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1 About your candidate logbook
1.1 Contact details

Candidate name

Candidate enrolment no

Centre name

Centre number

Programme start date

Date of registration with City & Guilds

Keep a record of relevant contact details in the space provided below. You may find it helpful to make
a note of phone numbers and e-mail addresses here.

Your Assessor(s)

Your Internal
Quality Assurer

Quality
Assurance
Contact

City and Guilds Awards, Certificates and Diplomas in Employability (5546) 7



1.2 Introduction to the logbook

This logbook will help you complete the units in City & Guilds’ Awards, Certificates and Diplomas in
Employability Skills Level 1 Units (5546). It contains forms you can use to record your evidence of
what you have done.

There are 61 units in total available in this qualification. You should discuss and agree with your
assessor/tutor which of these units you are going to work towards. The units in this logbook are for
Level 1. Logbooks for Entry 2, Entry 3 and Level 2 units are available separately.

About City & Guilds

City & Guilds is your awarding body for this qualification. City & Guilds is the UK’s leading awarding
body for vocational qualifications.

Information about City & Guilds and our qualifications is available on our website
www.cityandguilds.com
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2 Units

City & Unit title GLH Credit
Guilds value
unit

401 Planning for progression 20 3
402 Managing personal finance 20 3
403 Work-based experience 15 3
404 Effective communication 13 2
405 Career planning and making applications 24 3
407 Interview skills 18 3
408 Searching for a job 20 2
409 Career progression 16 2
410 Keeping safe 26 3
411 Working as part of a team 25 3
412 Contribute to own healthy living 20 2
413 Safe learning in the workplace 23 4
414 Preparing for work 12 2
415 Building working relationships in the workplace 17 2
416 Rights, responsibilities and citizenship 20 3
417 Investigating rights and responsibilities at work 17 2
418 Candidate project 20 3
419 Enterprise activity — producing a product or service 23 3
420 Undertaking work placement 14 3
421 Community project 22 3
422 Self assessment and development 25 3
423 Recognise the benefits of having a work/life balance 9 2
424 Introduction to health and safety awareness in the workplace 18 2
425 Effective skills, qualities and attitudes for learning and work 14 2
426 Contributing to a team 20 3
427 Recognising employment opportunities 12 2
428 Business and customer awareness 7 1
429 Alternatives to paid work 11 2
430 Dealing with problems 10 1
431 Developing personal confidence 10 1
432 Understanding assertive behaviour 10 1
433 Coping with change 20 2
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434 Interpersonal relationships 14 2
435 Awareness of equality and diversity 17 2
436 Valuing equality and diversity 16 2
437 Understanding the language and culture of a community 26 3
438 Supporting others 22 3
439 Environmental awareness 12 2
440 Family relationships 10 1
441 Rights and responsibilities in the workplace 20 3
442 Introduction to alcohol awareness 30 3
443 Introduction to decision-making 9 1
Ll Introduction to drug awareness 12 2
445 Understanding crime and its effects 18 3
446 Using materials and equipment for a practical activity 10 1
448 Awareness of stress and stress management 30 3
449 Understanding conflict at work 6 1
450 Understanding personal finance for employment 12 2
451 Assertive living 27 3
454 Understanding child development 30 3
455 Understanding children’s social and emotional development 27 3
457 Understanding the physical and psychological needs of children 27 3
459 Using cooking skills in a domestic kitchen 27 3
460 Introduction to working with vulnerable adults 9 1
462 Applying for a job 16 2
476 Create a positive impression on customers 15 2
477 The customer service experience 15 2
480 Introduction to working in healthcare, adult care and child care 27 3
486 Introduction to customer service 16 2
488 Disclosure of information 12 1
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3  The assessment process

The following people at your centre will explain the assessment process and help you achieve your
unit(s).

The Assessor/Tutor

The assessor/tutor is the person you will have the most contact with as you work towards your unit(s).
You may have more than one assessor/tutor depending on which unit(s) you take or you may be
assessed by a person who is not your tutor.

The Internal Quality Assurer
The internal quality assurer maintains the quality of assessment within the centre.

The External Quality Assurer

The external quality assurer works for City & Guilds and helps to ensure that your centre meets the
required standards for quality and assessment.
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4  Using your logbook

Recording forms

This logbook contains all of the forms you and your assessor will need to plan, review and organise
your evidence. Your assessor will be able to help you decide which forms you need to complete and
help you fill them in.

Please photocopy these forms as required.

City and Guilds Awards, Certificates and Diplomas in Employability (5546)
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5  Candidate progress record

Awards, Certificates and Diplomas in Employability Skills
Level 12 Units (5546)

Unit no

Credits

Total Credits Achieved:

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this qualification with the evidence
listed. Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 401 Planning for progression
3 credits

This unit is barred with the following units:
e 201 Entry 2 Planning for progression
e 301 Entry 3 Planning for progression
e 501 Level 2 Career planning and making applications.

1. Understand own study or training programme

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.2 define what you aim to achieve by the end of the study or training programme

1.2 describe what you need to do in order to follow the programme

1.3 identify the centre rules and regulations that affect you as a learner.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Know the facilities and services provided in the place of study or training

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 describe the facilities provided in the place of study or training

2.2 outline the support available for learners.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

City and Guilds Awards, Certificates and Diplomas in Employability (5546)
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3. Recognise personal strengths (skills, qualities and attitudes) needed for learning and work

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

study and work

3.1 identify positive qualities and attitudes needed for

3.2 outline your own personal strengths

you feel confident doing.

3.3 give an example of something related to learning
and work that you felt good about and something

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

4. Action plan for self improvement

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

4.2 identify areas forimprovement

4.2 identify realistic targets

4.3 prepare an action plan or contract to meet targets

4.4 identify arrangements for reviewing progress.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

City and Guilds Awards, Certificates and Diplomas in Employability (5546)
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Unit 401 Planning for progression Cit
Declaration Guﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 402 Managing personal finance

3 credits

This unit is barred with the following units:
e 202 Entry 2 Personal finance
e 302 Entry 3 Personal finance
e 518 Level 2 Managing personal finance

1. Understand sources of income and outgoings

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 identify sources of income

1.2 give examples of how money can be received

1.3 identify a range of outgoings

1.4 give examples of how payments can be made.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Know how to reduce expenditure

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 identify the problems which may occur if expenditure is greater than income

2.2 describe ways of reducing expenditure.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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3. Understand how to plan a personal budget

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.2 list own sources of income

3.2 list own sources of outgoings
3.3 produce a personal budget plan
3.4 review personal budget plan.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

4. Beable to recognise the products provided by financial institutions

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

4.2 identify financial institutions

4.2 identify products offered by financial institutions.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

5. Understand the advantages and disadvantages of borrowing money

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

5.1 describe the advantages of borrowing

5.2 describe the disadvantages of borrowing.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

6. Understand how to obtain help with managing own money

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

6.1 identify organisations that can help with money problems.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

City and Guilds Awards, Certificates and Diplomas in Employability (5546)

18




Unit 402 Managing personal finance Cit
Declaration Guﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 403 Work-based experience
3 credits

1. Be able to prepare for his/her work experience

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.1 suggest options for or agree suitable work
experience

1.2 apply or prepare for work experience

1.3 state how this work experience relates to his/her
employment and/or learning goals.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Beable to plan a journey to work

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

2.1 find out relevant bus or train times (or the times of
another type of public transport)

2.2 decide which bus or train (or other public transport)
to catch

2.3 work out the time he/she needs to leave home in
order to arrive at a suitable time.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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3. Be able to follow requirements during the work experience

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

3.1 attend suitable work experience for a minimum of
fifteen hours

3.2 dress appropriately

3.3 follow safe working practice

3.4 follow instructions to complete tasks

3.5 speakto other peoplein a suitable manner.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

4. Be able to complete a work experience review

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

4.1 identify what went well

4.2 describe what he/she has learned about
himself/herself

4.3 explain how he/she is going to build on this
experience.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 403 Work-based experience i
Declaration g;ﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 404 Effective communication

2 credits

This unit is barred with the following units:
e 304 Entry 3 Effective communication
e 315 Entry 3 Effective written communication for the workplace
e 322 Entry 3 Effective speaking for the workplace
e 504 Level 2 Communicating with others in the workplace

1. Understand why effective communication is important

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 state the importance of effective verbal communication

1.2 give examples of appropriate and inappropriate verbal communication

1.3 state the importance of effective non-verbal communication

1.4 give examples of appropriate and inappropriate non-verbal communication.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand the importance of positive and appropriate behavior

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 give examples of positive and appropriate behaviour

2.2 give examples of situations when positive and appropriate behaviour are

important.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Understand the importance of feedback

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 give an example of using positive feedback
3.2 give an example of using negative feedback
3.3 state the importance of constructive feedback.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

City and Guilds Awards, Certificates and Diplomas in Employability (5546)
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Unit 404 Effective communication City&F
Declaration i
Guilds

| confirm that the evidence listed above was my own work and was carried out under the conditions
and context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 4o5 Career planning and making applications
3 credits

This unit is barred with the following units:
e 206 Entry 2 Applying for a job
e 306 Entry 3 Applying for a job
e 462 Level 1 Applying for ajob
e 1501 Level 2 Career planning and making applications
e 506 Level 2 Applying for a job

1. Beable to choose a suitable career pathway

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.1 list sources of careers advice and guidance

1.2 research career options

1.3 agree asuitable career pathway.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Be able to identify a suitable job, training programme or course

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

2.1 list sources of information for job vacancies, training
programmes or courses

2.2 find a suitable job vacancy, training programme or
course.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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3. Understand how to prepare a Curriculum Vitae

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 identify own skills, qualities, experience and qualifications

3.2 drafta Curriculum Vitae.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

4. Understand how candidates are selected for interview

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

4.1 describe how candidates are selected for an interview for a job, training
programme or course.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

5. Beable to apply for a job, training placement or course

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

5.1 obtain an application form and/or job details

5.2 complete the application.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

6. Understand the interview process

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

6.1 list what needs to be considered in preparation for the interview

6.2 observe ortake partin areal or simulated interview

6.3 give examples of effective and ineffective interview practice.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 405 Career planning and making City&F

applications

Declaration GU“dS

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 407 Interview skills

3 credits

This unit is barred with the following unit:

e 307 Entry 3 Interview skills

1. Know how to prepare for an interview

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1

research:

the company

its values

its impact on the community

the jobrole

1.2

prepare answers to a given set of questions that are likely to be asked in the
interview

1.3 prepare questions to ask in the interview based on research

1.4 describe different interview techniques

1.5 describe how to seek clarity from the interviewer about questions asked

1.6 collate any documents that may be asked for at interview

1.7 describe the route and means of transport to take to attend the interview on

time.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Beable to present and perform well at an interview

Assessment criteria (Performance) Evidence date
The learner can: Portfolio reference
2.1 dress appropriately and display good personal

hygiene for the interview

2.2 Uuse appropriate means of non-verbal
communication such as body language and facial
expressions during the interview

2.3 take partina group interview activity

2.4 give clear, straightforward answers to the questions
asked

2.5 prepare ashort presentation for use at an interview.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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3. Be able to review own performance at an interview

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

3.1 describe aspects of the interview that went well

3.2 describe one aspect of the interview that did not go
well

3.3 plan actions to improve performance at future
interviews.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 407 Interview skills i
Declaration g;ﬁgg

| confirm that the listed above is my own work and was carried out under the conditions and context
specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:

City and Guilds Awards, Certificates and Diplomas in Employability (5546) 30



Unit 408 Searching for a job

2 credits

This unit is barred with the following unit:

308 Entry 3 Searching for a job

1. Be able to research job opportunities

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

1.1 describe different resources available to find out
about job information

1.2 describe the roles and functions of organisations
providing employment services

1.3 use resources to research job opportunities

1.4 describe how to sign up to different organisations’

job alert systems.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Be able to identify suitable job vacancies

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

2.1 list the key elements of job adverts
2.2 extract relevant information from job adverts
2.3 match personal skills and requirements to job

vacancies.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 408 Searching for a job i
Declaration g;ﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 409 Career progression
2 credits

1. Understand the importance of career progression

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 explain the importance of career progression.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand information, advice and guidance available for career progression

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 identify sources of career progression information, advice and guidance

2.2 identify different career, course and training options from available sources of
information, advice and guidance.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Understand skills and qualities needed to progress a career

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 list transferable skills, qualities and experience required to develop a career

3.2 review own transferable skills, qualities and experience

3.3 identify areas of work or study that might be best suited to own transferable
skills, qualities or experience.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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4. Be able to plan for career progression

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

4.1 identify short-term goals that will help with career
progression

4.2 develop a career progression plan.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 409 Career progression i
Declaration g;ﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 410 Keeping safe
3 credits

1. Understand different types of risk to personal safety

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 identify areas of risk in social situations

1.2 ldentify risks associated with alcohol

1.3 identify risks associated with drugs

1.4 identify risks associated with sexual activity

1.5 state risks involved when using social media

1.6 staterisks involved when using the Internet.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand ways of minimising risks to personal safety

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 identify ways to minimise risks to different groups

2.2 identify ways to minimise risks in social situations

2.3 identify ways to keep identity and personal information safe.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Know sources of support

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 identify different types of support available

3.2 identify the situations when support is needed

3.3 identify the different ways of accessing support

3.4 explain the benefits of seeking support.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 410 Keeping safe i
Declaration g;ﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:

City and Guilds Awards, Certificates and Diplomas in Employability (5546) 37



Unit 411 Working as part of a team
3 credits

This unit is barred with the following units:
e 311 Entry 3 Working as part of a team
e 426 Level1 Contributing to a team

1. Understand why effective teamwork is important

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 describe what makes an effective team

1.2 describe benefits of effective teamwork.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand team values and goals

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 list different types of team

2.2 identify the values and goals of a team

2.3 describe ways in which team members can work together effectively

2.4 describe a method of avoiding conflict within a team

2.5 identify methods of making team decisions.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Understand the roles people may take in a team

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 give examples of different roles

3.2 identify the impact these roles have on the way a team works

3.3 identify the impact these roles have on members of the team.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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4. Understand how to achieve a team goal

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

4.1 describe the overall goal of the team

4.2 prepare aplan to achieve a team goal

4.3 describe own role in achieving the goal

4.4 describe othersrole in achieving the goal

4.5 list activities, milestones and timelines

4.6 identify the support and resources needed to help work towards the goal.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

5. Be able toimplement and review the plan

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

5.1 follow plan and review progress at regular intervals

5.2 suggestimprovements and amendments to the
plan.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

6. Be able to reflect on the effectiveness of the plan

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

6.1 reflect on the overall effectiveness of the plan in
helping to achieve the agreed goal

6.2 describe what went well and what did not go well.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 411 Working as part of a team i
Declaration g;ﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 412 Contribute to own healthy living

2 credits

This unit is barred with the following units:

e 312 Entry 3 Healthy living
e 514 Level 2 Healthy living

1. Understand the importance of leading a healthy lifestyle

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 describe the key elements of a healthy lifestyle

1.2 explain why a healthy lifestyle is important.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Describe how they contribute to own healthy lifestyle

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

healthy lifestyle.

2.1 selectand carry out activities which contribute to a

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Review the activities undertaken to maintain a healthy lifestyle

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

3.1 carry out a review of their activities

3.2 describe what went well and areas for improvement

lifestyle

3.3 describe how the activities have improved their

healthy lifestyle.

3.4 suggest further activities which could contribute to a

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 412 Contribute to own healthy living Clty&F
Declaration GU'IdS

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 413 Safe learning in the workplace
4 credits

This unit is barred with the following unit:
e 314 Entry 3 Safe learning in the workplace

1. Understand health and safety legislation for the workplace

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 explain why health and safety legislation is important in the workplace

1.2 identify the health and safety laws that apply to different workplaces.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand risks and hazards in the workplace

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 define the term hazard in the workplace

2.2 define the termrisk in the workplace

2.3 identify examples of hazards in different workplaces

2.4 identify examples of risks in different workplaces.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Know how to reduce risk in the workplace

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 describe how aspects of personal behaviour can reduce risk in the workplace

3.2 describe aspects of different workplace environments which could cause harm

3.3 state the importance of using personal protective equipment (PPE) in the
workplace

3.4 state why risk assessment is important in reducing risk in the workplace.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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4. Beableto carry out arisk assessment

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

4.1 list possible risks and hazards in a specific workplace

4.2 carry out a risk assessment

4.3 describe the procedures for reporting risks and
hazards in the workplace.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

5. Know what responsibilities people have for safety in the workplace

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

5.1 describe the responsibilities of a health and safety representative in the
workplace

5.2 identify the benefits of having nominated first aiders in the workplace

5.3 describe inappropriate and unsafe behaviour in the workplace

5.4 detail the steps to be followed in the case of:

fire

accident

emergency.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 413 Safe learning in the workplace Cit
Declaration Guﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 414 Preparing for work
2 credits

1. Be able to recognise personal skills and qualities needed for work

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.1 describe personal skills, qualities and achievements

1.2 describe personal skills and qualities which
employers may look for.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Know how to find out about a range of jobs

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 identify where to look for potential jobs

2.2 select a potential job.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Understand the need to develop own skills

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 identify personal skills and qualities to be developed in preparation for a
potential job.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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4. Know the information required by potential employers

Assessment criteria (Knowledge) Portfolio
The learner can: reference

4.1 identify information needed for work.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 414 Preparing for work i
Declaration g;ﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:

City and Guilds Awards, Certificates and Diplomas in Employability (5546) 48



Unit 415 Building working relationships in the workplace

2 credits

1. Understand why it is important to interact positively with people in the workplace

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 give examples of different people an employee needs to interact positively

with in the workplace

1.2 explain why an employee needs to interact positively with colleagues

1.3 explain why an employee needs to interact positively with visitors to the

workplace.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand the meaning of the term diversity

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 state whatis meant by the term diversity

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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3. Beable to interact productively with people in the workplace

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

3.1 use appropriate language and tone when
communicating with people in the workplace

3.2 perform own role to agreed expectations

3.3 seek help and guidance when appropriate

3.4 seekfeedback

3.5 develop a plan forimprovement based on feedback
received

3.6 implement improvement plan

3.7 review improvement plan.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 415 Building working relationships in the Cit &g
workplace y

Declaration GU“dS

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 416 Rights, responsibilities and citizenship
3 credits

This unit is barred with the following units:
e 317 Entry 3 Rights, responsibilities and citizenship
e 318 Entry 3 Investigating rights and responsibilities at work
e 417 Level1Investigating rights and responsibilities at work
e 441 Level 1Rights and responsibilities in the workplace

1. Understand individual rights and responsibilities

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 state the differences between an individual's rights and responsibilities

1.2 give examples of barriers which may prevent the exercise of individual rights

1.3 identify sources of support and information about rights and responsibilities

1.4 state how sources of support and information can help with understanding
rights and responsibilities

1.5 state why an individual has a responsibility to others.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand rights and responsibilities of a citizen

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 describe a citizen’s rights and responsibilities as a:

consumer

member of a local community

member of society

2.2 explain how a citizen’s rights are protected.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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3. Understand aspects of rules and laws

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 state different types of laws

3.2 state different types of rules

3.3 state the difference between laws and rules

3.4 state why society needs laws and rules.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

4. Know different types of elections

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

4.2 describe different electoral systems

4.2 state why itis important to vote

4.3 identify when an individual is eligible to vote.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 416 Rights, responsibilities and citizenship City&F
Declaration Gu“ds

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 417 Investigating rights and responsibilities at \nCity&
2 credits Guilds

This unit is barred with the following units:
e 317 Entry 3 Rights, responsibilities and citizenship
e 318 Entry 3 Investigating rights and responsibilities at work
e 416 Level 1 Rights, responsibilities and citizenship
e 441 Level 1Rights and responsibilities in the workplace

1. Understand rights and responsibilities in the workplace

Assessment criteria (Knowledge) Portfolio
The learner can: reference

1.2 explain the difference between rights and responsibilities

1.2 give examples of employee rights in the workplace

1.3 give examples of employee responsibilities in the workplace

1.4 give examples of employer responsibilities in the workplace

1.5 explain why the rights of others should be respected

1.6 describe how to access sources of help within the workplace.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Know laws that can protect the rights of employees

Assessment criteria (Knowledge) Portfolio
The learner can: reference

2.1 identify laws that can protect employees

2.2 identify laws that can protect employers

2.3 describe employer responsibilities with reference to

fulfilling employment law

health and safety

human rights

equal opportunities.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

Unit 417 Investigating rights and responsibilities at work
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Declaration

| confirm that the evidence listed above is my own work and was carried out under the conditions and

context specified in the standards.

Candidate Name:

Candidate Signature:

Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:

Date:

IQAs Name:

IQAs Signature:

Date:
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Unit 418
3 credits

Candidate project

This unit is barred with the following units:
e 319 Entry 3 Candidate project

e 1505 Level 2 Candidate project for learning and work

1. Plan a project (activity or piece of research)

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

1.1 agree asuitable project

1.2 list the stages involved in the project

1.3 suggest a timescale for the activities

1.4 agree the plan with a suitable person.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Carry out a project

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

2.1 follow the project plan

2.2 review progress with a suitable person
2.3 amend the project plan if necessary
2.4 complete the project.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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3. Evaluate the project

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

3.1 explain what went well

3.2 explain what did not go well

3.3 describe what he/she has learned from planning and
completing the project.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 418 Candidate project i
Declaration g;ﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 419 Enterprise activity — producing a product or
service

3 credits

This unit is barred with the following unit:
e 320 Entry 3 Enterprise activity
e 321 Entry 3 Community project
e 421 Level 1 Community project

1. Be able to plan to produce a product or provide a service

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.1 selectaproduct or service to sell

1.2 identify who the product or service is for

1.3 identify when and where to sell the product or
service

1.4 identify what needs to be done to produce the
product or provide the service

1.5 list the equipment and materials needed to produce
the product or provide the service

1.6 give examples of the possible health and safety
hazards of the chosen activity

1.7 state the cost of producing the product or providing
the service

1.8 decide the price and profit

1.9 identify where to get the resources to produce the
product or provide the service.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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2. Be able to produce a product or provide a service

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

2.1 collect the materials needed to produce the product
or provide the service

2.2 produce the product or provide the service safely

2.3 make sure the product or service is safe.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Beable to advertise a product or service

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

3.1 identify methods of advertising a product or service

3.2 advertise the product or service.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

4. Be able to review an enterprise activity

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

4.1 state aspects of the activity that went well

4.2 state one aspect of the enterprise activity that did
not go well

4.3 identify an improvement that could be made to the

enterprise activity.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 419 Enterprise activity — producing a product City&F
or service

Declaration GU“dS

| confirm that the evidence listed above is my own words and was carried out under the conditions
and context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 420 Undertaking work placement

3 credits

This unit is barred with the following unit:
e 316 Entry 3 Undertaking work placement

1. Be able to identify potential work placement opportunities

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

1.2 identify own skills and interests

1.2 describe own skills and interests that match work
placement opportunities

1.3 research the work-placement company or
organisation.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Know what is expected during the work placement

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 describe different responsibilities of the role

2.2 describe how the role fits within the work placement company or organisation

2.3 describe appropriate behaviours and attitudes expected in the role

placement on time

2.4 identify the route and means of transport to take to attend the work

2.5 describe how to use sources of support during the work placement

2.6 describe skills and experiences likely to be achieved from work placement.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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3.

Be able to reflect on the experience of the work placement

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

3.1 produce evidence of tasks undertaken during work
placement

3.2 describe positive experiences during the work
placement

3.3 describe negative experiences during the work
placement

3.4 describe new skills and experiences gained from the
work placement

3.5 reflect on how the work placement experience can
inform career progression

3.6 setgoals to build on the work placement experience.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 420 Undertaking work placement Cit
Declaration Guﬁgg

| confirm that the evidence listed above is my own words and was carried out under the conditions
and context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 421 Community project
3 credits

This unit is barred with the following unit:
e 320 Entry 3 Enterprise activity
e 321 Entry 3 Community project
e 419 Level 1 Enterprise activity: producing a product or service

1. Be able to agree a suitable community project

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.1 list options for a community project

1.2 choose a project and give reasons for choice

1.3 agree asuitable community project.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Be able to plan a suitable community project

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

2.1 produce a list of tasks that need to be done

2.2 list who will do what

2.3 decide a suitable time frame

2.4 identify any equipment and materials needed

2.5 identify any help needed

2.6 agree asuitable plan (with team members if working
in ateam).

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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3. Beable to contribute to a risk assessment for the project

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

3.1 list possible risks and hazards

3.2 plan how to reduce any risks or hazards

3.3 agree a risk assessment with his/her tutor or
supervisor.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

4. Beable to follow the project plan

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

4.1 take responsibility for completing his/her tasks
identified in the plan

4.2 review progress (with team members if working in a
team)

4.3 revise plan as necessary

4.4 work safely.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

5. Be able to review the project

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

5.1 describe what went well

5.2 describe what could be improved

5.3 describe what he/she has learned about
himself/herself and the local community.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 421 Community project i
Declaration g;ﬁgg

| confirm that the evidence listed above is my own words and was carried out under the conditions
and context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 422 Self assessment and development
3 credits

1. Be able to take an active role in self-assessment and self-development

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.1 review personal achievements

1.2 describe personal strengths or abilities

1.3 identify an area for self-development

1.4 explain why this area is important for self-
development

1.5 agree a self-development goal.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Be able to develop a plan for self-development

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

2.1 prepare a plan foridentified area of self-
development

2.2 list activities, milestones and timelines for self-
development plan

2.3 identify the support and resources needed to help
work towards the agreed goal

2.4 planhow to review progress towards achieving the
agreed goal.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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3. Beable toimplement and review a plan for self-development

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

3.1 follow plan and review progress at reqular intervals

3.2 suggest improvements and amendments to the
plan.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

4. Be ableto reflect on the effectiveness of the self-development plan

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

4.1 reflect on the overall effectiveness of the plan in
helping to achieve the agreed goal

4.2 describe what went well and what did not go well

4.3 explain how self-development will continue in the
future.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 422 Self assessment and development Cit
Declaration Guﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 423 Recognise the benefits of having a
work/life balance

2 credits

1. Be able to recognise the importance of having a work/like balance

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.2 define the meaning of work/life balance

1.2 outline the benefits of a work/life balance.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Know how the effective use of leisure time helps with work/life balance

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 outline positive use of leisure time

2.2 state the benefits of positive use of leisure time.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Know how to make the most of leisure time

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 identify how to make the most of own leisure time

3.2 outline how own leisure activities may contribute to work.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

City and Guilds Awards, Certificates and Diplomas in Employability (5546)

72




Unit 423 Recognise the benefits of having a Cit &g
work/life balance y

Declaration GU“dS

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 424 Introduction to health and safety awareness

in the workplace
2 credits

1. Understand the importance of health and safety in the workplace

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 state whatis meant by health and safety in the workplace and why it is
important

1.2 describe the legal responsibilities of employers, employees and the self-
employed

1.3 describe how health and safety law is enforced

1.4 identify sources of health and safety information within his/her organisation

1.5 identify other sources of health and safety information.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand the need for risk assessment

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 define the terms ‘hazard’ and ‘risk’

2.2 describe risk assessment

2.3 give examples of work related accidents and ill health.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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3. Be aware of the requirements for health and safety in his/her place of work or learning

Assessment criteria (Knowledge) Portfolio
The learner can: reference
3.1 list the health and safety information that should be provided for an employee

or learner

3.2 describe the process for reporting injuries, ill health, unsafe conditions and
accidents within his/her place of work or learning

3.3 describe the provision for first aid in his/her place of work or learning

3.4 forachosen occupational sector describe the appropriate Personal Protective
Equipment (PPE) and the hazards against which the PPE offers protection.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 424 Introduction to health and safety City&F
awareness .
in the workplace GUI|dS
Declaration

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 425 Effective skills, qualities and attitudes for learning

and work
2 credits

This unit is barred with the following units:
e 323 Entry 3 Attitudes and values for personal development
e 1502 Level 2 Effective skills, qualities and attitudes for learning and work

1. Be able to recognise a range of positive qualities, attitudes and behaviours for learning and

work
Assessment criteria (Performance) Evidence date
The learner can: Portfolio reference

1.1 state the importance of positive and appropriate
behaviour for learning and work

1.2 give examples of positive and appropriate behaviour
for learning and work

1.3 state the importance of positive qualities and
attitudes for learning and work

1.4 give examples of positive qualities and attitudes for
learning and work.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand personal development needs

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 identify personal strengths

2.2 identify personal weaknesses

2.3 produce an action plan to address personal weaknesses

2.4 review personal development action plan.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 425 Effective skills, qualities and attitudes Cit &g
for learning and work y

Declaration GU“dS

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 426 Contributing to a team
3 credits

This unit is barred with the following units:
e 311 Entry 3 Working as part of a team
e 411 Level1 Working as part of a team

1. Be able to give reasons why effective teamwork is important

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

1.1 list some benefits of effective teamwork.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand how team values and procedures can vary

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 list different types of teams

effectively

2.2 describe ways in which team members can make sure they work together

2.3 outline different ways of making decisions.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Understand the roles people may take in a teamwork situation

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 give examples of formally allocated roles

3.2 give examples of less formal roles

members of the team.

3.3 identify the impact these roles could have on the way a team works and on

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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4. Understand what needs to be done to achieve a team goal

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

4.1

explain the overall goal of the team

4.2

describe his/her own role as part of the team in a well-defined situation.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

5. Be able to work with others towards achieving shared objectives in a well-defined situation

Assessment criteria (Performance) Evidence date
The learner can: Portfolio reference
5.1 agree an action plan of individual and group

activities needed to achieve the objectives

5.2 clarify action plan if necessary

5.3 identify who to ask for help if she/he needs it

5.4 Wwork co-operatively

5.5 receive and act on constructive criticism

5.6 carry out well-defined individual and group activities
as identified

5.7 work safely.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

6. Be aware of own contribution to team progress

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

6.1 share own views on progress with other members of the team

6.2 identify how effective his/her contribution was to the team’s progress
6.3 identify what went well and what went less well in working with others
6.4 suggest ways of improving own working with others in the future.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 426 Contributing to a team i
Declaration g;ﬁgg

| confirmed that the evidence above is my own words and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:

City and Guilds Awards, Certificates and Diplomas in Employability (5546) 81



Unit 427 Recognising employment opportunities
2 credits

1. Understand the different types of employment opportunities

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 outline the different types of employment opportunities.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand the meaning of the term labour market

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 outline the meaning of the term labour market

2.2 identify the different components of the labour market.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Know local labour market sources of employment opportunities

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 list sources of where employment opportunities can be found.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

4. Understand what is meant by the term *hidden’ labour market

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

4.1 outline the meaning of the term hidden labour market

4.2 outline how you can access the hidden labour market.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 427 Recognising employment opportunities City&g
Declaration Gu“ds

| confirm that the evidence listed above is my own words and was carried out under the conditions
and context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 428 Business and customer awareness

1 credit

1. Be able to recognise different types of employers

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

1.1 outline different types of local employers

1.2 outline different types of national employers.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand employer needs in the workplace

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 describe arange of transferrable skills

2.2 identify own transferrable skills

2.3 give examples of how transferrable skills could be used in the workplace.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 428 Business and customer awareness City&F
Declaration i
Guilds

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 429 Alternatives to paid work
2 credits

1. Be able to recognise the different types of alternatives to paid work

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.2 identify alternatives to paid work.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Know how to access information about alternatives to paid work

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 list sources of information about alternatives to paid work

2.2 give examples of national organisations associated with alternatives to paid
work

2.3 give examples of groups and services that are alternatives to paid work in the
local area.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Understand that skills and qualities gained from alternatives to paid work may be used in

other areas of life

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 outline the skills and qualities that could be gained from alternatives to paid
work

3.2 state how skills and qualities gained from alternatives to paid work could help
in other areas of life.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 429 Alternatives to paid work Cit
Declaration Guﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standard.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 430 Dealing with problems

1 credit

This unit is barred with the following units:
e 220-Entry 2 Dealing with problems
e 337 Entry 3 Dealing with problems in daily life
e 1519 Level 2 Dealing with challenges

1. Know how to recognise a problem

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 identify a problem

1.2 outline the effects of a problem.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Beable to plan a solution to a problem

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

2.1 identify a possible solution to solve a problem
2.2 identify resources and actions required
2.3 outline a plan for solving a problem.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Be able to review a planned solution to a problem

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

3.1 state the effectiveness of the plan.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 430 Dealing with problems i
Declaration g;ﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 431 Developing personal confidence
1 credit

1. Understand the meaning of personal confidence and self-awareness

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 define the meaning of personal confidence

1.2 define the meaning of self-awareness.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Know current levels of personal/self confidence

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 outline own levels of personal/self confidence in different situations

2.2 give examples of own personal/self confidence in different situations.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Beable to develop personal confidence and self-awareness

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

3.1 identify a range of ways to develop personal
confidence

3.2 state the benefits of improved self-confidence.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 431 Developing personal confidence Cit
Declaration Guﬁgg

| confirm that in the evidence listed above is my own work and was carried out under the conditions
and context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 432 Understanding assertive behaviour

1 credit

1. Understand the meaning of assertiveness

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 define the meaning of assertiveness

1.2 give examples of assertive behaviour.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand the effects of assertive behavior

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 give examples of when assertive behaviour is appropriate

2.2 state the positive effects of assertive behaviour

2.3 state the negative effects of assertive behaviour.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 432 Understanding assertive behaviour Cit
Declaration Guﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 433 Coping with change
2 credits

1. Be able to identify types of change

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

1.1 describe what is meant by planned change

1.2 describe what is meant by unplanned change

1.3 describe what is meant by progressive change

1.4 identify the different stages within a change process.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand the impact of change

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 describe the impact of change on an individual

2.2 describe the impact of change on an organisation

2.3 describe the impact of change on a community.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Understand ways of coping with change

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 state ways in which an individual can adapt to change

3.2 identify the resources available to help an individual cope with change.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 433 Coping with change i
Declaration g;ﬁgg

| confirm that in the evidence listed above is my own work and was carried out under the conditions
and context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 434 Interpersonal relationships
2 credits

1. Understand interpersonal relationships

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 describe what is meant by the term interpersonal relationships

1.2 explain the importance of developing positive interpersonal relationships

1.3 describe the differences between interacting with individuals and interacting
as part of a group

1.4 describe qualities important in developing interpersonal relationships

1.5 describe qualities important in developing group relationships.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand how to interact positively with others

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 describe the reasons for having boundaries when interacting with others

2.2 give examples of boundaries in interpersonal relationships

2.3 outline different ways of making decisions.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 434 Interpersonal relationships Cit
Declaration Guﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 435 Awareness of equality and diversity
2 credits

This unit is barred with the following units:

515 Level 2 Exploring equality and diversity

1. Understand the meaning of the term equality

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 define the term equality

1.2 define the term prejudice

1.3 define the term discrimination

1.4 list the key legislation that promotes equality and diversity

1.5 give examples of discrimination that can happen in the workplace.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand the meaning of diversity

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1

state the meaning of diversity.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Understand why it is important to have knowledge of diversity

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 define the term culture

3.2 define inclusiveness

3.3 listindividual differences

3.4 give examples of diversity in the workplace.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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4. Understand why it is important to have knowledge about different faiths

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

4.1 listarange of different faiths

4.2 state why itisimportant to have knowledge of different faiths in the
workplace

4.3 give examples of how employers accommodate different faiths within the
workplace.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 435 Awareness of equality and diversity City&F
Declaration Gu“ds

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 436 Valuing equality and diversity

2 credits

This unit is barred with the following units:
e 515 Level 2 Exploring equality and diversity

1. Understand aspects of equality

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 define the term equality

1.2 listthe key legislation

1.3 give examples of inequality in a range of situations

1.4 identify bodies who work on equality issues.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand aspects of diversity

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 define the term diversity

2.2 list the key legislation

2.3 give examples of positive and negative stereotyping

2.4 give examples of how diversity can benefit society.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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3. Understand aspects of discrimination

Assessment criteria (Knowledge) Portfolio
The learner can: reference

3.1 state the difference between discrimination and prejudice

3.2 list the areas of discrimination covered by legislation

3.3 give an example of direct discrimination

3.4 give an example of indirect discrimination.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 436 Valuing equality and diversity Cit
Declaration Guﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 437 Understanding the language and culture of a

community
3 credits

This unit is barred with the following units:
e 515 Level 2 Exploring equality and diversity

1. Understand how the cultures of communities vary

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 give a definition of community

1.2 give examples of similarities between the culture of own community and the
cultures of other communities

1.3 give examples of differences between the culture of own community and the
cultures of other communities

1.4 explain how some of these similarities and differences could benefit the
community he/she lives in.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand the culture of a community

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 choose a community to study giving reasons for choice

2.2 outline the historical influences on the community

2.3 outline the key features of the culture.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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3. Beable to use another language

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

3.1 identify the key features of the chosen language

3.2 obtain simple information using the chosen
language

3.3 provide simple information using the chosen
language.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 437 Understanding the language and City&g
culture of a community

Declaration GU“dS

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 438 Supporting others
3 credits

1. ldentify others who need support

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 list the person(s) who need support in different ways

1.2 describe the support needs of the person(s) hefshe has decided to support.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Know what he/she can do to support others

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 state two ways he/she could support the person(s)

2.2 agree how to support the person(s).

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Understand what he/she cannot do to support others and why

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 explain what he/she cannot do to help or support

3.2 explain why he/she cannot help or support in this way.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

City and Guilds Awards, Certificates and Diplomas in Employability (5546)

107




4. Beaware of relevant health and safety issues

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

4. listrelevant health and safety issues

4.2 work safely.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

5. Support others

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

5.1 supportthe person or persons.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

6. Review the effectiveness of the support given

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

6.1 identify what went well and what did not go well

6.2 identify the changes he/she would make if hefshe
provides the support again.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 438 Supporting others i
Declaration g;ﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 439 Environmental awareness

2 credits

This is barred with the following units:

e 219 Entry 2 Environmental awareness
e 335 Entry 3 Environmental awareness.

1. Understand the meaning of environmental awareness

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 define the meaning of environment

1.2 define the meaning of environmental awareness.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Know the issues that affect the environment

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 listissues that affect the local environment

2.2 listissues that affect the wider environment.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Be able to recognise ways to improve the environment

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

3.1 outline ways to address environmental issues

3.2 identify ways to raise awareness of environmental
issues.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 439 Environmental awareness Cit
Declaration Guﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 440 Family relationships

1 credit

1. Understand the changing roles of the family

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 define the different types of family groups
1.2 list the different members of a family group
1.3 list roles within a family group.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand the causes and effects of problems in family relationships

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 identify causes of problems in family relationships

2.2 give examples of possible effects of problems in family relationships.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Understand personal responsibilities within the family

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 outline personal responsibilities within a family group.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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4. Beable to recognise the changing needs of family members

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

4.1 state how needs may change as circumstances alter.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 440 Family relationships i
Declaration g;ﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 441 Rights and responsibilities in the workplace
3 credits

This unit is barred with the following units:
e 317 Entry 3 Rights, responsibilities and citizenship
e 318 Entry 3 Investigating rights and responsibilities at work

1. Understand that employees have rights

City&s
Guilds

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.2 list a range of employee rights

1.2 state how employee rights are protected by law.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand that employees have responsibilities

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 list arange of employee responsibilities

2.2 describe hisfher responsibilities

2.3 explain why it is important to keep some information confidential.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Understand why health and safety rules are important

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 recognise and respond to hazards in his/her place of learning or work

3.2 list requirements for personal health and safety in his/her place of learning or
work

3.3 explain how he/she can contribute to keeping colleagues and customers safe
and healthy

3.4 contribute to arisk assessment

3.5 work safely following guidelines

3.6 explain and follow emergency procedures.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 441 Rights and responsibilities in the
workplace

Declaration

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 442 Introduction to alcohol awareness
3 credits

This unit is barred with the following units:

e 336 Entry 2 introduction to drug and alcohol awareness
e 526 Level 2 Alcohol awareness.

1. Know the difference between soft drinks and alcoholic drinks

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 outline the difference between soft and alcoholic drinks.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand current guidelines regarding alcohol

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 give examples of current laws governing alcohol

2.2 state the recommended units for men

2.3 state the recommended units for women.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Understand the effects of alcohol

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 give examples of the effects of alcohol on the human body

3.2 list the signs of alcohol poisoning

3.3 give examples of the psychological effects of alcohol

3.4 give examples of responsible drinking.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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4. Understand the impact alcohol misuse can have on others

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

4.1 give examples of the impact of alcohol misuse.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

5. Know where to get help, advice and information to combat alcohol misuse

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

5.1 give examples of where you can get support, advice and treatment to help
overcome alcohol misuse.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 442 Introduction to alcohol awareness City&F
Declaration i
Guilds

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 443
1 credit

Introduction to decision-making

1. Understand the importance of decision-making

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 state reasons for decision-making

1.2 give examples of situations which require a decision.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Know how to recognise effective decision-making

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 give examples of effective decision-making

2.2 give examples of ineffective decision making.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Understand the need to review the decision-making process

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 outline the importance of reviewing the decision-making process.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 443 Introduction to decision-making Cit
Declaration Guﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standard.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 444 Introduction to drug awareness
2 credits

This is barred with the following units:

e 336 Entry 3 Introduction to drug and alcohol awareness
e 525level 2 Drug awareness

1. Know the difference between legal and illegal drugs

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 define whatadrugis

1.2 give examples of legal drugs

1.3 give examples of illegal drugs.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand current drug classification and the law

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 outline the differences between the classifications of drugs

2.2 give an example of a drug from each classification.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Understand effects of drug misuse

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 give examples of the effects of drug misuse.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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4. Understand the impact of drug misuse

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

4.1 give examples of the impact of drug misuse.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

5. Know where to get help, advice and information to combat drug misuse

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

to help overcome drug misuse.

5.1 give examples of where you can obtain information for treatment and support

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 444 Introduction to drug awareness City&F
Declaration i
Guilds

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 445 Understanding crime and its effects
3 credits

1. Understand why people can be at risk of being involved in crime

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 give examples of what may lead people to offend.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Understand the effects of crime

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 describe the effects of crime for the victim(s)

2.2 describe the effects of crime for the offender.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

3. Understand the support available for victims and offenders

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 identify the support offered to offenders or those at risk of offending

3.2 identify the support offered to victims of crime.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 445 Understanding crime and its effects City&F
Declaration Gu“ds

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 446 Using materials and equipment for a practical

activity
1 credit

1. Know how to use materials and equipment for an activity

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 identify a practical activity

1.2 identify what materials and equipment are needed for an activity

1.3 state how the materials and equipment will be used in an activity.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Be able to review the use of materials and equipment

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

2.1 use materials and equipment in an activity

2.2 outline how materials and equipment were used

2.3 identify alternative materials, equipment and/or
techniques that could have been used to improve
the activity.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 446 Using materials and equipment for a City&g
practical activity

Declaration GU“dS

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 448 Awareness of stress and stress management
3 credits

1. Understand and recognise the symptoms of stress

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.1 State what is meant by stress

1.2 List the symptoms of stress.

1.3 Give examples of how stress changes behavior

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion
R =Report

2. Understand the impact of stress on an individual.

Assessment criteria (Knowledge) Portfolio
The learner can: reference

2.1 Outline short-term effects of stress

2.2 Outline long-term effects of stress

2.3 Describe how causes of stress can vary between people.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report

3. Be able to recognise different stress management techniques.

Assessment criteria (Knowledge) Portfolio
The learner can: reference

3.1 Outline a range of stress management techniques

3.2 Identify support services available to help with stress management.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report
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City&s:

Unit 448 Awareness of stress and stress GUI|dS
management of stress and stress
management

Declaration

| confirm that in the evidence listed above is my own work and was carried out under the conditions
and context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 449 Understanding conflict at work

1 credit

This Unit is barred with the following units:
e 1524 Level 2 Understanding conflict at work

1. Understand the cause and effect of conflict in the place of

work

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

1.1 define common causes of conflict between
individuals

1.2 define common causes of conflict between
groups/teams

1.3 state the effects of conflict on individuals

1.4 state the effects of conflict on a group/team.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Recognise types of behaviour that are unacceptable in a work situation

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

2.1 identify what is acceptable behaviour in the work place

2.2 identify types of behaviour that are unacceptable in a work situation.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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3. Understand how conflict in a work situation can be prevented

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

3.1 explain methods that can be used in a work situation to prevent conflict

3.2 describe employer responsibilities with reference to conflict in the work place.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 449 Understanding conflict at work Cit
Declaration Guﬁgg

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 450 Understanding personal finance for employment
2 credits

1. Understand salary expressed in different ways

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.2 identify money related terms used in job
advertisements

1.2 work out weekly wage from an annual salary

1.3 work out hourly rate from a weekly wage

1.4 estimate annual salary from an hourly rate.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report

6. Understand a payslip

Assessment criteria (Knowledge) Portfolio reference
The learner can:

2.1 identify the total gross amount to be paid

2.2 identify the deductions made from a payslip

2.3 outline what these deductions are for

2.4 identify the net amount of pay

2.5 check the payslip calculations for accuracy.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report
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6. Know how to create a budget to cover work related expenses

Assessment criteria (Knowledge) Portfolio
The learner can: reference

3.1 compare different expenditure for travel

3.2 draw up a budget plan to manage work-related expenses over a five day period

3.3 check the calculations for accuracy

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report
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City&s

Unit 450 Understanding personal finance for =
employment Gu“ds

Declaration

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:
Candidate Signature:
Date:

I confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:
Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 451 Assertive living
3 Credits

1. Understand different types of behaviour

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.1 list the main characteristics of different types of
behaviour.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report

2. Understand what is meant by the term ‘self-esteem’ and how it can be improved

Assessment criteria (Knowledge) Portfolio
The learner can: reference

2.1 define the term self esteem

2.2 describe factors which influence a person’s self esteem

2.3 identify how self esteem can be improved.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report

3. Know about stress and ways it can be reduced

Assessment criteria (Knowledge) Portfolio
The learner can: reference

3.1 describe what stress is

3.2 outline causes of stress

3.3 identify ways in which stress could be reduced.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report
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4. Understand the benefits of being assertive

Assessment criteria (Knowledge) Portfolio
The learner can: reference

4.1 state the benefits of being assertive.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report
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Unit 451 Assertive living Cit
Declaration Gu%&%

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:
Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:
Assessor Signature:
Date:

IQAs Name:
IQAs Signature:
Date:
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Unit 454 Understanding child development
3 credits

6. Understand the development of children.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.1 illustrate the development of a child o — 1 years

1.2 explain how children’s development is influenced by a
range of factors

1.3 give an example of how one aspect of a child’s development
can affect another

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report

2. Understand the nature and importance of play in the development of children.

Assessment criteria (Knowledge) Portfolio
The learner can: reference

2.1 explain the importance of play in the development of children

2.2 give examples of play activities that supports a child’s o — 1 year holistic
development

2.3 give examples of play activities that will encourage the development of a child 1 —
3 years.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report

6. Understand how to create a safe environment for children

Assessment criteria (Knowledge) Portfolio
The learner can: reference

3.1 explain why a safe but challenging environment is important for children

3.2 identify a variety of safety products for children o-3 years

3.3 state how safety products contribute to developing a safe environment

3.4 list routine safety checks that should be carried out in a childcare setting to
ensure a safe environment for children.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report
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Unit 454 Understanding child development City&
Declaration Guilds

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:
Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:
Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 455 Understanding children’s social and emotional
development

3 credits

6. Understand the social and emotional needs of children

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.1 outline the main stages of children’s social and
emotional development

1.2 give examples of social and emotional needs

1.3 identify ways to meet the social and emotional
needs of young children.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report

2. Understand the nature and importance of play in the development of children

Assessment criteria (Knowledge) Portfolio
The learner can: reference

2.1 give examples of how and why children learn to behave in particular ways.

2.2 give examples of ways of encouraging children to feel positive about
themselves

2.3 identify some of the benefits of encouraging children to feel positive about
themselves

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report
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Unit 455 Understanding children’s social and City&
emotional development Guilds

Declaration

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:
Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:
Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 457 Understanding the physical and psychological
needs of children

3 credits

6. Understand the physical needs of children

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.1 give examples of the physical needs of children

1.2 state how to provide physical care for children of
different ages

1.3 state the importance of exercise and rest in children’s
healthy development

1.4 identify activities to promote exercise in children of
different ages.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report

2. Understand the psychological needs of children

Assessment criteria (Knowledge) Portfolio
The learner can: reference

2.1 give examples of the psychological needs of children

2.2 state how to provide support for psychological needs.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report

6. Know what support is available to help meet the needs of children

Assessment criteria (Knowledge) Portfolio
The learner can: reference

3.1 give examples of difficulties a carer may have in meeting the needs of a
child

3.2 outline the role of agencies and organisations that can offer support.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report
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Unit 457 Understanding the physical and City&

psychological needs of children =
Declaration GUI|dS

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:
Candidate Signature:
Date:

I confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:
Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 459 Using cooking skills in a domestic kitchen
3 credits

1. Understand the importance of health and safety in a domestic kitchen

Assessment criteria (Performance) Evidence date

1.1 identify the main health and safety risks in a Portfolio reference
domestic kitchen

1.2 outline how to respond to health and safety risks in a
domestic kitchen.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report

2. Understand how to plan and cost nutritionally balanced meals

Assessment criteria (Knowledge) Portfolio
The learner can: reference

2.1 plan atwo-course meal in line with requirements.

2.2 give reasons for the choice of meal.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report

3. Beable to use arange of domestic equipment and cooking methods to cook a two course

meal
Assessment criteria (Knowledge) Portfolio
The learner can: reference

3.1 identify examples of domestic kitchen equipment and their appropriate uses

3.2 describe different food preparation methods

3.3 cook atwo course meal using a range of food preparation methods

3.4 clean and store the equipment used.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report
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Unit 459 Using cooking skills in a domestic Cit
kitchen GU%&%

Declaration

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:
Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:
Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 460 Introduction to working with vulnerable adults
1 Credit

1. Understand what is meant by the term ‘vulnerable adult

Assessment criteria (Performance) Evidence date

1.1 state the meaning of the term ‘vulnerable adult’ Portfolio reference

1.2 give examples of adults who may be vulnerable.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report

2. Understand what is meant by abuse

Assessment criteria (Knowledge) Portfolio
The learner can: reference

2.1 state the meaning of the term ‘abuse’

2.2 list the main categories of abuse

2.3 give examples of how abuse can be recognised

2.4 give examples of people who may be abusers.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report

3. Understand how to minimise abuse

Assessment criteria (Knowledge) Portfolio
The learner can: reference

3.1 give examples of how to prevent abuse

3.2 give examples of how to minimise abuse.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R
= Report
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Unit 460 Introduction to working with vulnerable adults
Declaration

| confirm that the evidence listed above is my own and was carried out under the conditions and
context specified in the standards.

Candidate Name:
Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:
Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 462 Applying for a job

2 credits

This unit is barred with the following units:

206 Entry 2 Applying for a job
306 Entry 3 Applying for a job
4o5 Level 1 Career planning and making applications
501 Level 2 Career planning and making applications
506 Level 2 Applying for a job

1. Understand different methods of applying for jobs

Assessment criteria (Knowledge)
The learner can:

Portfolio
reference

1.1 describe different methods of applying for a job
1.2 describe when different methods of applying for a job are used
1.3 describe how to apply for a job online.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report

2. Be able to complete a job application

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

2.1 identify the information needed to prepare a job
application

2.2 describe formats and styles of presenting
information in a job application

2.3 assemble the relevant information for a job
application

2.4 prepare a curriculum vitae

2.5 present the information for a job application in

different formats.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R = Report
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Unit 462 Applying for a job City&F
Declaration Gu“ds

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:
Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:
Date:

IQAs Name:

IQAs Signature:
Date:
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Unit 476 Create a positive impression on customers
2 credits

This unit is barred with the following unit:
e 376 Entry 3 Create a good impression on customers

1. Understand a range of dress codes for different job roles.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.2 describe appropriate dress codes for different job
roles

1.2 describe inappropriate dress for different job roles

1.3 identify different dress codes in different industries.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report

2. Understand the importance of creating a positive impression on customers.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

2.1 describe the importance of making a positive
impression on customers

2.2 state reasons why personal appearance may cause
different reactions from customers

2.3 describe ways to present self to make a positive
impression on customers.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report
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3. Understand how to meet customer expectations.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

3.1 describe methods of communicating with customers
to establish expectations

3.2 describe appropriate methods of communication
when dealing with customers

3.3 describe what types of language should be avoided
when dealing with customers

3.4 describe ways to confirm customer expectations
have been met.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report
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Unit 476 Create a positive impression on customers
Declaration

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:

Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:

Date:

IQAs Name:

IQAs Signature:

Date:
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Unit 477
2 credits

This unit is barred with the following unit:
e 377 Entry 3 The customer service experience

1. Know about the customer service experience.

The customer service experience

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

1.2 describe a range of customer service situations

1.2 describe stepsin a customer service process.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report

2. Know how customer satisfaction is achieved.

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

2.1 describe the link between customer expectations
and customer satisfaction
2.2 describe customer service delivery that provides

customer satisfaction.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report

3. Be able to build a rapport with customers.

Assessment criteria (Performance)

Evidence date

The learner can:

Portfolio reference

3.1 recognise customer feelings to build a rapport with
them
3.2 speak clearly to customers to put them at their ease.

Type of evidence =
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O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report

City and Guilds Awards, Certificates and Diplomas in Employability (5546) 6



Unit 477 The customer service experience
Declaration

| confirm that the evidence listed above is my own work and was carried out under the conditions and
context specified in the standards.

Candidate Name:

Candidate Signature:

Date:

I confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:

Date:

IQAs Name:

IQAs Signature:

Date:
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Unit 480 Introduction to working in healthcare, adult care
and child care

3 credits

1. Know the range of service provision available in health care, adult care and child care.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.1 identify different services available within:

health care

adult care

child care

1.2 give examples of individuals who might access adult
care services

1.3 give examples of why individuals might access
health care services

1.4 outline the difference between statutory, private
and third sector services

1.5 outline how informal care contributes to service
provision.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report

2. Know the range of job roles within health care, adult care and child care.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

2.1 identify job roles within:

health care

adult care

child care.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report
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3. Know the range of skills and attitudes essential to work within health care, adult care and
child care.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

3.1 list skills and attitudes essential to work within
health care, adult care and child care

3.2 identify own skills and attitudes that require further
development to gain employment within health
care, adult care and child care.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report

4. Know legislation, principles and values that underpin health care, adult care and child care.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

4.1 identify legislation, standards and guidance that
underpin the principles and values of health care,
adult care and child care

4.2 outline what is meant by ‘person centred practice’ or
‘child centred practice’

4.3 outline what is meant by ‘confidentiality’ in the
context of health care, adult care and child care

4.4 outline what is meant by ‘duty of care’ in health care,
adult care and child care

4.5 outline what is mean by ‘equality’ and ‘inclusion’
within health care, adult care and child care

4.6 outline the importance of equality and inclusion
within health care, adult care and child care.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report
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Unit 480 Introduction to working in healthcare, adult care
and child care

Declaration

| confirm that the evidence listed above is my own work and was carried out under the conditions and

context specified in the standards.

Candidate Name:

Candidate Signature:

Date:

| confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:

Date:

IQAs Name:

IQAs Signature:

Date:

City and Guilds Awards, Certificates and Diplomas in Employability (5546)
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Unit 486 Introduction to customer service
2 credits

This unit is barred with the following unit:
e 371 Entry 3 Introduction to customer service

1. Understand why personal appearance is important in the workplace.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.1 give examples of how personal appearance can
create a positive impression

1.2 give reasons why following a dress code is important
for work

1.3 state why good personal hygiene is important for
work.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report

2. Understand the difference between internal and external customers.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

2.1 outline the differences between an internal
customer and an external customer

2.2 give examples of the needs of an internal customer

2.3 give examples of the needs of an external customer.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report
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3. Understand the difference between formal and informal communication.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

3.1 outline the differences between formal and informal
communication

3.2 give examples of formal communication

3.3 give examples of informal communication.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report

4. Be able to communicate with customers.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

4.1 state how to greet customers in a positive way

4.2 demonstrate the importance of speaking clearly
when communicating with customers

4.3 demonstrate the importance of positive body
language when communicating with customers.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report
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Unit 486 Introduction to customer service
Declaration

| confirm that the evidence listed above is my own work and was carried out under the conditions and

context specified in the standards.

Candidate Name:

Candidate Signature:

Date:

I confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:

Date:

IQAs Name:

IQAs Signature:

Date:
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Unit 488 Disclosure of information
1 credit

1. Understand what is meant by the term ‘disclosure’.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

1.1 state what is meant by the term ‘disclosure’

1.2 identify where disclosure is
e needed
e notneeded

1.3 give examples of the impact of non-disclosure.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report

2. Know about the current law around disclosure.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

2.1 identify the current law around disclosure

2.2 state what is meant by the term rehabilitation period

2.3 identify when a conviction is
e spent
¢ unspent

2.4 list sources of support to help with identifying own
rehabilitation period.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report
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3. Understand when disclosure is needed.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

3.1 demonstrate different formats of disclosure

3.2 demonstrate how to structure a disclosure
statement

3.3 identify when in the recruitment process disclosure
may be needed.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report

4. Understand the need to maintain own disclosure information.

Assessment criteria (Performance) Evidence date

The learner can: Portfolio reference

4.1 give examples of positive experiences that can be
added to own disclosure information.

Type of evidence =

O = Observation WT = Witness Testimony P = Product Q = Questioning PD = Professional Discussion R =Report
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Unit 488 Disclosure of information
Declaration

| confirm that the evidence listed above is my own work and was carried out under the conditions and

context specified in the standards.

Candidate Name:

Candidate Signature:

Date:

I confirm that this candidate has achieved all the requirements of this unit with the evidence listed.
Assessment was conducted under the specified conditions and context, and is valid, authentic,
reliable, current and sufficient.

Assessor Name:

Assessor Signature:

Date:

IQAs Name:

IQAs Signature:

Date:
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Appendix 1 Sources of general information

The following documents contain essential information for centres delivering City & Guilds
qualifications. They should be referred to in conjunction with this handbook. To download the
documents and to find other useful documents, go to the Centre document library on
https://www.cityandguilds.com or click on the links below:

Centre Handbook: Quality Assurance Standards

This document is for all approved centres and provides guidance to support their delivery of our
qualifications. It includes information on:

centre quality assurance criteria and monitoring activities
administration and assessment systems

centre-facing support teams at City & Guilds/ILM

centre quality assurance roles and responsibilities.

The Centre Handbook should be used to ensure compliance with the terms and conditions of the
centre contract.

Centre Handbook: Quality Assurance Standards

This document sets out the minimum common quality assurance requirements for our regulated and
non-regulated qualifications that feature centre-assessed components. Specific guidance will also be
included in relevant qualification handbooks and/or assessment documentation.

It incorporates our expectations for centre internal quality assurance and the external quality
assurance methods we use to ensure that assessment standards are met and upheld. It also details
the range of sanctions that may be put in place when centres do not comply with our requirements or
actions that will be taken to align centre marking/assessment to required standards. Additionally, it
provides detailed guidance on the secure and valid administration of centre assessments.

Access arrangements: When and how applications need to be made to City & Guilds provides full
details of the arrangements that may be made to facilitate access to assessments and qualifications
for candidates who are eligible for adjustments in assessment.
The Centre document library also contains useful information on such things as:

conducting examinations

registering learners

appeals and malpractice.

Useful contacts

Please visit the Contact us section of the City & Guilds website.

City & Guilds
For over 140 years, we have worked with people, organisations and economies to help them identify
and develop the skills they need to thrive. We understand the life-changing link between skills

development, social mobility, prosperity and success. Everything we do is focused on developing and
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delivering high-quality training, qualifications, assessments and credentials that lead to jobs and
meet the changing needs of industry.

We partner with our customers to deliver work-based learning programmes that build competency to
support better prospects for people, organisations and wider society. We create

flexible learning pathways that support lifelong employability because we believe that people deserve
the opportunity to (re)train and (re)learn again and again — gaining new skills at every stage of

life, regardless of where they start.

The City & Guilds community of brands includes Genz2, ILM, Intertrain, Kineo and The Oxford Group.
Copyright

The content of this document is, unless otherwise indicated, © The City & Guilds of London Institute
and may not be copied, reproduced or distributed without prior written consent. However, approved
City & Guilds centres and learners studying for City & Guilds qualifications may photocopy this
document free of charge and/or include a PDF version of it on centre intranets on the following
conditions:

centre staff may copy the material only for the purpose of teaching learners working towards
a City & Guilds qualification, or for internal administration purposes
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