 
 
Evidence could be provided in the form of a table, a statement, an assignment or a tutor devised 
project which covers the entire unit. 
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Unit 7546-592 Recognising prejudice and discrimination 
How can this unit be delivered? 

This unit can be delivered in a variety of contexts tailored to meet the needs of the candidate.  
Caution should be exercised in delivering the unit to maintain and promote and equality and 
diversity, especially in the delivery of 2.1 when the essence of language used should be discussed, 
rather than explicit content which could cause offence. 
 
Potential resources 
The Commission for Equality and Human Rights should be referred to for up to date legislation and 
guidance on the Equality Act 2010. 
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Unit 7546-593 Responsible work practice 
 

Level:  Level 2 
Credit value:  1 
UAN: M/600/3733 
 
Unit aim 
This unit addresses the fundamentals of punctuality, reliability, time management and motivation, 
and their importance in the workplace. It covers the impact of these behaviours on colleagues, 
teams and the organisation, and it includes strategies for maintaining punctuality and strategies 
that can be used to manage time and meet deadlines. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand the importance of motivation in the workplace 
2. Understand the importance of punctuality and reliability in the workplace 
3. Understand the importance of time management in the workplace 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 8 hours should 
be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-593 Responsible work practice 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand the importance of motivation in the workplace 
The learner can: 
1. describe at least three things that motivate people in the workplace 
2. explain the impact on a team/organisation of a lack of motivation on the part of individuals. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe three things that typically motivate 
people in the workplace. Motivation is about being inspired to complete the task. This will differ 
from person to person and their individual needs to motivate themselves. The candidate may use 
example/s from their own experience or give other examples to support the description.  
 
Evidence could be generated through discussion, a reflective account, a statement, a project or 
other tutor devised methods which may be assessed with the other learning outcomes. 
 
For 1.2 the candidate needs to explain how a lack of motivation can affect teams and the team 
members and the impact to the organisation as a whole in terms of finance, reputation and future 
prospects. 
 

Outcome 2 Understand the importance of punctuality and reliability in 
the workplace 

The learner can: 
1. describe why punctuality and reliability is important in the workplace 
2. describe strategies for maintaining punctuality. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe the importance of punctuality. This 
could be getting to work on time, being punctual during the working day when attending meetings 
and completing task/s on time. The candidate must understand the importance of being reliable, for 
example, dependable, trustworthy and responsible. 
 
For 2.2 the candidate needs to describe at least three examples of different strategies for 
maintaining punctuality, for example, when getting to work, attending meetings within the working 
day and completing work on time. The strategies could be those the candidate already uses or 
those that others may recommend. 
 

Outcome 3 Understand the importance of time management in the 
workplace 

The learner can: 
1. describe the advantages to self and others of managing own time effectively 
2. assess strengths and weaknesses in own time management 
3. describe strategies that can be used to manage time to deal with pressure and meet deadlines 
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4. identify at least three examples of time-wasting behaviour and describe how they can impact on 
others. 

 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to describe at least three advantages of managing 
their own time effectively to others, for example colleagues, managers, customers, organisation as 
a whole who will benefit.  
 
For 3.2 the candidate needs to assess their own strengths and weaknesses in managing time. The 
assessment should be honest and explanation should be given to accompany each strength and 
weakness.  
 
For 3.3 the candidate needs to describe at least two strategies to manage time effectively when 
dealing with pressure and at least two strategies to manage time when dealing with meeting 
deadlines. The candidate may give an example of how these strategies might work or work in 
practice. 
 
For 3.4 the candidate needs to identify three examples of time-wasting behaviours they have 
observed or displayed themselves.  For each aspect of time wasting identified the candidate should 
describe how it could impact on their own reputation, their colleagues, managers, customers, 
organisation as a whole. 
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Unit 7546-593 Responsible work practice 
How can this unit be delivered? 

This unit may be delivered in the workplace to support the candidate to understand their 
responsibilities to manage time, maintain motivation and meet deadline effectively. Evidence could 
be generated through discussion, a reflective account, statements, a project or other tutor devised 
methods which will inform the way the unit is delivered. 
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Unit 7546-594 Rights and responsibilities in the 
workplace 

 

Level:  Level 2 
Credit value:  2 
UAN: T/600/3734 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 304 Entry 3 Rights and responsibilities in the workplace 
• 342 Entry 3 Investigating rights and responsibilities at work 
• 371 Entry 3 Understanding conflict at work 
• 404 Level 1 Rights and responsibilities in the workplace 
•  451 Level 1 Investigating rights and responsibilities at work 
• 493 Level 1 Understanding conflict at work 
• 554 Level 2 Investigating rights and responsibilities at work 
• 601 Level 2 Dealing with conflict. 

 
Unit aim 
This unit deals with individual employment rights. It deals with the need for an organisation to have 
policies in place to comply with employment legislation, and the purpose of and need for a contract 
of employment. It addresses different types of organisational policies linked to legislation, and what 
constitutes a breach of contract for employer and employee. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will be able to: 
1. Understand the need for policies to comply with employment legislation 
2. Understand the purpose of and need for a contract of employment 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 16 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-594 Rights and responsibilities in the 
workplace 

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand the need for policies to comply with employment 
legislation 

The learner can: 
1. describe the function of at least four different policies that an organisation should have in 

place 
2. explain why it is important that these policies are implemented. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe the function of at least four different 
policies that an organisation should have in place, for example a Health and Safety Policy to define 
employer and employees roles and responsibilities and to ensure safe working practices.  
 
For 1.2 the candidate needs to explain why it is important that these policies are implemented for 
each of the four policies described in 1.1, eg organisations are required by law to ensure the health 
and safety of employees. 
 
Evidence for 1.1 and 1.2 may be an assessor or candidate statement. 
 

Outcome 2 Understand the purpose of and need for a contract of 
employment 

The learner can: 
1. explain the purpose of the main sections of a written contract of employment 
2. describe ways in which an employer may breach a contract of employment 
3. describe ways in which an employee may breach a contract of employment 
4. describe possible outcomes of a breach of contract. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to explain the purpose of the main sections of a 
written contract of employment. This includes the Principal Statement; and terms and conditions.  
 
For 2.2 the candidate needs to describe ways in which an employer may breach a contract of 
employment, eg the employer breaks one of the terms such as termination without giving proper 
notice. 
 
For 2.3 the candidate needs to describe ways in which an employee may breach a contract of 
employment eg by not working the agreed hours. 
 
For 2.4 the candidate needs to describe at least two possible outcomes of a breach of contract. 
 
Evidence for 2.1 to 2.4 may be an assessor or candidate statement. 
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Unit 7546-594 Rights and responsibilities in the 
workplace 

How can this unit be delivered? 

Potential resources  
These websites might be useful: 
www.direct.gov.uk 
www.acas.org.uk 
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Unit 7546-595 Solving problems in the workplace 
 

Level:  Level 2 
Credit value:  3 
UAN: F/600/3736 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 328 Entry 3 Dealing with problems in daily life 
• 343 Entry 3 Solving work-related problems 
• 428 Level 1 Dealing with problems in daily life 
• 452 Level 1 Solving work-related problems 
• 555 Level 2 Solving work-related problems. 

 
Unit aim 
This unit develops problem solving skills by looking at the types of problems found in the workplace, 
possible causes and the factors that influence solutions. It covers the exploration of potential 
solutions, and the implementation and evaluation of a chosen solution to a problem. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand the types of problems that may occur in a workplace 
2. Understand potential sources of advice and support to inform decision making 
3. Understand and apply the process of problem solving 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-595 Solving problems in the workplace 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand the types of problems that may occur in a 
workplace 

The learner can: 
1. describe a range of problems which may be encountered in the workplace and the different 

reasons for them 
2. identify the cause of a problem 
3. describe a range of factors which might influence/limit solutions to a problem. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to describe at least four different problems which may 
be encountered in the workplace and the different reasons for them, eg insufficient resources, 
equipment breakdown/failure.  
 
Evidence for 1.1 may be a candidate statement. 
 
For 1.2 the candidate needs to identify the cause of a given problem, eg faulty equipment. This 
must be a real work-based problem as the candidate needs to implement a solution in 3.2. 
 
For 1.3 the candidate needs to describe at least three of the factors which might influence/limit 
solutions to the problem identified in 1.2, eg time, resources. 
 
Evidence for 1.2 and 1.3 may be a candidate statement. 
 

Outcome 2 Understand potential sources of advice and support to inform 
decision making 

The learner can: 
1. discuss a problem with others and consider and assess other points of view to inform 

decision making 
2. use information from other sources to explore new and creative ways of problem solving. 
 
Explanation of criteria and examples of evidence 
For this criterion (2.1) the candidate needs to discuss the problem identified in 1.2 with others and 
consider and assess other points of view to inform decision making, eg others may have 
encountered same problem before. 
 
Evidence may be a candidate statement. 
 
For 2.2 the candidate needs to use information from other sources to explore new and creative 
ways of problem solving. This can include text based sources. 
 
Evidence may be notes or a candidate statement. 
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Outcome 3 Understand and apply the process of problem solving 
The learner can: 
1. assess potential solutions to a problem and make recommendations in discussion with 

others 
2. select and implement an agreed solution to a problem 
3. assess to what extent the action taken addressed the problem, describing what worked well 

and what could have been done differently. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to assess potential solutions to a problem and make 
recommendations in discussion with at least one other person. 
 
Evidence may be an assessor observation or witness statement. 
 
For 3.2 the candidate needs to select and implement an agreed solution to a problem. The solution 
must be agreed with an appropriate person eg a workplace supervisor. 
 
Evidence may be a diary, log of actions or a candidate statement. 
 
For 3.3 the candidate needs to assess to what extent the action taken addressed the problem. They 
must describe what worked well and what could have been done differently. 
 
Evidence may be a candidate statement. 
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Unit 7546-595 Solving problems in the workplace 
How can this unit be delivered? 

Assessors should ensure a suitable problem in the workplace is chosen. The candidate does not 
have to solve the problem although they must be able to implement the chosen solution so a case 
study is not acceptable. The problem should be complex enough to allow the candidate to evidence 
level 2 skills and is unlikely to be solved in a short period of time. 
 
Potential resources  
These websites might be useful: 
www.direct.gov.uk/en/Employment/Employees/index.htm 
www.worksmart.org.uk 
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Unit 7546-596 Meetings in the workplace 
 

Level:  Level 2 
Credit value:  2 
UAN: J/501/5148 
 
Unit aim 
This unit can be used to develop the skills and knowledge to participate effectively in meetings, and 
in preparation and follow up. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Prepare for meetings 
2. Participate in meetings 
3. Follow up on meetings 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 20 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-596 Meetings in the workplace 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Prepare for meetings 
The learner can: 
1. describe the types of meetings that relate to their work 
2. check arrangements and agenda items for meetings he/she is attending 
3. plan their own contribution to agenda items. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe at least two types of meeting that relate 
to their work. These might include team meetings, 1-to-1 meetings with their line manager, away-
days, union meetings. As well as listing the meeting types, the learner should be able to describe 
how these relate to their work. 
 
For 1.2 the candidate needs to check arrangements (eg location, time) and agenda items for at 
least two different workplace meetings that they are attending. The candidate needs to confirm that 
they have received and understood this information, although this may be evidenced through the 
process of planning their contribution to the meeting for 1.3. 
 
For 1.3 the candidate needs to plan how they will contribute to at least two agenda items (either 
within the same workplace meeting or at separate meetings). The plan should indicate the points 
the candidate wishes to raise during each agenda item, and might also include outcomes that they 
wish to see. This might involve producing a written plan, or alternatively this criterion could be 
evidenced by a ‘pre-meeting’ where the agenda is discussed prior to the meeting taking place. 
 

Outcome 2 Participate in meetings 
The learner can: 
1. make clear and relevant contributions at appropriate points in the meeting 
2. listen to others’ contributions and check understanding if necessary 
3. use a communication style appropriate to the purpose of the meeting. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to make at least two clear and relevant 
contributions at appropriate points during a meeting. These contributions may relate to the 
planning process undertaken for 1.3 or alternatively might be a reaction to another contribution 
during the meeting. The candidate’s intervention will normally have been observed, though may be 
evidenced further by minutes or notes/actions from the meeting. 
 
For 2.2 the candidate needs to demonstrate that they have listened to others’ contributions, and (if 
applicable) checked understanding. 
Examples of having listened to others will in many cases be evident from 2.1, though it not this will 
need to have been observed during the meeting. If an example of the candidate having checked 
understanding does not present naturally, the assessor could ask the candidate to describe what 
they would do if they did not understood what another participant had said. 



 

Awards and Certificates in Employability and Personal Development (7546) 301 

For 2.3 the candidate needs to use a style of communication (eg register, tone) appropriate to the 
meeting environment and to the purpose of the meeting. What this entails might depend on the 
purpose and format of the meeting, though it should include following appropriate meeting 
etiquette (eg turn-taking, following the agenda, deferring to the Chair). 
 

Outcome 3 Follow up on meetings 
The learner can: 
1. check minutes or records of meetings 
2. identify decisions that affect their own work 
3. act on decisions and action points appropriately. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to check minutes or records of at least two meetings 
they have attended. This should include checking for accuracy (eg that points made by the 
candidate have been recorded correctly) though might also involve identifying matters that could 
be raised at the following meeting. 
 
Evidence of this is likely to be gathered through a discussion with the candidate, though could also 
be demonstrated through contributions at a subsequent meeting. 
 
For 3.2 the candidate needs to identify decisions at one or more meetings that affect their own 
work. What this entails is likely to depend on the type of meeting and workplace, although the 
candidate should be able to connect business from the meeting to an aspect of their work. 
 
Evidence of this could be generated through discussion, or through notes made by the candidate or 
contributions during a meeting. 
 
For 3.3 the candidate needs to act appropriately on at least two decisions and at least two action 
points agreed at one or more meetings. The decisions may result in some kind of reactive change to 
the candidate’s work practice, whereas the action points might involve a more specific piece of 
work that the candidate could (if required) report back on at a subsequent meeting. 
This criterion is likely to be evidenced primarily through discussion, and is likely to overlap with 
evidence presented for 2.1, 2.2, 3.1 and/or 3.2. 
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Unit 7546-596 Meetings in the workplace 
How can this unit be delivered? 

This unit would normally be completed by learners that are in-work (or on a work placement). It 
could form part of a programme of career development or to enhance workplace communication. 
 
Resources 
These websites might be useful: 
www.workrelationships.co.uk/office-meetings.html 
www.worketiquette.co.uk/business-meeting-etiquette.html 
www.trainingzone.co.uk 
www.workplace-dynamics.co.uk 
www.chathamhouse.org.uk/about/chathamhouserule 
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Unit 7546-597 Business and customer awareness 
 

Level:  Level 2 
Credit value:  2 
UAN: T/502/3536 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 366 Entry 3 Work awareness 
• 489 Level 1 Business and customer awareness 

 
Unit aim 
This unit will introduce the learner to some of the key aspects of working life and some of the 
underpinning attitudes required for work.  
The unit is introduced in direct response to concerns about the lack of awareness in new recruits (at 
all levels) of how business works, customer needs and the world of work. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Be able to research local businesses and identify how they differ in purpose and customer base 
2. Understand the relationship between qualities and business and how this changes depending 

on the nature of the business 
3. Be able to source information on a local business and identify the qualities they are likely to look 

for in employees 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 12 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-597 Business and customer awareness 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to study local businesses and describe why different businesses may require different 
qualities. They describe the customer base of one local business and identify the qualities required 
by this business. 
 

Outcome 1 Be able to research local businesses and identify how they 
differ in purpose and customer base 

The learner can: 
1. collect information about 3 different local businesses, including one national business, from 

a given list of business types 
2. describe what each business is about, showing: 

a) what it does 
b) how it is owned 
c) the type of people it employs and the skills needed to work there 
d) the type of customer it has 

3. present their findings including their sourced material in a clear and appropriate way. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the candidate needs to collect information about three different local 
businesses, including one national business, from a given list of business types. The information 
may be collected in the form of leaflets or material published on the internet or by listening to a 
presentation by the business or talking to people. 
 
Evidence may be the printed material or a candidate statement. 
 
For 1.2 the candidate needs to describe what each business is about, showing 
a. what it does  
b. how it is owned  
c. the type of people it employs and the skills needed to work there  
d. the type of customer it has. 
 
For 1.3 the candidate needs to present their findings including their sourced material in a clear and 
appropriate way. The presentation could be an oral, written or electronic presentation. 
 
Evidence for 1.2 and 1.3 should be their presentation of findings. 
 

Outcome 2 Understand the relationship between qualities and business 
and how this changes depending on the nature of the 
business 

The learner can: 
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1. describe the types of qualities that employers expect in their staff giving a reason why it is 
important to have staff with the right qualities 

2. describe how the different types of business and organisations may require different 
qualities depending on their purpose and customers. 

 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe at least three of the types of qualities 
that employers expect in their staff and give a reason why it is important to have staff with the right 
qualities. 
 
For 2.2 the candidate needs to describe how the different types of business and organisations may 
require different qualities depending on their purpose and customers. 
 
Evidence for 2.1 and 2.2 may be a candidate statement. 
 

Outcome 3 Be able to source information on a local business and identify 
the qualities they are likely to look for in employees 

The learner can: 
1. determine the nature of an important local business by examining information collected on 

the business 
2. describe the business customer base 
3. Identify the qualities that the business will look for in its employees. 
4. present findings in a clear and appropriate way describing the businesses customer base. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the candidate needs to determine the nature of an important local business 
by examining information collected on the business. This may be one of the businesses identified in 
1.1. 
 
For 3.2 the candidate needs to describe the business customer base. Depending on the type of 
business chosen in 3.1 the customers may be individuals or other businesses and a description of 
either is acceptable.  
 
For 3.3 the candidate needs to identify at least five of the qualities that the business will look for in 
its employees. 
 
For 3.4 the candidate needs to present findings in a clear and appropriate way describing the 
businesses customer base. The presentation could be an oral, written or electronic presentation. 
 
Evidence for 3.1 to 3.4 should be their presentation of findings. 
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Unit 7546-597 Business and customer awareness 
How can this unit be delivered? 

External speakers such as employers could be invited to talk to the learners about employer 
expectations. 
 
Potential resources 
These websites might be useful 
www.direct.gov.uk 
jobcentrepus.gov.uk 
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Unit 7546-598 Understanding and coping with change 
 

Level:  Level 2 
Credit value:  1 
UAN: Y/502/3559 
 
Unit aim 
This unit will support the learner to identify why things can change at work and the different types of 
change. It will cover their own reactions to change and the reaction of others, mechanisms for 
coping with change, and how to help themselves and others in times of change. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will be able to: 
1. Understand why change can happen in the place of work and some of the positive and negative 

impacts 
2. Understand the reactions of others to change and how these reactions can be supported 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 6 hours should 
be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-598 Understanding and coping with change 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The candidate is 
expected to be able to describe positive and negative reactions to change and describe their own 
perceptions of change and its effects. 
 

Outcome 1 Understand why change can happen in the place of work and 
some of the positive and negative impacts 

The learner can: 
1. describe the types of change that could occur in a place of work and provide examples of each. 

The types of changes will include technology, staff and 2 other examples 
2. describe a positive and negative change associated with the 4 types of change identified above 
3. describe why changes can happen in the place of work. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe at least four different types of change 
that could occur in a place of work and provide examples of each. Two of the types of change will 
include technology and staff and two others. 
 
Evidence may be assessor or candidate statement. 
 
For 1.2 the candidate needs to describe a positive and a negative change associated with the 4 
types of change identified above in 1.1. 
 
Evidence may be assessor or candidate statement. 
 
For 1.3 the candidate needs to describe why changes can happen in the place of work, eg internal 
and external factors. 
 
Evidence may be assessor or candidate statement. 
 

Outcome 2 Understand the reactions of others to change and how these 
reactions can be supported 

The learner can: 
1. describe the types of reactions others may have to change and explain why they may have 

these reactions 
2. describe how they themselves perceive change giving an honest appraisal of any concerns they 

might have 
3. outline the types of support networks that exist to help people cope with change in the 

place of work and provide examples for at least 2. 
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Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to describe the types of reactions others may have 
to change and explain why they may have these reactions, eg emotional. 
 
Evidence may be assessor or candidate statement. 
 
For 2.2 the candidate needs to describe how they themselves perceive change, giving an honest 
appraisal of any concerns they might have. 
 
Evidence may be assessor or candidate statement. 
 
For 2.3 the candidate needs to outline the types of support networks that exist to help people cope 
with change in the place of work and provide examples for at least two of these types of networks. 
 
Evidence may be assessor or candidate statement. 
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Unit 7546-598 Understanding and coping with change 
How can this unit be delivered? 

Potential resources 
These websites might be useful: 
www.cvcl.co.uk/job-change.htm 
www.howtomanagechange.com 
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Unit 7546-599 Managing your time 
 

Level:  Level 2 
Credit value:  1 
UAN: F/502/3555 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 369 Entry 3 Managing your time 
• 491 Level 1 Managing your time. 

 
Unit aim 
This unit introduces the learner to time management. It covers developing a sense of responsibility 
and control when it comes to time, how to work autonomously and with appropriate people (e.g. 
supervisor) to identify priorities, how to identify when support might be needed and who to ask. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will be able to: 
1. Understand how time can be managed and know why time management is important 
2. Be able to plan their own work actively with some autonomy 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 6 hours should 
be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-599 Managing your time 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to plan, manage and reflect on task management at this level. 
 

Outcome 1 Understand how time can be managed and know why time 
management is important 

The learner can: 
1. describe the importance of time management and list 3 potential consequences of poor time 

management 
2. describe the techniques that are available to manage time. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe the importance of time management 
and list three potential  consequences of poor time management eg loss of profit, poor customer 
service, levels of client care, damage to continuous process manufacturing. 
 
For 1.2 the candidate needs to describe the techniques that are available to manage time.  This 
may include breaking tasks into smaller parts to work out the timings for each part of the complete 
task and/or ensuring the process is appropriate, practising areas of work that they find difficult to 
master eg foils for a hairdresser, silver service in a restaurant, file management, The candidate 
should give a full description of at least two techniques appropriate to their situation. 
 
Evidence for 1.1 and 1.2 may be a caddie statement. 
 

Outcome 2 Be able to plan their own work actively with some autonomy 
The learner can: 
1. plan a piece of work or learning that will involve some time management and show how they 

will manage their time effectively 
2. review their progress against suitable milestones they have identified 
3. recognise when support is needed and describe how they can work with an appropriate 

person to review their time management. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to plan a piece of work or learning that will involve 
some time management eg planning SMART targets related to their work showing how they will 
manage their time to complete this activity.  
Evidence may be a plan. 
 
For 2.2 the candidate needs to review how successful they were against the targets they set 
themselves, and highlight how the actual performance matches up to their plan. 
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For 2.3 the candidate needs to recognise the support they either needed or may need. They then 
need to be able to reflect on their time management and describe how they can work with an 
appropriate person. 
Evidence for 2.2and 2.3 may be a candidate statement or report of the activity they undertook.   
 
They should include all of the planning that took place with their manager, a review of how the 
activity was completed and a reflective account of the support they accessed or feel they should 
have accessed to make a success of the project. This should be countersigned by their manager and 
have some feedback from the manager/supervisor. 
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Unit 7546-600 Health, safety and security in the 
workplace 

 

Level:  Level 2 
Credit value:  1 
UAN: D/502/3580 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 346 Entry 3 Safe learning in the workplace 
• 370 Entry 3 Health and safety in places of work 
• 425 Level 1 Introduction to health and safety awareness in the workplace 
• 458 Level 1 Safe learning in the workplace 
• 492 Level 1 Being safe and healthy at work. 

 
Unit aim 
This unit introduces the learner to working safely and being healthy at work. The unit covers 
keeping a place of work safe and healthy for employees, working in a safe manner, and keeping 
healthy at work. It covers legislation and responsibilities for health and safety at work at an 
appropriate level for the work context. It will look at personal security and security of the place of 
work. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will be able to: 
1. Appreciate the role of health and safety legislation in keeping people safe in a work situation 
2. Understand how health and safety legislation impacts a particular place of work 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 6 hours should 
be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-600 Health, safety and security in the 
workplace 

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to recognise the management of health and safety in the work place. 
 

Outcome 1 Appreciate the role of health and safety legislation in keeping 
people safe in a work situation 

The learner can: 
1. describe why health and safety legislation is necessary 
2. describe giving examples, ways in which health and safety legislation materialises as 

practice in the place of work, looking at how a company can deal with its responsibilities 
through: 
a) company policies 
b) personnel 
c) training 
d) awareness raising. 

 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe why health and safety legislation is in 
place. The learner must have a good knowledge of Health &Safety legislation and may use some of 
the knowledge gained in a Level 2 Health & Safety Certificate for this unit. 
It could be helpful to access a safety officer who would have a wider knowledge of the reasoning for 
certain legislation. The learner should be allowed time to interview the safety officer at their 
placement to learn the impact on that organisation of Health & Safety legislation. 
 
For 1.2 the candidate needs to give a description for each example above. They may chose to 
produce this as a chart highlighting each area with the practices employed and the responsibilities 
for the management 
 

Outcome 2 Understand how health and safety legislation impacts a 
particular place of work 

The learner can: 
1. describe how one important local employer deals with its health and safety responsibilities 
2. describe what expectations the local employer has of its workers where health and safety is 

concerned 
3. demonstrate that they can behave appropriately and safely in a place of work. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to have access to the work placement manager 
responsible for Health & Safety enabling them to be able to describe of how the employer is 
managing the health and safety of their employees, members of the public and service users if 
appropriate. 
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For 2.2 the candidate needs to describe of what the employer expects of the employee and how 
they monitor that process. They should look at how this could be audited for Health & Safety 
management purposes 
 
For 2.3 the candidate needs to demonstrate putting their knowledge of safe working practices into 
action in their work place. 
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Unit 7546-600 Health, safety and security in the 
workplace 

How can this unit be delivered? 

Evidence must include a clear description of the need for health and safety legislation, examples of 
how the learner’s work placement see the legislation influencing their company policies, personnel, 
training and awareness raising.  There must also be evidence of assessor/supervisor statements 
regarding the safe working practices of the learner. 
 
Potential resources 
This website might be useful: 
www.hse.gov.uk 
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Unit 7546-601 Dealing with conflict 
 

Level:  Level 2 
Credit value:  1 
UAN: F/502/3569 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 304 Entry 3 Rights and responsibilities in the workplace 
• 371 Entry 3 Understanding conflict at work 
• 404 Level 1 Rights and responsibilities in the workplace 
• 493 Level 1 Understanding conflict at work 
• 594 Level 2 Rights and responsibilities in the workplace. 

 
Unit aim 
This unit introduces conflict in the place of work. It covers why conflict occurs and what can be done 
to prevent it. The unit also covers the rights of the employee and how they are protected. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand how conflicts can arise and how they are commonly resolved 
2. Understand what attitudes and behaviours help when dealing with conflict 
3. Understand employee rights in the place of work and recognise unacceptable behaviour 
 
Outcome definitions 
Employee rights in this unit refer to current and up to date legislation relating to employment.  In 
2010 new legislation was introduced (The Equality Act) which replaced all legislation relating to 
equality and diversity. 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 6 hours should 
be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-601 Dealing with conflict 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1? 
The assessment criteria for this level go beyond the requirements at Level 1. The candidate is 
expected to be able to understand in greater detail their rights within the workplace, their own 
codes of conduct and sources of information and advice, the types of unacceptable behaviour there 
is, the forms it takes, and how this may be prevented and de-escalated. 
 

Outcome 1 Understand how conflicts can arise and how they are 
commonly resolved 

The learner can: 
1. describe some of the common causes of conflict in the place of work 
2. describe 3 different approaches used to prevent conflict arising or escalating. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to describe at least three common causes of conflict 
in the workplace. The conflict may be minor incidents which cause disharmony, irritation, or 
difference of opinion that may occur with some frequently within the workplace. 
 
For 1.2 the candidate needs to describe three approaches (these may be personal, actions for 
colleagues to take or management responses). Using the common causes of conflict identified in 1.1 
the candidate should describe the steps to prevent the conflict happening and how the conflict 
should be managed to prevent it escalating. 
 

Outcome 2 Understand what attitudes and behaviours help when dealing 
with conflict 

The learner can: 
1. demonstrate behaviour and techniques that would help prevent or de-escalate conflict 

should it arise 
2. describe how language can play an important role in starting or resolving conflict. Look at 

the role of language in: 
a) emails 
b) conversation 
c) giving instructions 

3. describe some of the types of language an employee might encounter in the work place. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to demonstrate how they would be able to prevent 
or de-escalate conflict. This could be evidenced through the use of role-play, completion of a case 
study or a reflective account (which details how they dealt with conflict). 
 
For 2.2 the candidate needs to describe how language in emails, conversation and ‘giving 
instructions’ can start conflict or resolve conflict. Language can include positive and negative, 
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written and oral communication, (content, tone, message and the use of written symbols, such as 
exclamation marks). The candidate may give an example of each to support the description. 
 
For 2.3 the candidate needs to describe a range of positive or negative communication they may 
experience and the context in which this occurs. 
 

Outcome 3 Understand employee rights in the place of work and 
recognise unacceptable behaviour 

The learner can: 
1. describe what would constitute unacceptable behaviour and unacceptable language 
2. work with one employer’s code of conduct manual or similar document to create a summary of 

the behaviour and conduct expected 
3. collect appropriate information about the rights employees have in the place of work and 

summarise their findings. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to be able to describe what they believe is 
unacceptable behaviour and language in the workplace and clarify the reasons why they believe it is 
unacceptable.  Examples could support the descriptions given. 
 
For 3.2 the candidate needs to work with one employee’s code of conduct / manual or similar 
document (this could be a contract of employment which states the type of conduct expected). The 
tutor will be able to advise on the suitability of a document if guidance is required. If there is no 
employer’s code of conduct available for use, the candidate may be given a document typically 
given to employees.  To create a summary the candidate is not expected to copy the document 
verbatim rather they should give an overview of it in their own words.  
 
For 3.3 the candidate needs to collect appropriate information from a variety of sources such as on 
the internet from reputable sites such as ACAS and Business Link which are contain up to date 
information. The candidate should summarise the content of key information found in their own 
words and state where it is sourced. The information gathered should be appropriate (from 
reputable sources, related to law in the UK, and based on fact). 
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Unit 7546-601 Dealing with conflict 
How can this unit be delivered? 

This unit may be delivered to candidates in the workplace to enable then to evidence their skill and 
understanding of dealing with conflict. 
 
Potential resources 
Current legislation and guidance provided by the Commission for Equality and Human Rights. ACAS 
and Business Link. 
 
These websites might be useful: 
www.acas.org.uk 
www.smallbusiness.co.uk 
www.businesslink.gov.uk 
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Unit 7546-602 Presenting personal information 
effectively 

 

Level:  Level 2 
Credit value:  3 
UAN: D/502/2865 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 303 Entry 3 Career planning and making applications 
• 373 Entry 3 Presenting personal information effectively 
• 403 Level 1 Career planning and making applications 
• 495 Level 1 Presenting personal information effectively 
• 503 Level 2 Career planning and making applications. 

 
Unit aim 
This unit introduces conflict in the place of work. It covers why conflict occurs and what can be done 
to prevent it. The unit also covers the rights of the employee and how they are protected. 
 
Learning outcomes 
There are six learning outcomes to this unit. The learner will be able to: 
1. Understand how personal information is presented 
2. Be able to provide personal information in routine and non-routine telephone situations 
3. Be able to complete forms requiring personal information 
4. Be able to communicate qualifications, skills and experience 
5. Be able to communicate personal achievements 
6. Be able to reflect on skills in presenting personal information 
 
Outcome definitions 
The outcomes should be interpreted as requiring the relevant skills at Level 2 literacy. 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 25 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-602 Presenting personal information 
effectively 

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 
How does this unit go beyond the requirements at Level 1?  
The assessment criteria for this level go beyond the requirements at Level 1. The learner is expected 
to be able to assess the importance of personal information in routine and non-routine situations 
and explain why presenting personal information may be constrained. The candidate produces 
covering documentation and explains why presenting personal information effectively will be 
important throughout own working life. Communication should be at level 2 rather than Level 1 as 
defined by the relevant national standards. 
 

Outcome 1 Understand how personal information is presented 
The learner can: 
1. assess the importance of different types of personal information for routine and non-routine 

situations in life 
2. assess the importance of different types of personal information for routine and non-routine 

situations in work 
3. compare ways in which personal information is provided for situations in life and work 
4. explain why presentation of personal information might need to be constrained. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to assess the importance of at least four different 
types of personal information for life: two for routine and two for non-routine situations in life. 
 
For 1.2 the candidate needs to assess the importance of at least four different types of personal 
information for work: two for routine and two for non-routine situations in work. 
Evidence may be a candidate statement.  
 
For 1.3 the candidate needs to compare, with examples from 1.1 and 1.2, ways in which personal 
information is provided for situations in life and work. 
Evidence may be a candidate statement. 
 
For 1.4 the candidate needs to explain why presentation of personal information might need to be 
constrained. This may include data protection legislation, identity protection, personal safety. 
Evidence may be a candidate statement. 
 

Outcome 2 Be able to provide personal information in routine and non-
routine telephone situations 

The learner can: 
1. make or receive routine telephone calls, providing and clarifying personal information 
2. make or receive non-routine telephone calls, providing and clarifying personal information. 
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Explanation of criteria and examples of evidence 
For 2.1 the candidate needs to make or receive at least two routine telephone calls, providing and 
clarifying personal information. This can be in a real or simulated situation. 
Evidence may be an audio recording, assessor observation or witness statement. 
 
For 2.2 the candidate needs to make or receive at least two non-routine telephone calls, providing 
and clarifying personal information. This can be in a real or simulated situation. 
Evidence may be an audio recording, assessor observation or witness statement. 
 

Outcome 3 Be able to complete forms requiring personal information 
The learner can: 
1. complete forms for different purposes 
2. produce covering documentation to accompany forms. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to complete at least two forms for different 
purposes. The forms may have a paragraph of explanation or description eg a job application form, 
an accident report form, 
Evidence will be at least two completed forms. 
 
For 3.2 the candidate needs to produce covering documentation to accompany at least one of the 
forms, eg a covering letter to accompany a job application form.     
Evidence may be a covering letter or email. 
 

Outcome 4 Be able to communicate qualifications, skills and experience 
The learner can: 
1. produce a curriculum vitae (CV) 
2. produce covering documentation to accompany a CV. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to produce a curriculum vitae (CV).  
 
For 4.2 the candidate needs to produce covering documentation to accompany a CV, eg a letter or 
email. 
Evidence for 4.1 and 4.2 will be a CV and covering documentation. 
 

Outcome 5 Be able to communicate personal achievements 
The learner can: 
1. select evidence of personal achievements, based on quality and currency 
2. collate evidence of personal achievements for ease of use 
3. present evidence of personal achievements effectively. 
 
Explanation of criteria and examples of evidence 
For the first criterion (5.1) the candidate needs to select evidence of personal achievements, based 
on quality and currency. The candidate should select evidence, eg certificates, examples of work, 
witness statements, that is relevant to the application. 
 
For 5.2 the candidate needs to collate the evidence of personal achievements from 5.1 for ease of 
use, for example, to show someone at an interview for education, training or employment. 
For 5.3 the candidate needs to present evidence of personal achievements collated in 5.1. This may 
be communicated orally, eg as part of a real or simulated interview. 



 

Awards and Certificates in Employability and Personal Development (7546) 325 

Evidence will be an assessor observation or witness statement. 
 

Outcome 6 Be able to reflect on skills in presenting personal information 
The learner can: 
1. assess own written and verbal skills when presenting personal information 
2. describe ways to improve own written and verbal skills for future presentation of personal 

information 
3. explain why presenting personal information effectively will be important throughout own 

working life. 
 
Explanation of criteria and examples of evidence 
For the first criterion (6.1) the candidate needs to assess own written and verbal skills when 
presenting personal information as in 5.3. The candidate should suggest what is good and what 
needs to improve. 
 
For 6.2 the candidate needs to describe ways to improve own written and verbal skills for future 
presentation of personal information. 
 
For 6.3 the candidate needs to explain why presenting personal information effectively will be 
important throughout own working life. 
Evidence for 6.1 to 6.3 may be a candidate statement. 
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Unit 7546-602 Presenting personal information 
effectively 

How can this unit be delivered? 

This unit can link with delivery of Functional Skills, Essential Skills Wales, Essential Skill NI or Core 
Skills. 
 
Potential resources  
This website might be useful: 
www.bbc.co.uk/skillswise 
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Unit 7546-603 Participating in vocational tasters 
 

Level:  Level 2 
Credit value:  6 
UAN: F/600/3252 
 
This unit is barred with the following units. If taken together only the one with the highest credit 
value will count: 

• 309 Entry 3 Work-based experience 
• 409 Level 1 Work-based experience 
• 509 Level 2 Work-based experience. 

 
Unit aim 
This unit is about developing an understanding of different vocational areas by investigating job 
roles, participating in vocational tasters and reflecting on own skills and development needs within 
different vocational contexts. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand job roles in different vocational areas 
2. Use relevant skills, knowledge and personal qualities in different vocational contexts 
3. Understand health and safety requirements relevant to the vocational contexts 
4. Reflect on suitability for job role in chosen vocational contexts 
 
Outcome definitions 
It should be noted that for this unit the learner must have access to a range of vocational taster 
sessions at an appropriate level to match their learning. 
 
Evidence could be in the form of a candidate statement, report or presentation but must be 
accompanied by witness statements or assessor observations of the learner's performance in each 
vocational taster. 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 48 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills. 
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Unit 7546-603 Participating in vocational tasters 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand job roles in different vocational areas 
The learner can: 
1. describe two job roles in three different vocational areas 
2. assess the skills, knowledge and personal qualities required to perform one of the job roles 

from each of the three areas. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the candidate needs to have access to at least three different vocational 
areas. For each of the vocational areas they select they must describe two different job roles.  
These may be similar jobs but at different levels eg operative, supervisor. 
 
For 1.2 the candidate needs to select one of the job roles in each area and assess the skills and 
knowledge needed for the job role and the personal qualities that will be required.   
 
Evidence for 1.1 and 1.2 may be a candidate statement or three candidate statements. 
 

Outcome 2 Use relevant skills, knowledge and personal qualities in 
different vocational contexts 

The learner can: 
1. perform a given task in each of the vocational contexts using relevant skills 
2. demonstrate application of relevant knowledge in three vocational contexts 
3. describe how own personal qualities have been engaged in each vocational context. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the candidate needs to perform a given task in each of the vocational 
contexts using relevant skills. 
This may be over a period of time with this outcome being revisited on several occasions. During 
each taster the learner must complete the given task demonstrating their skills. This is a practical 
exercise and evidence must include a witness statement. 
 
For 2.2 the candidate needs to demonstrate their knowledge in each of the vocational areas they 
have selected.   
This is a practical exercise and evidence must include a witness statement. 
 
For 2.3 the candidate needs to reflect upon the vocational tasters and describe how own personal 
qualities have been engaged in each vocational context Note as the tasters may take place over a 
period of time it is essential that this task is completed after each taster experience. 
 
Evidence may be a candidate statement or three candidate statements. 

Outcome 3 Understand health and safety requirements relevant to the 
vocational contexts 
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The learner can: 
1. describe the health and safety issues relevant to three vocational contexts 
2. assess the risks associated with own role in each vocational context 
3. in each context, apply safe working procedures to minimise risks identified. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the candidate needs to describe health and safety issues that relate to 
each of their selected areas. 
 
For 3.2 the candidate needs to identify and assess the risks that are involved with the tasks they 
have been given to do at each vocational taster. They should identify at least two risks associated 
with their role in each of the three vocational tasters. 
 
Evidence for 3.1 and 3.2 may be a candidate statement or three candidate statements. 
 
For 3.3 the candidate needs to apply and demonstrate safe working practices in each of the three 
vocational taster experiences.   
This is a practical exercise and evidence must include a witness statement from each vocational 
taster. 
 

Outcome 4 Reflect on suitability for job role in chosen vocational 
contexts 

The learner can: 
1. assess own strengths and areas for development in each job role 
2. compare the job roles, commenting on the positive and negative aspects of each 
3. select and explain own choice of preferred job role. 
 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the candidate needs to reflect upon the experience and assess their 
personal strengths and development needs at the end of each vocational taster. They should 
identify two strengths and two development needs from each taster. 
 
Evidence may be three candidate statements. 
 
For 4.2 the candidate needs to review their experiences and compare the roles they undertook at 
each taster. For each of the three tasters they should comment on at least one positive and one 
negative aspect of the experience. 
 
For 4.3 the candidate needs to reflect upon the whole experience, select their preferred job role and 
vocational area and explain their choice giving at least three reasons. 
 
Evidence for 4.2 and 4.3 may be a candidate statement. 
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Unit 7546-603 Participating in vocational tasters 
How can this unit be delivered? 

Potential resources  
These websites might be useful: 
www.excellencegateway.org.uk 
www.sln.org.uk/1419/downloads/newsroom/14-
19%20vocational%20tasters%20lsn%202006%2007.pdf direct link to leaflet 
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Unit 7546-863 Understanding the importance of play 
 

Level:  Level 2 
Credit value:  3 
UAN: K/500/5650 
 
Unit aim 
This unit requires the learner to understand the role of play in the child’s development and how play 
activities can be planned for children at different levels of physical, social and emotional 
development. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Understand the role of play in a children’s development 
2. Recognise the purpose and potential of play activities for children at different levels of 

development. 
3. Understand the importance of an overall curriculum plan in relation to selection, layout and 

presentation of materials and equipment for children’s activities. 
4. Recognise and counteract ways in which gender and other forms of stereotyping can affect 

children’s participation in activities. 
 
Guided learning hours 
Although patterns of delivery are likely to vary considerably, it is recommended that 24 hours 
should be allocated for this unit. 
 
Details of the relationship between the unit and Personal, Learning and Thinking Skills 
(PLTS) 
This unit could relate to one or more of the areas of Personal, Learning and Thinking Skills.. 
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Unit 7546-863 Understanding the importance of play 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a candidate portfolio. 
 

Outcome 1 Understand the role of play in a children’s development 
The learner can: 
1. describe how play activities can encourage a child’s development.. 
 
 

Outcome 2 Recognise the purpose and potential of play activities for 
children at different levels of development. 

The learner can: 
1. give some examples of play activities suitable for different levels of development. 
 
 

Outcome 3 Understand the importance of an overall curriculum plan in 
relation to selection, layout and presentation of materials and 
equipment for children’s activities. 

The learner can: 
1. describe in his/her own words what is meant by curriculum. 
2. select a range of materials related to the overall curriculum plan and describe how these 

materials would be presented. 
 
 

Outcome 4 Recognise and counteract ways in which gender and other 
forms of stereotyping can affect children’s participation in 
activities 

The learner can: 
1. describe activities which could result in stereotypical play and suggest ways in which this 

could be avoided.. 
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Appendix 1  Glossary 
 

Agree  to reach a joint decision (with one or more person(s)) 
 
Analyse to study or examine a topic in detail, in order to discover more about it 
 
Annotation words/notes written on material (eg photographs or text) usually to 

personalise or clarify the material 
 
Assessor observation written evidence produced by the assessor to record what they have 

observed the candidate doing 
 
Attitude the way a person views something (NB learners do not have to 

distinguish between skills, qualities and attitudes) 
 
Candidate portfolio see ‘portfolio’ 
 
Candidate statement information provided by the candidate which can be hand written, 

typed or presented as a video or audio recording  
 
Choose select from a number of alternatives 
 
Decide reach a decision eg by considering options (these options may be 

suggested by the candidate or another person) 
 
Define say (orally or in writing) what the meaning of something, especially a 

word, is (eg defining a particular term) 
 
Demonstrate show how something should be done. This is evidence of performance. 
 
Describe give details, to say or write what someone or something is like 
 
Evaluate to judge or calculate the quality, importance, amount or value of 

something 
 
Explain to make something clear or easy to understand by describing or giving 

information about it  
 
Identify to recognise something (or someone) and say (or prove) what (or who) 

they are 
 
List to make a list of at least two items. This could be a written list produced 

by the candidate (eg hand written, using ICT, by highlighting or cutting 
and pasting from given source materials). Oral evidence could be 
recorded as an assessor observation, audio recording or a record of 
questioning. 
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Outline give a general explanation or description without detail 
 
Portfolio a collection of evidence which meets the assessment criteria. This can 

be paper based and/or stored electronically (ie e-portfolio). 
 
Qualities distinguishing characteristics or attributes; a feature of personality (NB 

learners do not have to distinguish between skills, qualities and 
attitudes) 

 
Range at least three  
 
Research find information eg from a variety of oral and/or written sources 
 
Skill special ability or expertise, often acquired through training (NB learners 

do not have to distinguish between skills, qualities and attitudes) 
 
State can be written or oral evidence. Evidence for oral contribution could be 

an assessor record of questioning. 
 
UAN Unit accreditation number 
 
Use to put something such as a tool or skill to a particular purpose 
 
Witness statement written evidence produced by someone other than the assessor to 

record what they have observed the candidate doing 
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Appendix 2 Work-based experience placement diary  
 

The work placement diary can be used as evidence towards unit 509 Work-based experience. 
Alternatively centres may wish to create their own diary template for this unit.  
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WORK-BASED EXPERIENCE PLACEMENT 
DIARY 

 (covers Level 2 assessment criteria 3.1, 3.2, 3.3, 3.4, 3.5, 3.6, 3.7, 4.1, 4.2 and 4.3) 

 
Name of candidate: 
 
Tutor:        Telephone number: 
 
Work-based experience/placement: 
 
 
 
Work/placement contact:     Telephone number: 
 
 
 
Date: 
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Use this page to record information about your work-based experience placement 

 
Name and address of work placement 
 
 
 
 
 
 
 
What service or product does your placement provide? 
 
 
 
 
 
 
 
What tasks will you be expected to do? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Start time:     Lunch break: 
 
Finish time: 
 
  
 
 
 
 
Do you need to take lunch with you or will you need to buy lunch? 
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Record your activities/experiences and achievements each day before you leave your 
work placement or when you get home  

 
Date Activity/experience and achievements 
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Date Activity/experience and achievements 
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Follow requirements during work-based experience 

 
Please comment on how you feel you met the following assessment criteria: 
 

Criteria 

I 

Comment 

How I met the criteria 

3.1 Attended suitable work-based 
experience for a minimum of 15 hours 

I attended from  

 

3.2 Dressed appropriately for the 
workplace 

 

 

3.3 Followed safe working practice 

 
 

 

3.4 Followed instructions to complete 
tasks to given standards and 
deadlines 

 

 

3.5 Interacted with other people in an 
appropriate manner 

 

 

3.6 Accepted feedback 

 
 

 

  

 
 
3.7 Describe the procedures for reporting progress or any concerns
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Work-based experience: provider comments 

 
Please comment on how the candidate met the following assessment criteria: 

Criteria 

The candidate  

Comment 

How the candidate met the criteria 

3.1 Attended work place for a  
minimum of 15 hours 

 

 

 

3.2 Dressed appropriately for the 
workplace 

 

 

 

 

3.3 Followed safe working practice 

 
 

 

 

3.4 Followed instructions to complete 
tasks to given standards and 
deadlines 

 

 

 

3.5 Interacted with other people in an 
appropriate manner 

 

 

 

 

3.6 Accepted feedback 

 
 

 

 

You may also wish to comment on 
the following areas: 

 

 

Contribution to teamwork  

 

 

Communication skills  
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Reliability 

 

 

 

Adaptability and flexibility 

 

 

 

Motivation and enthusiasm 

 

 

 

Commitment and professionalism 

 

 

 

Please add any general comments 

 

 

 

 

 

 

 

 

 

 

 
 

Signed: 

 

 

 

 

 

 

 

 

 

 

 
 

 

Position:                                             Date: 
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Review of work-based experience 

 
4.1 What did you do well? 
 
 
 
 
 
 
What could you have improved? 
 
 
 
 
 
 
What did you enjoy? 
 
 
 
 
 
 
4.2 What have you learned about yourself? 
 
 
 
 
 
 
What have you learned about the world of work? 
 
 
 
 
 
 
4.3 How, and to what extent, were your personal goals met?  
 
 
 
 
 
 
4.4 What are you going to do now? How are you going to build on this experience? 
 



 

 

Useful contacts 
 

Type Contact Query 

UK learners T: +44 (0)20 7294 2800 
E: learnersupport@cityandguilds.com 

• General qualification information 

International 
learners 

T: +44 (0)20 7294 2885 
F: +44 (0)20 7294 2413 
E: intcg@cityandguilds.com 

• General qualification information  

Centres T: +44 (0)20 7294 2787 
F: +44 (0)20 7294 2413 
E: centresupport@cityandguilds.com 

• Exam entries  

• Registrations/enrolment  

• Certificates  

• Invoices  

• Missing or late exam materials  

• Nominal roll reports  

• Results 

Single subject 
qualifications 

T: +44 (0)20 7294 8080 
F: +44 (0)20 7294 2413 
F: +44 (0)20 7294 2404 (BB forms) 
E: singlesubjects@cityandguilds.com 

• Exam entries  

• Results  

• Certification  

• Missing or late exam materials  

• Incorrect exam papers  

• Forms request (BB, results entry)  

• Exam date and time change 

International 
awards 

T: +44 (0)20 7294 2885 
F: +44 (0)20 7294 2413 
E: intops@cityandguilds.com 

• Results  

• Entries  

• Enrolments  

• Invoices  

• Missing or late exam materials  

• Nominal roll reports 

Walled Garden T: +44 (0)20 7294 2840 
F: +44 (0)20 7294 2405 
E: walledgarden@cityandguilds.com 

• Re-issue of password or username  

• Technical problems  

• Entries  

• Results  

• GOLA  

• Navigation  

• User/menu option problems 

Employer T: +44 (0)121 503 8993 
E: business_unit@cityandguilds.com 

• Employer solutions  

• Mapping  

• Accreditation  

• Development Skills  

• Consultancy 

Publications T: +44 (0)20 7294 2850 
F: +44 (0)20 7294 3387 

• Logbooks  

• Centre documents  

• Forms  

• Free literature 

If you have a complaint, or any suggestions for improvement about any of the services that City & Guilds 
provides, email: feedbackandcomplaints@cityandguilds.com  
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