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1 Introduction to this Units handbook  
 

City & Guilds offers these Awards in Employability and Personal Development – Preparing for 
Employment qualifications as part of its Employability and Personal Development qualifications 
group 7546. 
 
This Unit handbook contains the units needed to complete the Entry 3, Level 1 and Level 2 Awards.   
 
The Unit handbooks 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 
 

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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2 Qualification structure 
Rules of combination are used to define the structure of qualifications. The rules of combination 
specify the credits which must be achieved through a particular combination of units to gain a full 
qualification. 
 
This section provides information about the full qualifications which may be awarded to learners 
successfully completing the required combinations of units and/or credits as shown in the table 
below. 
 
City & Guilds Entry Level Award in Employability and Personal Development – Enterprise  
(Entry 3) (QCF) 
Learners must achieve a minimum of 4 credits from (308, 366, 368, 408, 489, 519-520, 560-562). A 
minimum of 3 credits must come from (308, 366, 368) plus 944 for certification. 
 
City & Guilds Level 1 Award in Employability and Personal Development – Enterprise (QCF) 
Learners must achieve a minimum of 4 credits from (308, 366, 368, 408, 489, 519-520, 560-562). A 
minimum of 3 credits must come from (408, 489). A maximum of 3 credits from (519-520, 560-562) 
plus 945 for certification. 
 
City & Guilds Level 2 Award in Employability and Personal Development - Enterprise (QCF) 
Learners must achieve a minimum of 4 credits from (308, 366, 368, 408, 489, 519-520, 560-562). A 
minimum of 3 credits must come from (519-520, 560-562) plus 946 for certification. 
 

Unit No. Units Level GLH Credit 
value 

Barred Units 

7546-308 Entry 3 Enterprise activity: 
producing products or services  

E3 20 3 560, 561,562 

7546-366 Entry 3 Work awareness E3 20 2 489 

7546-368 Entry 3 Prioritising tasks E3 10 1  

7546-408 Level 1 Enterprise activity: 
producing products or services  

L1 20 3 560, 561, 562 

7546-489 Level 1 Business and customer 
awareness 

L1 12 2 366 

7546-519 Level 2 Understanding the business 
environment  

L2 16 2  

7546-520 Level 2 Working for yourself  L2 18 2  

7546-560 Level 2 Planning an enterprise 
activity  

L2 10 1 308,408 

7546-561 Level 2 Running an enterprise 
activity 

L2 10 1 308,408 

7546-562 Level 2 Producing a product L2 10 1 308,408 
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 Unit 7546-308 Enterprise activity: producing products or 
services 

 

Level:  Entry 3 
Credit value:  3 
UAN: L/501/6947  
 
Unit aim 
The aim of this unit is to help the learner develop his/her enterprise skills by planning, costing, 
producing and advertising a product or service. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Plan an enterprise activity 
2. Be aware of the cost of producing the product or service and what price(s) to charge 
3. Produce a product or provide a service 
4. Produce a poster to advertise a product or service 
 
Outcome definitions 
An enterprise activity might include a group activity eg baking cakes, washing cars or an individual 
activity eg making cards, which often (but not always) raise funds for charity. 
    
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/L5016947.seo.aspx?OwnerRef=
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Unit 7546-308 Enterprise activity: producing products or 
services  

Assessment criteria and evidence requirements 

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

Outcome 1 Plan an enterprise activity 
The learner can:  
1. select a product or service to sell 
2. agree when and where to sell the product or service 
3. identify what needs to be done to produce the product or provide the service  
4. list who will do what (if this is a group activity) 
5. list the equipment and materials needed to produce the product or provide the service 
6. give examples of the possible health and safety hazards of the chosen activity. 

 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the learner needs to select a product or service to sell. Selecting the 
product or service to sell can be an individual or a group decision. The decision must be checked 
with the assessor/supervisor. 
 
For 1.2 the learner needs to agree when and where to sell the product or service. This may be in 
the workplace or place of learning eg a cake stall or elsewhere eg car washing. 
 
For 1.3 the learner needs to identify what needs to be done to produce the product or service eg 
tasks and deadlines.  
 
For 1.4 the learner needs to list who will do what (if this is a group activity). 
 
For 1.5 the learner needs to list the equipment and materials needed to make the product or 
provide the service eg baking equipment and ingredients for cakes, buckets and sponges for car 
washing. 
 
For 1.6 the learner needs to give examples of the possible health and safety hazards of the chosen 
activity eg when using an oven to bake cakes.  
 
Evidence for 1.1 to 1.6 may be a learner statement or an assessor record of discussion and/or 
questioning.   
 

Outcome 2 Be aware of the cost of producing the product or service and 
what price(s) to charge  

The learner can:  
1. agree the cost of producing the product or providing the service 
2. decide the price to charge for each product or each service 
3. work out the profit on one product or one service 
4. give an example of where to get the money to carry out this (or another) enterprise activity. 
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Explanation of criteria and examples of evidence 
For the first criterion (2.1) the learner needs to agree the cost of producing the product or 
providing the service (eg the cost of materials) with the assessor or supervisor.  
 
For 2.2 the learner needs to decide the price to charge for each product or service, for 
example, to ensure costs are covered, make a profit etc. 
 
For 2.3 the learner needs to work out the profit on one product or one service. 
 
For 2.4 the learner needs to give an example of where to get the money to carry out this activity, 
or another enterprise activity if no finance is needed for this one. 
  
Evidence for 2.1 to 2.4 may be a learner statement or an assessor record of discussion and/or 
questioning. 
 

Outcome 3 Produce a product or prepare a service 
The learner can: 
1. collect the materials needed to produce the product or provide the service 
2. produce the product or provide the service 
3. work safely 
4. make sure the product or service is safe. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the learner needs to collect the materials needed to produce the 
service or provide the service eg ingredients for baking cakes. Evidence may be a learner 
statement. 
 
For 3.2 the learner needs to produce the product or provide the service. Evidence may be an 
assessor record, an example of the product, photographs etc.  
 
For 3.3 the learner needs to work safely ie follow the organisation’s health and safety 
procedures and use Personal Protective Equipment (PPE) if appropriate. Evidence may be an 
assessor observation or a witness statement. 
 
For 3.4 the learner needs to make sure the product or service is safe. This should be confirmed 
with the assessor or supervisor. Evidence may be an assessor statement. 
 

Outcome 4 Produce a poster to advertise a product or service   
The learner can: 
1. design a suitable poster 
2. include relevant information 
3. produce a poster. 

 
Explanation of criteria and examples of evidence 
For the first criterion (4.1) the learner needs to design a suitable poster to advertise the product 
or service. 
 
For 4.2 the learner needs to include the relevant information on the poster eg what the 
product/service is, arrangements for sale (date, time).  
 
Evidence for 4.1 and 4.2 may be the poster itself or the design for the poster. 
 
For 4.3 the learner needs to produce a poster. Evidence for 4.3 should be the poster. 
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Unit 7546-308 Enterprise activity: producing products or 
services  

How can this unit be delivered? 

This unit, which is optional for the Entry 2, Entry 3 and Level 1 Awards and Certificates, focuses on 
producing products or services. This may be for fundraising purposes. 
 
The tutor/supervisor will need to ensure all aspects of the activity are safe and legal. 
 
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/  
 
 
 
 
 
 
 

http://www.excellenecegateway.org.uk/skills
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 Unit 7546-366 Work awareness 
 

Level:  Entry 3 
Credit value:  2 
UAN: K/502/4263 
 
Unit aim 
The aim of this unit is to introduce the learner to some of the key aspects of working life e.g. what it 
means to be an employee. The unit is introduced in direct response to CBI concerns about the lack 
of awareness in new recruits (at all levels) of how businesses and organisations work, customers 
needs, and the world of work. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Know about the types of employer that are found in their local area 
2. Understand some of the expectations employers have of employees 
3. Be able to relate employer expectations to their own activities 
 
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 7546-366 Work awareness 
Assessment criteria and evidence requirements 

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

Outcome 1 Know about the types of employer that are found in their 
local area 

The learner can: 
1. identify 3 types of employer in their local area and their main area of business covering the: 

a)  service sector 
b).  manufacturing sector 
c).  public and private sectors 

2. identify how one employer makes money or is funded. 
 
Explanation of criteria and examples of evidence 
For this criterion (1.1) the learner needs to identify three types of employer in their local area. For 
each employer they should state their main area of business. There should be an example from 
each of the following sectors: 

a) service sector 
b) manufacturing sector 
c) public and private sectors. 

 
For 1.2 the learner needs to choose one of the employers identified in 1.1 and identify how the 
employer makes money or is funded. 
 
Evidence for 1.1 and 1.2 may be a learner statement, a table or a poster. 
 

Outcome 2 Understand some of the expectations employers have of 
employees 

The learner can: 
1. list 2 expectations that employers would have of their employees 
2. give a reason why one of these expectations is important. 
 
Explanation of criteria and examples of evidence 
For this criterion (2.1) the learner needs to list at least two expectations that employers would have 
of their employees, eg timekeeping. 
 
Evidence may be a learner statement. 
 
For 2.2 the learner needs to give a reason why one of these expectations identified in 2.1 is 
important. 
 
Evidence for 2.1 and 2.2 may be a learner statement. 
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Outcome 3 Be able to relate employer expectations to their own 
activities 

The learner can: 
1. identify one activity they have undertaken that shows they could meet at least one employer 

expectation  
2. say why they meet the expectation. 
 
Explanation of criteria and examples of evidence 
For this criterion (3.1) the learner needs to identify one activity they have undertaken that shows 
they could meet at least one employer expectation. This could be at their place of learning, on work 
placement or a leisure activity. 
 
For 3.2 the learner needs to say why the activity identified in 3.1 shows they meet the employer’s 
expectation. 
 
Evidence for 3.1 and 3.2 may be a learner statement. 
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Unit 7546-366 Work 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 7546-368 Prioritising tasks 
 

Level:  Entry 3 
Credit value:  1 
UAN: A/502/4302 
 
Unit aim 
The aim of this unit is to introduce the learner to ways in which they can manage their work to 
ensure that tasks are completed on time and in an appropriate way. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Be able to recognise tasks that they need to complete at work 
2. Know how to prioritise tasks 
3. Be able complete straightforward work related tasks 
 
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 7546-368 Prioritising tasks 
Assessment criteria and evidence requirements 

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

Outcome 1 Be able to recognise tasks that they need to complete at 
work 

The learner can: 
1. identify the tasks they need to prioritise 
2. give a reason why these tasks are important to complete. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the learner needs to identify the tasks that need to be completed in 
order to prioritise. These tasks may be in their place of study, for example work that needs to be 
completed for an assignment, or in their home, for example cleaning tasks, washing, or in a work 
placement, for example tasks given to the learner by the supervisor. 
 
Evidence may be a ‘To do’ list. 
 
For 1.2 the learner needs to give a reason why they feel each of the tasks is important. 
 
Evidence may be a learner statement or annotated list. 
 

Outcome 2 Know how to prioritise tasks 
The learner can: 
1. use an appropriate method to prioritise the tasks they have identified 
2. list the tasks in order of priority 
3. give a reason for the order of priority. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the learner needs to use an appropriate method to work out the order 
they will complete them.  
 
For 2.2 the learner needs to list the tasks in order of priority. 
 
Evidence may be a learner statement or a copy of the list from 1.1 cut up into activities and placed in 
the order the learner feels they should be completed.  
 
For 2.3 the learner needs to give a reason for the order of priority. 
 
Evidence may be a learner statement or a record of their explanation to their assessor or 
supervisor. 
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Outcome 3 Be able complete straightforward work related tasks 
The learner can: 
1. use the priority list to carry out the tasks 
2. identify whether the tasks have been completed successfully. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the learner needs to use the priority list to carry out the tasks. 
 
Evidence should be an assessor observation or witness statement. 
 
For 3.2 the learner needs to identify whether the tasks have been completed successfully. 
 
Evidence may be a learner statement or review documentation. 
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Unit 7546-408 Enterprise activity: producing products or 
services  

 

Level:  Level 1 
Credit value:  3 
UAN: H/501/6890  
 
Unit aim 
The aim of this unit is to help the learner develop his/her enterprise skills by planning, costing, 
producing, promoting and selling a product or service. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will be able to: 
1. Plan an enterprise activity 
2. Cost and price the enterprise activity 
3. Make a product or produce a service 
4. Promote and sell a product or service 

 
Outcome definitions 
An enterprise activity might include a group activity (eg baking cakes, washing cars) or an individual 
activity (eg making cards) which often (but not always) raises funds for charity. 
    
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 7546-408 Enterprise activity: producing products or 
services  

Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a learner portfolio.  
 
How does this unit go beyond the requirements of Entry 3? 
The assessment criteria for this level go beyond the requirements at Entry 3. The learner is expected 
to: take responsibility for deciding on the product or service; identify what needs to be done, 
materials and equipment; research costs; find finance; promote and sell the product or service. 
 

Outcome 1 Plan an enterprise activity 
The learner can:  
1. decide what product or service to sell 
2. decide where and when to sell the product or service 
3. identify what needs to be done to produce the product or service 
4. list who will do what (if this is a group activity) 
5. identify the equipment and materials needed to make the product or provide the service 
6. identify the possible health and safety hazards of the chosen activity. 

 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the learner needs to decide what product or service to sell. Selecting the 
product or service to sell can be an individual or a group decision. The decision must be checked 
with the tutor/supervisor. 
 
For 1.2 the learner needs to decide where and when to sell the product or service. This may be in 
the workplace or place of learning eg a cake stall or elsewhere eg car washing.  
 
For 1.3 the learner needs to identify what needs to be done to produce the product or service eg 
tasks and deadlines.  
 
For 1.4 the learner needs to list who will do what (if this is a group activity). 
 
For 1.5 the learner needs to identify the equipment and materials needed to make the product or 
provide the service eg baking equipment and ingredients for cakes, buckets and sponges for car 
washing. 
 
For 1.6 the learner needs to identify the possible health and safety hazards of the chosen activity 
eg getting burned when using an oven to bake cakes. 
 
Evidence for 1.1 to 1.6 may be a learner statement or assessor record of discussion and/or 
questioning. 
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Outcome 2 Cost and price the enterprise activity 
The learner can:  
1. research the cost of making the product or providing the service 
2. decide the price to charge for each product or service 
3. work out the profit on one product or one service 
4. decide where to get the money to carry out this (or another) enterprise activity. 

  
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the learner needs to research the cost of making the product or 
providing the service eg cost of materials. 
 
For 2.2 the learner needs to decide the price to charge for each product or service eg to ensure 
costs are covered. 
 
For 2.3 the learner needs to work out the profit on one product or one service. 
 
For 2.4 the learner needs to decide where to get the money to carry out this activity, or another 
enterprise activity if no finance is needed for this activity. This will depend on individual 
circumstances and the size of the enterprise. 
 
Evidence for 2.1 to 2.4 may be a learner statement or assessor record of discussion and/or 
questioning. 
 

Outcome 3 Make a product or produce a service 
The learner can: 
1. obtain the materials needed to make the product or provide the service 
2. make the product or provide the service 
3. work safely 
4. make sure the product or service is safe. 

 
 

Explanation of criteria and examples of evidence 
For the first criterion (3.1) the learner needs to obtain the materials to make the product or 
provide the service eg ingredients for baking cakes. Evidence may be a learner statement. 
 
For 3.2 the learner needs to make the product or provide the service. Evidence may be an 
assessor record, an example of the product, photographs etc. 
 
For 3.3 the learner needs to work safely, ie follow organisation’s health and safety procedures 
and use Personal Protective Equipment (PPE) if appropriate. Evidence may be an assessor 
observation or a witness statement. 
 
For 3.4 the learner needs to make sure the product or service is safe. This should be confirmed 
with the tutor or supervisor. Evidence may be an assessor statement.  
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Outcome 4 Promote and sell a product or service  
The learner can: 
1. promote the product or service 
2. sell the product or service. 
 
Explanation of criteria and examples of evidence  
For the first criterion (4.1) the learner needs to promote the product or service eg advertise it. 
Evidence may be a poster, advertisement, flyer etc. 
 
For 4.2 the learner needs to sell the product. Selling activity should be agreed with the assessor or 
supervisor. Evidence may be an assessor observation or video. 
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Unit 7546-408 Enterprise activity: producing products or 
services  

How can this unit be delivered? 

This unit, which is optional for the Entry 3, Level 1 and Level 2 Awards and Certificates, focuses on 
producing goods or services. This may be for fund raising purposes. 
 
The tutor/supervisor will need to ensure all aspects of the activity are safe and legal. 
 
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/ 
 
 
 

http://www.excellenecegateway.org.uk/skills
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Unit 7546-489 Business and customer awareness 
 

Level:  Level 1 
Credit value:  2 
UAN: T/502/3584 
 
Unit aim 
This unit will introduce the learner to some of the key aspects of working life e.g. what it means to 
be an employee. The unit is introduced in direct response to CBI concerns about the lack of 
awareness in new recruits (at all levels) of how businesses and organisations work, customers 
needs, and the world of work. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1. Understand the different types of business and organisations, their purposes and customers in 

their area 
2. Understand why employers might require particular attitudes from their staff in different 

situations 
3. Be able to relate employer expectations to their own activities 
 
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 7546-489 Business and customer awareness 
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a learner portfolio. 
 
How does this unit go beyond the requirements of the level below? 
The assessment criteria for this level go beyond the requirements at Entry 3. The learner is expected 
to give examples of attitudes expected by employers and consider activities they have completed in 
order to identify at least two activities they have undertaken and the attitudes they have shown in 
these activities. 
 

Outcome 1 Understand the different types of business and organisations, 
their purposes and customers in their area 

The learner can: 
1. identify the main areas of business for 3 different types of organisations in their local area, at 

least one of which must be a national organisation 
2. identify the types of customer for one local and one national organisation identified. 
 
Explanation of criteria and examples of evidence 
For the first criterion (1.1) the learner needs to identify the main areas of business for one national 
organisation and two other types of organisations in their local area. 
 
For 1.2 the learner needs to identify the types of customer for one local and one national 
organisation identified in 1.1. 
 
Evidence for 1.1 and 1.2 may be a learner statement. 
 

Outcome 2 Understand why employers might require particular attitudes 
from their staff in different situations 

The learner can: 
1. give 2 examples of particular attitudes employers might require from their staff in different 

situations 
2. state why these attitudes are important to the employer and the business or organisation. 
 
Explanation of criteria and examples of evidence 
For the first criterion (2.1) the learner needs to give two examples of particular attitudes employers 
might require from their staff and state the different type of situation each attitude may be needed 
in. 
 
For 2.2 the learner needs to state why these attitudes identified in 2.1 are important to the 
employer and the business or organisation. 
 
Evidence for 2.1 and 2.2 may be a learner statement. 
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Outcome 3 Be able to relate employer expectations to their own 
activities 

The learner can: 
1. identify activities they have undertaken that would meet an employer’s expectations 
2. identify the attitudes they have shown within these activities. 
 
Explanation of criteria and examples of evidence 
For the first criterion (3.1) the learner needs to identify at least two activities they have undertaken 
that would meet an employer’s expectations. These activities could be at their place of learning, on 
work placement or leisure activities. 
 
For 3.2 the learner needs to identify at least three of the attitudes they have shown within these 
activities. 
 
Evidence for 3.1 and 3.2 may be a learner statement. 
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Unit 7546-489 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 7546-519 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 learner 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 learner 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 learner needs to define what is meant by the term ‘public sector’ and name some public 
sector organisations. 
 
For 1.3 the learner needs to define what is meant by the term ‘voluntary sector’ and name some 
voluntary sector organisations. 
 
For 1.4 the learner 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 learner 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 learner needs to describe the following business functions: 

a) Operations 
b) People  
c) Information 
d) Research and development 
e) Finance 
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For 2.2 the learner 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, learner 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 learner 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 learner 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 learner 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 learner 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 learner 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 learner needs to explain the relationship between supply and 
demand in the business environment. The learner might illustrate this with supply and demand 
graphs. 
 
For 4.2 the learner needs to describe the relationship between price and profit with reference to 
fixed and variable costs. 
  
For 4.3 the learner needs to identify at least two connections between markets and competition. 
 
Evidence for 4.1 to 4.3 may be a written assignment or learner 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=
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Unit 7546-520 Working for yourself  
Assessment criteria and evidence requirements 

How is this unit assessed? 
Assessment is by a learner 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 learner needs to define what is meant by self-employment 
 
For 1.2 the learner needs to explain the potential rewards of working for himself/herself eg 
challenge, control, flexibility, autonomy. 
 
For 1.3 the learner 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 learner 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 learner 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 learner needs to analyse own current skills eg related to those listed in 2.1. 
 
For 2.3 the learner 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 learner 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 learner needs to evaluate ways of funding own business eg loans, 
grants. 
 
For 3.2 the learner needs to list the main items of business expenditure eg stock, tools. 
 
For 3.3 the learner needs to explain what is meant by cash flow and why it is important.  
 
Evidence for 3.1 to 3.3 may be a learner 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 learner needs state the legal requirements in relation to tax and 
National insurance eg registering with HM Revenue & Customs, self assessment. 
 
For 4.2 the learner 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 learner 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 7546-560 Planning an enterprise activity 
 

Level:  Level 2 
Credit value:  1 
UAN: A/501/6300 
 
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 learner 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 learner 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 learner statement 
 
For 1.2 the learner needs to describe why people might want to buy their chosen product or 
service. The learner should consider the key aspects described in 1.1. 
 
Evidence for 1.2 is likely to be a learner 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 learner 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 learner 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 learner 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 
 
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 learner 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 learner 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 learner 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 learner needs to demonstrate selling the product or service eg 
advertising and promotional activities, setting up the location and selling the product or service. 
Learners 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 learner 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 learner 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 learner 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. Evidence may be a learner statement. 
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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 learner 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 learner 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 
 
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 learner 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 learner 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 learner 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 learner statement. 
 
For 2.2 the learner 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 learner 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 learner needs to produce the product or item and demonstrate how the 
planned levels of safety identified in 1.1 were met. Evidence may be an assessor observation or 
witness statement. 
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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 learner needs to describe how the plan for making the product or item affected the 
level of quality. For example, the learner may consider: the timelines, quality of resources, process 
used. 
 
Evidence may be a learner statement. 
 
For 4.2 the learner 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 learner 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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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 learner doing 
 
Attitude the way a person views something (NB learners do not have to distinguish 

between skills, qualities and attitudes) 
 
Learner portfolio see ‘portfolio’ 
 
Learner statement information provided by the learner 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 learner 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 learner (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. 

 
Outline  give a general explanation or description without detail 
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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 learner doing 

 
 

 
 
 
 
 
 



 

 

Useful contacts 
 

Type Contact Query 

UK learners T: +44 (0)844 543 0033 
E: learnersupport@cityandguilds.com 

• General qualification information 

International 
learners 

T: +44 (0)844 543 0033 
F: +44 (0)20 7294 2413 
E: intcg@cityandguilds.com 

• General qualification information  

Centres T: +44 (0)844 543 0000 
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)844 543 0000 
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)844 543 0000 
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)844 543 0000 
F: +44 (0)20 7294 2413 
E: walledgarden@cityandguilds.com 

• Re-issue of password or username  

• Technical problems  

• Entries  

• Results  

• E - assessment  

• 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)844 543 0000 
F: +44 (0)20 7294 2413 

• 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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