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qualifications and services across education. As a result we have a long-
established reputation for supporting skills providers to enable individuals
to gain skills for employment, skills for learning and skills for progression.
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help customers register learners on its qualifications, units and exams. In
addition it provides features to view exam results, invoices, mark sheets
and other information about learners already registered.

The system is accessed via a web browser by connecting to our secure
website using a username and password: Skills and Education Group
Online Registration System

Sources of Additional Information

The Skills and Education Group Awards Website provides access to a wide
variety of information.
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Active Citizenship in the Local Community

Unit Reference Y/504/8722

Level 2

Credit Value 1

Guided Learning 8

Unit Summary This unit has two learning outcomes.

Learning Outcomes  Assessment Criteria

The learner will: The learner can:

1. Know about the 1.1. Define social diversity
social diversity of
citizens in the 1.2. Describe the diversity of the population in
local community the local community

2. Know the 2.1. Describe an organisation in the local
importance of community
active
participation in 2.2. Identify the diversity of those involved
the local with the organisation
community

2.3. Explain how they interacted

2.4. Explain how taking an active part in the
local community may help overcome the
negative impacts of social diversity
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Supporting Unit Information

Active Citizenship in the Local Community - Y/504/8722 - Level 2

Indicative Content

Note: Indicative content provides an indication of the scope for the
Learning Outcomes and Assessment Criteria. It is intended as a resource
to help guide the delivery and assessment of the unit. Indicative content
is NOT a statement of material which must be covered and evidenced for
assessment.

Learning Outcome 1: Know about the social diversity of citizens in
the local community.

1.1 Define social diversity.
1.2 Describe the diversity of the population in the local community.

Learning Outcome 2: Know the importance of active participation
in the local community.

2.1 Describe an organisation in the local community.
2.2 Identify the diversity of those involved with the organisation.
2.3 Explain how they interacted.

2.4 Explain how taking an active part in the local community may help
overcome the negative impacts of social diversity.

Teaching Strategies and Learning Activities

Centres should adopt a delivery approach which supports the
development of their particular learners. The aims and aspirations of all
learners, including those with identified special needs, including learning
difficulties/disabilities, should be considered and appropriate support
mechanisms put in place.

Methods of Assessment

Centres must ensure that all internally assessed evidence is generated by
each individual candidate. Where candidates do work in groups, it is
important that the assessor is able to make an accurate assessment of
each individual’s contribution to the group.

Minimum requirements when assessing this unit
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Skills and Education Group Awards expects that staff will be appropriately
qualified to assess learners against the outcomes and criteria within the
units. Generally teaching staff should be qualified and/or vocationally
experienced to at least a level above that which they are teaching.

Evidence of Achievement

This unit has no prescribed assessment methods. Evidence for this unit
may include, but is not limited to:
e Oral question and answer
Written description
Essay
Report
Group discussion

All evidence must be clearly signposted and made available for the
external moderator upon request.

All internal assessments must be accompanied by a signed Declaration of
Authenticity (this document is available on the Skills and Education Group
Awards website).

Additional Information

Additional guidance for delivering and assessing qualifications and
information about Internal Quality Assurance is available on the Skills and
Education Group Awards website.
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Alcohol Awareness for the Individual

Unit Reference
Level

Credit Value
Guided Learning

Unit Summary

Learning Outcomes
The learner will:

1. Know about unit
strengths and
safe limits of
alcohol

2. Know the possible
causes of alcohol
misuse and its
effects

3. Understand the
effects that
alcohol misuse
may have on
others

4. Understand some
of the health
issues associated
with alcohol
misuse

5. Understand the
effects of
withdrawing from
alcohol

Version 2.1

Y/505/1247

24

This unit has six learning outcomes.

Assessment Criteria
The learner can:

1.1.

1.2.

2.1

2.2

3.1

4.1

5.1

State the unit strength of a range of
alcoholic drinks

Describe the recommended safe limits of
alcohol

Describe possible reasons as to why people
may misuse alcohol

Describe psychological effects of alcohol
misuse

Describe the effects that alcohol misuse
may have on the following:

(a) Family

(b) Friends

(c) Society

Explain some of the effects of alcohol
misuse on:

(a) Physical health

(b) Emotional health

Describe the effects of withdrawing from
alcohol:

(a) Physical

(b) Emotional
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6. Know some of the 6.1 List sources of help and information of

agencies that alcohol misuse
offer help and
information on 6.2 Explain the key differences between them

alcohol misuse
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Supporting Unit Information

Alcohol Awareness for the Individual - Y/505/1247 - Level 2

Indicative Content

Note: Indicative content provides an indication of the scope for the
Learning Outcomes and Assessment Criteria. It is intended as a resource
to help guide the delivery and assessment of the unit. Indicative content
is NOT a statement of material which must be covered and evidenced for
assessment.

Learning Outcome 1: Know about unit strengths and safe limits of
alcohol.

1.1 State the unit strength of a range of alcoholic drinks.

Answer may include generic unit strengths for measures of drinks as
follows: 1 unit = 218ml 4.5% cider, 76ml 13% wine, 25ml 40% whiskey,
250ml 4% beer, 250ml 4% alcopop. (Drinkaware.co.uk)

Or specific unit strength of given drinks using an alcohol unit calculator
tool.

1.2 Describe the recommended safe limits of alcohol.

Answers should indicate that 14 units is considered the weekly safe limits
of alcohol and that this should be spread across drinking ‘events’. One
drinking ‘event’ a safe limit is considered to be no more than 6 units of
alcohol. The legal limit of alcohol for driving is no more than 80mg of
alcohol per 100ml or blood.

Learning Outcome 2: Know the possible causes of alcohol misuse
and its effects.

2.1 Describe possible reasons as to why people may misuse alcohol.

Answers may include: social drinking/ binge drinking for fun, social
pressure to drink in excess, feelings of low self-
esteem/depression/anxiety, bereavement or stress inducing life event,
any other valid reason.

2.2 Describe psychological effects of alcohol misuse.

Answers may include a description of at least three of the following
effects: depression, anxiety, feelings of low self-esteem or worth, suicidal
thoughts or attempts, hallucinations, any other valid effect.
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Learning Outcome 3: Understand the effects that alcohol misuse
may have on others.

3.1 Describe the effects that alcohol misuse may have on the following:

(@) Family - worry for the health of the family member who is misusing
alcohol, fear of violence or neglect, actual neglect or violence, the
separation of families, children and/or spouses/partners may blame
themselves, children and/or spouses/partners may lack self-esteem or
suffer from mental/emotional poor health, any other valid impact.

(b) Friends - worry, fear of violence, degradation or loss of the
relationship, any other valid reason.

(c) Society - anti-social behaviour, damage to property, risk of violence
or abuse to members of society, cost to NHS, any other valid effect.

Learning Outcome 4: Understand some of the health issues
associated with alcohol misuse.

4.1 Explain some of the effects of alcohol misuse on:

(a) Physical health - Answers may include: increased blood pressure,
stroke, heart failure, obesity or weight loss, kidney disease, organ failure,
death, any other valid physical health impact.

(b) Emotional health - Answers may include: depression, anxiety, low
self-esteem, paranoia, suicidal thoughts/attempts, and any other valid
emotional health effect.

Learning Outcome 5: Understand the effects of withdrawing from
alcohol.

5.1 Describe the effects of withdrawing from alcohol:

(a) Physical - Answers may include short/mid/long term effects: negative
effects - shakes, vomiting, nausea, cramps, dehydration, any other valid
physical effect positive effects — weight gain/loss, blood pressure/ heart
rate stabilisation, reduction in stress on organs, any other valid positive
impact.

(b) Emotional - Answers may include short/mid/long term effects:
negative effects such as anxiety, depression, and feelings of low self-
esteem / lack of worth. Positive effects: increased sense of worth, pride in
achievement, and reduction in feelings of anxiety or depression, any other
valid positive effect.

Learning Outcome 6: Know some of the agencies that offer help and
information on alcohol misuse.

6.1 List sources of help and information of alcohol misuse.

Version 2.1 600/8476/5, Page 14 of 744
600/8478/9, 600/8411/X, 600/8410/8,
600/8412/1, 600/8413/3, 600/8418/2
600/8419/4



Answers can include: NHS organisations, local GP, social workers, various
charitable organisations (MIND, Action on Addiction etc), Rehabilitation
centres, various websites (NHS, MIND, Action on Addiction etc)
community groups, counselling, friends and family and other support
networks, any other valid source.

6.2 Explain the key differences between them.

A local GP is able to provide treatment for alcohol dependency and
connected health issues, this might include providing medication, setting
up counselling services, and generally monitoring treatment progress.
Meanwhile a charitable organisation such as MIND can provide an initial
point of information about alcohol dependency, provide opportunities to
talk to an impartial and anonymous advisor who can listen without
judgement, and who can signpost to other methods of support.

Some useful sources of information:
http://alcoholeducationtrust.org/teacher-area/units-and-guidelines/
https://www.drinkaware.co.uk/alcohol-facts/alcoholic-drinks-units/what-
is-an-alcohol-unit/
https://www.mind.org.uk/information-support/guides-to-support-and-
services/addiction-and-dependency/#.W1pVRPZFyhc
https://www.alcoholconcern.org.uk/alcohol-
statistics?gclid=EAIalQobChMIwOa6yf-
93AIVLrvtCh1JoggMEAAYASAAEgQL4TvD_BwE

Teaching Strategies and Learning Activities

Centres should adopt a delivery approach which supports the
development of their particular learners. The aims and aspirations of all
learners, including those with identified special needs, including learning
difficulties/disabilities, should be considered and appropriate support
mechanisms put in place.

Methods of Assessment

Centres must ensure that all internally assessed evidence is generated by
each individual candidate. Where candidates do work in groups, it is
important that the assessor is able to make an accurate assessment of
each individual’s contribution to the group.

Minimum requirements when assessing this unit

Skills and Education Group Awards expects that staff will be appropriately
qualified to assess learners against the outcomes and criteria within the
units. Generally teaching staff should be qualified and/or vocationally
experienced to at least a level above that which they are teaching.

Version 2.1 600/8476/5, Page 15 of 744
600/8478/9, 600/8411/X, 600/8410/8,
600/8412/1, 600/8413/3, 600/8418/2
600/8419/4


http://alcoholeducationtrust.org/teacher-area/units-and-guidelines/
https://www.drinkaware.co.uk/alcohol-facts/alcoholic-drinks-units/what-is-an-alcohol-unit/
https://www.drinkaware.co.uk/alcohol-facts/alcoholic-drinks-units/what-is-an-alcohol-unit/
https://www.mind.org.uk/information-support/guides-to-support-and-services/addiction-and-dependency/#.W1pVRPZFyhc
https://www.mind.org.uk/information-support/guides-to-support-and-services/addiction-and-dependency/#.W1pVRPZFyhc
https://www.alcoholconcern.org.uk/alcohol-statistics?gclid=EAIaIQobChMIwOa6yf-93AIVLrvtCh1JoggMEAAYASAAEgL4TvD_BwE
https://www.alcoholconcern.org.uk/alcohol-statistics?gclid=EAIaIQobChMIwOa6yf-93AIVLrvtCh1JoggMEAAYASAAEgL4TvD_BwE
https://www.alcoholconcern.org.uk/alcohol-statistics?gclid=EAIaIQobChMIwOa6yf-93AIVLrvtCh1JoggMEAAYASAAEgL4TvD_BwE

Evidence of Achievement

This unit has no prescribed assessment methods. Evidence for this unit
may include, but is not limited to:

Written question and answer/test/exam

Oral question and answer

Written description

Group discussion

All evidence must be clearly signposted and made available for the
external moderator upon request.

All internal assessments must be accompanied by a signed Declaration of
Authenticity (this document is available on the Skills and Education Group
Awards website).

Additional Information

Additional guidance for delivering and assessing qualifications and
information about Internal Quality Assurance is available on the Skills and
Education Group Awards website.
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Aspects of Citizenship

Unit Reference J/504/0860

Level 2

Credit Value 3

Guided Learning 24

Unit Summary This unit has four learning outcomes.

Learning Outcomes  Assessment Criteria

The learner will: The learner can:
1. Understand that 1.1. Give examples of the legal rights of a British
individuals have Citizen.
rights and
responsibilities. 1.2. Describe the types of responsibilities
individuals have to maintain their own well-
being.

1.3. Describe the types of responsibilities an
individual has to others.

2. Understand 2.1 Describe key provisions in the current
equality issues in equalities legislation.
relation to
current 2.2 Describe an example of a current equality
legislation. issue.

3. Understand the 3.1 Describe how people are elected to local
main functions of and central government.
local and national
government. 3.2 Describe an example of the main

responsibilities of local government.

3.3 Describe an example of the main
responsibilities of central government.

Version 2.1 600/8476/5, Page 17 of 744
600/8478/9, 600/8411/X, 600/8410/8,
600/8412/1, 600/8413/3, 600/8418/2
600/8419/4



4. Show an
awareness of the
range of public
services available

4.1 Describe the main public services available
in own local community.

in the local
community.
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Supporting Unit Information

Aspects of Citizenship — 1/504/0860 - Level 2

Indicative Content

Note: Indicative content provides an indication of the scope for the
Learning Outcomes and Assessment Criteria. It is intended as a resource
to help guide the delivery and assessment of the unit. Indicative content
is NOT a statement of material which must be covered and evidenced for
assessment.

Learning Outcome 1: Understand that individuals have rights and
responsibilities.

1.1 Give examples of the legal rights of a British Citizen.

1.2 Describe the types of responsibilities individuals have to maintain
their own well-being.

1.3 Describe the types of responsibilities an individual has to others.

Learning Outcome 2: Understand equality issues in relation to
current legislation.

2.1 Describe key provisions in the current equalities legislation.
2.2 Describe an example of a current equality issue.

Learning Outcome 3: Understand the main functions of local and
national government.

3.1 Describe how people are elected to local and central government.

3.2 Describe an example of the main responsibilities of local
government.

3.3 Describe an example of the main responsibilities of central
government.

Learning Outcome 4: Show an awareness of the range of public
services available in the local community.

4.1 Describe the main public services available in own local
community.
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Teaching Strategies and Learning Activities

Centres should adopt a delivery approach which supports the
development of their particular learners. The aims and aspirations of all
learners, including those with identified special needs, including learning
difficulties/disabilities, should be considered and appropriate support
mechanisms put in place.

Methods of Assessment

Centres must ensure that all internally assessed evidence is generated by
each individual candidate. Where candidates do work in groups, it is
important that the assessor is able to make an accurate assessment of
each individual’s contribution to the group.

Minimum requirements when assessing this unit

Skills and Education Group Awards expects that staff will be appropriately
qualified to assess learners against the outcomes and criteria within the
units. Generally teaching staff should be qualified and/or vocationally
experienced to at least a level above that which they are teaching.

Evidence of Achievement

This unit has no prescribed assessment methods. Evidence for this unit
may include, but is not limited to:
e Practice file
Oral question and answer
Written description
Report
Case Study
Group discussion

All evidence must be clearly signposted and made available for the
external moderator upon request.

All internal assessments must be accompanied by a signed Declaration of
Authenticity (this document is available on the Skills and Education Group
Awards website).

Additional Information

Additional guidance for delivering and assessing qualifications and
information about Internal Quality Assurance is available on the Skills and
Education Group Awards website.
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Building a Personal Career Portfolio

Unit Reference
Level

Credit Value
Guided Learning

Unit Summary

Learning Outcomes

The learner will:

1/505/8825

2

24

This unit has six learning outcomes.

Assessment Criteria
The learner can:

Version 2.1

1. Be able to 1.1. Describe in detail own personal qualities,
recognise own skills, experience and knowledge
skills, abilities,
experience,
knowledge and
personal qualities
. Be able to assess 2.1 Describe how personal qualities, skills,
the potential of abilities, experience and knowledge can
own skills, help in achieving personal goals
abilities,
experience,
knowledge and
personal qualities
for contributing
towards the
achievement of
personal goals
. Be able to build a 3.1 Identify sources for obtaining relevant
portfolio of information to evidence personal qualities,
information to skills, abilities, knowledge and experience
evidence
achievements 3.2 Select appropriate information for inclusion
and qualities in a personal career portfolio
3.3 Assemble information and evidence into a
logically structured portfolio so that all
elements can be identified
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4. Know how to 4.1 Identify essential elements of a CV

produce a
curriculum vitae 4.2 Produce a clearly structured CV which
(CV) includes all key information for general
purposes
4.3 Modify a CV for a specific purpose

5. Be able to 5.1 Explain personal goals and develop an
identify personal action plan to show in detail how they are
goals and the going to be achieved

actions required
to achieve these

6. Understand the 6.1 Explain how a portfolio can be used to
value of a pursue personal, educational and career
portfolio in goals
personal,
educational and
career

development
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Supporting Unit Information

Building a Personal Career Portfolio — 1/505/8825 - Level 2

Indicative Content

Note: Indicative content provides an indication of the scope for the
Learning Outcomes and Assessment Criteria. It is intended as a resource
to help guide the delivery and assessment of the unit. Indicative content
is NOT a statement of material which must be covered and evidenced for
assessment.

Learning Outcome 1: Be able to recognise own skills, abilities,
experience, knowledge and personal qualities.

1.1 Describe in detail own personal qualities, skills, experience and
knowledge.

Encourage learners to identify attributes that can be evidenced from all
areas of their life, including hobbies and home life.

‘Personal qualities” might include sticking to own beliefs and values,
honesty, work ethic

'Skills” might include cooking, crochet, bicycle maintenance, video
recording, blogging, IT skills, speaking and listening, studying or working
to deadlines, following instructions

‘Experience’ might include school projects and clubs, volunteering, life
experiences (such as being a carer) as well as work experience
‘Knowledge’ will include any knowledge that underpins attributes and
might also include academic knowledge and knowledge gained from
experiences.

Learning Outcome 2: Be able to assess the potential of own skills,
abilities, experience, knowledge and personal qualities for
contributing towards the achievement of personal goals.

2.1 Describe how personal qualities, skills, abilities, experience and
knowledge can help in achieving personal goals.

Many of the attributes listed in AC1.1 will have relevance to achieving
goals. Encourage the learner to consider the ‘transferability’ of attributes.
For instance, bicycle maintenance may not, of itself, be useful in
progression but indicates a facility with technical and mechanical skills
and processes. Caring experience may be directly relevant to progression
opportunities and also says something about the qualities of the learner -
kindness, commitment - and their ability to manage multiple tasks.

Learning Outcome 3: Be able to build a portfolio of information to
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evidence achievements and qualities.

3.1 Identify sources for obtaining relevant information to evidence
personal qualities, skills, abilities, knowledge and experience.

See AC3.2 - Learner will choose the information they are able to use and
identify the sources.

3.2 Select appropriate information for inclusion in a personal career
portfolio.

‘Appropriate information’ may include academic certificates; records of
school, college or work attendance and achievements; references from
teachers, work managers or colleagues and friends or neighbours; a CV
(see LO3); examples of relevant work product (e.g., drawings and
designs, photographs of projects and activities); passport or birth
certificate, work permit and/or visa, National Insurance number.

3.3 Assemble information and evidence into a logically structured
portfolio so that all elements can be identified.

The intention of this AC is that the learner completes a physical portfolio
of the evidence from AC3.2 and organises it appropriately so that key
elements are easy to identify and find. A humbering system and index is
one straightforward way to accomplish this.

Learning Outcome 4: Know how to produce a curriculum vitae
(CV).

4.1 Identify essential elements of a CV.

‘Essential elements’ include contact details (address, phone number,
email address), a personal statement, academic history, work history,
training courses and activities or attributes that are relevant to
progression (see AC2.1).

4.2 Produce a clearly structured CV which includes all key information
for general purposes.

CV templates are readily available online, including from Monster and
Reed.

4.3 Modify a CV for a specific purpose.

‘Specific purpose’ could include a particular job or an application to
college for a particular course. What is required is that the learner
emphasises particular parts of their CV and suppresses those parts that

Version 2.1 600/8476/5, Page 24 of 744
600/8478/9, 600/8411/X, 600/8410/8,
600/8412/1, 600/8413/3, 600/8418/2
600/8419/4



are less relevant. The personal statement should also be adapted to the
specific purpose.

Learning Outcome 5: Be able to identify personal goals and the
actions required to achieve these.

5.1 Explain personal goals and develop an action plan to show in detail
how they are going to be achieved.

‘Personal goals’ can be entirely personal (for instance, buy a house, learn
to ride, get a bicycle) and will certainly be individual to each learner.
However, it will be desirable, given the context of this Unit, to encourage
learners to set at least one work-related or educational goal. At least
three SMART goals: Specific, Measurable, Achievable, Relevant/Realistic,
Timetabled should be set to achieve this AC.

The learner must explain each personal goal.

The learner must develop an Action plan for their goals, showing the
steps to achieve each one and what they will need in order to achieve
each step (advice, resources, etc.) Encourage learners to do a ‘reality
check’ and to set intermediate goals (for instance, rent a flat and save
money towards a house deposit).

Action Plan templates are readily available online and many can be
adapted to suit the individual learner.

A straightforward Action plan uses a table format with the Goal in the left-
hand column, steps to achieve the Goal in column 2, resources required
to achieve the step (e.g., finance, advice or guidance) in column 3,
deadline or timescale in column 4, Notes, comments and reviews in
column 5.

Learning Outcome 6: Understand the value of a portfolio in
personal, educational and career development.

6.1 Explain how a portfolio can be used to pursue personal, educational
and career goals.

‘Value’ might include: as a family record; a way to record and review own
progress; to show transferable skills; to support applications for
educational or career interviews.

Teaching Strategies and Learning Activities

Centres should adopt a delivery approach which supports the
development of their particular learners. The aims and aspirations of all
learners, including those with identified special needs, including learning
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difficulties/disabilities, should be considered and appropriate support
mechanisms put in place.

Methods of Assessment

Centres must ensure that all internally assessed evidence is generated by
each individual candidate. Where candidates do work in groups, it is
important that the assessor is able to make an accurate assessment of
each individual’s contribution to the group

Minimum requirements when assessing this unit

Skills and Education Group Awards expects that staff will be appropriately
qualified to assess learners against the outcomes and criteria within the
units. Generally teaching staff should be qualified and/or vocationally
experienced to at least a level above that which they are teaching

Evidence of Achievement

This unit has no prescribed assessment methods. Evidence for this unit
may include, but is not limited to:
e Written question and answer/test/exam
Oral question and answer
Written description
Practical demonstration
Group discussion
Practice file

All evidence must be clearly signposted and made available for the
external moderator upon request.

All internal assessments must be accompanied by a signed Declaration of
Authenticity (this document is available on the Skills and Education Group
Awards website).

Additional Information

Additional guidance for delivering and assessing qualifications and
information about Internal Quality Assurance is available on the Skills and
Education Group Awards website.
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Business Finance

Unit Reference Y/504/9689

Level 2

Credit Value 3

Guided Learning 24

Unit Summary This unit has three learning outcomes.

Learning Outcomes  Assessment Criteria

The learner will: The learner can:

1. Understand the 1.1. Identify different internal sources of finance
sources of finance for particular business needs
available to a
business 1.2. Identify different external sources of finance

for particular business needs

2. Understand 2.1 Explain how capital investment appraisal is
financial capital used to make a particular investment
investment decision
appraisal

3. Know how to 3.1 Explain how cost benefit analysis is used to
apply cost-benefit make a particular investment decision
analysis to
investment
decisions
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Supporting Unit Information

Business Finance — Y/504/9689 - Level 2

Indicative Content

Note: Indicative content provides an indication of the scope for the
Learning Outcomes and Assessment Criteria. It is intended as a resource
to help guide the delivery and assessment of the unit. Indicative content
is NOT a statement of material which must be covered and evidenced for
assessment.

Learning Outcome 1: Understand the sources of finance available
to a business.

1.1 Identify different internal sources of finance for particular business
needs.

1.2 Identify different external sources of finance for particular business
needs.

Clear distinctions should be made between internal and external sources.
Three different sources of internal funding should be covered, e.g. for a
limited company, a partnership and a sole trader. External sources should
be introduced to cover current practice in the UK, banks, leases, loan
companies, charitable and lottery funding.

Learning Outcome 2: Understand financial capital investment
appraisal.

2.1 Explain how capital investment appraisal is used to make a
particular investment decision.

The sources of funding covered in LO should be related to specific types of
companies and their needs, in terms of an appropriate labour force for
investment in new machinery or processes, and potential.

Learning Outcome 3: Know how to apply cost-benefit analysis to
investment decisions.

3.1 Explain how cost benefit analysis is used to make a particular
investment decision.

Identification of risks to the business viability with the types of
investment explored in LO2 should be considered over a time period to
cover changes to the global and local economy, government policy, and
taking into consideration the effects of depreciation.
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Teaching Strategies and Learning Activities

Centres should adopt a delivery approach which supports the
development of their particular learners. The aims and aspirations of all
learners, including those with identified special needs, including learning
difficulties/disabilities, should be considered and appropriate support
mechanisms put in place.

Methods of Assessment

Centres must ensure that all internally assessed evidence is generated by
each individual candidate. Where candidates do work in groups, it is
important that the assessor is able to make an accurate assessment of
each individual’s contribution to the group.

Minimum requirements when assessing this unit

Skills and Education Group Awards expects that staff will be appropriately
qualified to assess learners against the outcomes and criteria within the
units. Generally teaching staff should be qualified and/or vocationally
experienced to at least a level above that which they are teaching.

Evidence of Achievement

This unit has no prescribed assessment methods.

All evidence must be clearly signposted and made available for the
external moderator upon request.

All internal assessments must be accompanied by a signed Declaration of
Authenticity (this document is available on the Skills and Education Group
Awards website).

Additional Information

Additional guidance for delivering and assessing qualifications and
information about Internal Quality Assurance is available on the Skills and
Education Group Awards website.
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Career Planning

Unit Reference
Level

Credit Value
Guided Learning

Unit Summary

Learning Outcomes
The learner will:

1. Understand own
strengths,
qualities, skills
and abilities

2. Understand how
to use sources of
information,
advice and
guidance for
career planning

3. Understand how
own abilities
relate to
progression
opportunities

4. Know how to plan 4.1.

for transition to

Version 2.1

F/504/8648

24

This unit has four learning outcomes.

Assessment Criteria
The learner can:

1.1.

1.2.

1.3.

1.4.

2.1,

2.2,

2.3.

3.1.

3.2.

Describe some of own strengths, qualities,
skills and abilities

Describe how these attributes are used in
daily life

Describe an area of weakness

Explain why this area of weakness needs to
be improved

Describe different sources of information,
advice and guidance for career planning

Give examples of how these sources are
used

Assess the relevance of information,
advice and guidance to own career
planning

Describe how own attributes match the
requirements of progression opportunities

Explain how any mismatches may be
overcome

Produce a Career Action Plan
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the next stage of 4.2. Explain contents of Career Action Plan

education,

training or work 4.3. Produce a detailed application to the next
stage of education, training or work
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Supporting Unit Information

Career Planning - F/504/8648 - Level 2

Indicative Content

Note: Indicative content provides an indication of the scope for the
Learning Outcomes and Assessment Criteria. It is intended as a resource
to help guide the delivery and assessment of the unit. Indicative content
is NOT a statement of material which must be covered and evidenced for
assessment.

Learning Outcome 1: Understand own strengths, qualities, skills
and abilities.

1.1 Describe some of own strengths, qualities, skills and abilities.

Encourage learners to identify strengths, qualities, skills and abilities that
can be evidenced from all areas of their life, including hobbies and home
life. The learner should describe the attribute and be able to explain why
they have chosen each one. It is likely that some words will overlap the
four areas. Several examples are required.
e 'Strengths’ might include: determination, friendliness, flexibility
e ‘Qualities’ might include: sticking to own beliefs and values,
honesty, work ethic
e 'Skills’ might include cooking, crochet, bicycle maintenance, video
recording, blogging
e ‘Abilities’ might include speaking and listening, studying or working
to deadlines, following instructions

1.2 Describe how these attributes are used in daily life.

Using the attributes identified in AC1.1, the learner must explain how
each one is used in daily life. For instance: ‘Determination” might be used
to overcome a daily challenge, such as a long journey to school or
college; *‘Working to deadline’ might be used to get college or school work
in on time, to achieve chores round the house, to upload online content (a
blog, for instance).

1.3 Describe an area of weakness.

‘Area of weakness’ should be something that the learner can improve on
themselves, rather than, e.g., a lack of work experience or qualifications.
Weaknesses might include: time keeping or time management;
procrastination (putting things off rather than doing them now); not
listening to instructions; weaknesses in communication skills such as
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interrupting. The area of weakness must be described and not just stated.
This might be done through a story or anecdote illustrating the weakness.

1.4 Explain why this area of weakness needs to be improved.

The learner must explain the impact of this weakness on their potential
growth in education, work or training. For instance, a weakness in time
keeping might mean they are unable to show up for work or college on
time. Procrastination might mean that they don’t do study assignments
before the deadline. Learners might consider the long term implications of
the weakness on their career goals.

Learning Outcome 2: Understand how to use sources of
information, advice and guidance for career planning.

2.1 Describe different sources of information, advice and guidance for
career planning.

‘Sources of help or information” might include the Careers Service, school,
colleges, training providers, employers, personal contacts, and internet. A
number of sources should be listed, along with the particular area of
career planning that they can support and the features of each (for
instance, if they are targeted at a particular age group or geographical
area).

2.2 Give examples of how these sources are used.

‘Examples of how these sources are used’ might include the sorts of
advice and information each source can offer or some other features of
the source. For instance, the learner might consider at what stage of their
career planning each source might be helpful.

2.3 Assess the relevance of information, advice and guidance to own
career planning.

The learner must explain the relevance of each source to their own career
planning and assess the extent to which each source can support their
goals. In order to do this, the learner might use each source to inform
their own career plan.

Learning Outcome 3: Understand how own abilities relate to
progression opportunities.

3.1 Describe how own attributes match the requirements of progression
opportunities.

The learner should match the attributes identified in AC1.1 to the
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progression routes identified through accessing the sources identified in
AC 2.1 and describe how those attributes support each route. For
example: the learner has excellent time-keeping and IT skills and is a
skilled communicator. These attributes match the requirements of Call
Centres, Recruitment agencies, and would also support an advanced
course in further or higher education.

3.2 Explain how any mismatches may be overcome.

The learner must identify where their attributes do not completely meet
the requirements of progression opportunities and explain how they might
either:

a) Change the attribute or

b) Find a different route.

Learning Outcome 4: Know how to plan for transition to the next
stage of education, training or work.

4.1 Produce a Career Action Plan.

At this stage, the learner must make a choice about which way they wish
to progress. A ‘Career Action Plan’ is a long term plan. It could be thought
of as a road map that goes from choosing an occupation to becoming
employed in the occupation, to reaching a long-term career goal. Dates
should be put against each stage of the plan as well as what needs to be
in place to achieve the stage (for instance, a particular qualification or
promotion within the workplace).

4.2 Explain contents of Career Action Plan

The learner needs to explain each stage of their Career Action Plan and
how they intend to progress. Some assessment methods that would be
useful for this AC would be a presentation, a written description or
through Oral question and answer.

4.3 Produce a detailed application to the next stage of education,
training or work.

An ‘application’ might be a college or training provider application form, or
a job application form. It is not required for the learner to submit the
application if it is not appropriate at that time (for instance, colleges have
set application and registration points in the year) but it must be ready
for submission, with sufficient detail.
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Teaching Strategies and Learning Activities

Centres should adopt a delivery approach which supports the
development of their particular learners. The aims and aspirations of all
learners, including those with identified special needs, including learning
difficulties/disabilities, should be considered and appropriate support
mechanisms put in place.

For this Unit, it is important that teachers know local sources of careers
guidance, information and advice as well as opportunities for progression.
Career action plan templates are available online. Employment agency
Reed has a section on their website that might be helpful.
[https://www.reed.co.uk/career-advice/how-to-make-a-career-plan/]

It is important to note that this Unit is closely related to Units at levels 1
and 3. Attention must be paid to the verbs used in Assessment Criteria to
ensure that learners are working at the correct level.

Methods of Assessment

Centres must ensure that all internally assessed evidence is generated by
each individual candidate. Where candidates do work in groups, it is
important that the assessor is able to make an accurate assessment of
each individual’s contribution to the group

Minimum requirements when assessing this unit

Skills and Education Group Awards expects that staff will be appropriately
qualified to assess learners against the outcomes and criteria within the
units. Generally teaching staff should be qualified and/or vocationally
experienced to at least a level above that which they are teaching

Evidence of Achievement

This unit has no prescribed assessment methods. Evidence for this unit
may include. But is not limited to:
e Written question and answer/test/exam
Oral question and answer
Written description
Project
Group discussion

All evidence must be clearly signposted and made available for the
external moderator upon request.

All internal assessments must be accompanied by a signed Declaration of
Authenticity (this document is available on the Skills and Education Group
Awards website).
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Additional Information

Additional guidance for delivering and assessing qualifications and

information about Internal Quality Assurance is available on the Skills and
Education Group Awards website.
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Communicating Information

Unit Reference
Level

Credit Value
Guided Learning

Unit Summary

Learning Outcomes
The learner will:

1. Know about
different methods
of communicating
information

2. Be able to
communicate
information in a
variety of ways

Version 2.1

A/504/7515

This unit has two learning outcomes.

Assessment Criteria
The learner can:

1.1.

1.2.

2.1

2.2

2.3

2.4

Describe different methods of
communicating information
Assess the appropriateness of a variety of
methods for given situations
Communicate information in a formal
written style
Communicate information in an informal
written style
Communicate information orally person to
person
Communicate information orally using
technology
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Supporting Unit Information

Communicating Information - A/504/7515 - Level 2

Indicative Content

Note: Indicative content provides an indication of the scope for the
Learning Outcomes and Assessment Criteria. It is intended as a resource
to help guide the delivery and assessment of the unit. Indicative content
is NOT a statement of material which must be covered and evidenced for
assessment.

Learning Outcome 1: Know about different methods of
communicating information.

1.1 Describe different methods of communicating information.

1.2 Assess the appropriateness of a variety of methods for given
situations.

Learning Outcome 2: Be able to communicate information in a
variety of ways.

2.1 Communicate information in a formal written style.
2.2 Communicate information in an informal written style.
2.3 Communicate information orally person to person.
2.4 Communicate information orally using technology.

Teaching Strategies and Learning Activities

Centres should adopt a delivery approach which supports the
development of their particular learners. The aims and aspirations of all
learners, including those with identified special needs, including learning
difficulties/disabilities, should be considered and appropriate support
mechanisms put in place.

Methods of Assessment

Centres must ensure that all internally assessed evidence is generated by
each individual candidate. Where candidates do work in groups, it is
important that the assessor is able to make an accurate assessment of
each individual’s contribution to the group.

Minimum requirements when assessing this unit
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Skills and Education Group Awards expects that staff will be appropriately
qualified to assess learners against the outcomes and criteria within the
units. Generally teaching staff should be qualified and/or vocationally
experienced to at least a level above that which they are teaching.

Evidence of Achievement

This unit has no prescribed assessment methods.

All evidence must be clearly signposted and made available for the
external moderator upon request.

All internal assessments must be accompanied by a signed Declaration of
Authenticity (this document is available on the Skills and Education Group
Awards website).

Additional Information

Additional guidance for delivering and assessing qualifications and
information about Internal Quality Assurance is available on the Skills and
Education Group Awards website.
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Communication in the Workplace

Unit Reference R/504/7519

Level 2

Credit Value 3

Guided Learning 24

Unit Summary This unit has four learning outcomes.

Learning Outcomes  Assessment Criteria

The learner will: The learner can:

1. Understand the 1.1. Describe the structure of own organisation
lines of
communication 1.2. Describe how information is gathered and
within own circulated within own organisation

organisation

2. Understand the 2.1 Explain reasons for communicating
need to effectively with others in the workplace
communicate
effectively with 2.2 Describe implications of poor
others in the communication with colleagues
workplace

3. Know how to 3.1 Describe different tasks carried out by
communicate colleagues in own organisation
with others about
tasks in the 3.2 Describe the features of clear instructions
workplace

3.3 Describe how to provide feedback to
others

3.4 Describe how to respond to feedback

4. Understand how 4.1 Describe own organisation’s policy for

conflict is dealt managing conflict in the workplace
with in own
organisation 4.2 Describe communication techniques that

can be used to help resolve conflict in an
organisation
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Supporting Unit Information

Communication in the Workplace - R/504/7519 - Level 2

Indicative Content

Note: Indicative content provides an indication of the scope for the
Learning Outcomes and Assessment Criteria. It is intended as a resource
to help guide the delivery and assessment of the unit. Indicative content
is NOT a statement of material which must be covered and evidenced for
assessment.

Learning Outcome 1: Understand the lines of communication
within own organisation.

1.1 Describe the structure of own organisation.

This might be achieved through an organisation chart with the learner
identifying their own role within the chart, their line manager and/or team
leader, immediate colleagues and any separate HR function. They should
also be able to describe different teams or functions (e.g., finance, HR),
how different levels of manager and leader relate to each other and to
their own role.

1.2 Describe how information is gathered and circulated within own
organisation.

‘Information’ will include policies and procedures, work instructions,
reports, information about changes to organisation and staffing, informal
events such as parties and staff socials, formal events such as award
ceremonies, staff meetings.

‘Gathered’ may include minutes of meetings, project work, updating
databases and individual responsibility (for instance, managers may
circulate information gathered during external events)

‘Circulated’ may include letters and memos, intranet, staff handbook,
group and individual email, spoken communication, internal social media
such as Yamma, team meetings.

Learning Outcome 2: Understand the need to communicate
effectively with others in the workplace.

2.1 Explain reasons for communicating effectively with others in the
workplace.

Reasons for communicating effectively may include: to have clarity about
work role, deadlines and standards for achievement; to give reasons for
absence and return to work (including holidays); to ensure that team
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members are working towards a shared goal; to find out information; to
give information; to maintain good working relationships by avoiding
misunderstandings; to resolve problems between colleagues. Learners
must ‘explain” and this might be done by asking them to explain the
overarching context for these communications, who is responsible and
their own role.

2.2 Describe implications of poor communication with colleagues.

Implications of poor communication may include: tasks are not completed
to the required standard, or not to deadline; disciplinary procedures if
absence and return to work are not communicated; staffing levels are not
planned appropriately if holiday time is taken without timely
communication; team members lack clarity about the goal and tasks they
have in common and this wastes time through duplicated work or having
gaps in the task at the deadline; information given and received is not
clear, leading to misunderstandings and wasted time in clarification;
conflict arising because colleagues are at cross purposes or have not
resolved minor problems at an early stage.

Learning Outcome 3: Know how to communicate with others
about tasks in the workplace.

3.1 Describe different tasks carried out by colleagues in own
organisation.

Referring back to AC1.1, learners might describe the overall function of
the teams within an organisation and the different tasks required to
achieve goals. For their own team, learners should be able to describe the
job role (for volunteers this will be the task description) of each person
within the team and what is required to achieve the role.

3.2 Describe the features of clear instructions.

Features of clear instruction include: explaining the purpose of the
instruction and the overarching goal; listing the elements of the task and
who is responsible for carrying them out; deadlines and timelines; how
the people working on the task will communicate.

Communication of instructions should be planned so that it is both concise
and precise. Assumptions should be avoided and the listener’s
understanding must be checked out. An opportunity for questions should
be provided. Examples could be provided (e.g., ‘when you complete the
document, it should look like this one’). Finally, clarity about what to do if
there is any uncertainty, if things aren’t going to plan.

3.3 Describe how to provide feedback to others.
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Feedback should always be constructive and can be given face-to-face or
in writing.

Constructive feedback is the process of ‘feeding forward’ - that is,
explaining how things could be done better in the future, rather than
criticising past performance.

Constructive feedback should be

Precise — explaining exactly what is being discussed

Concise - short and to the point (not ‘beating about the bush’)

Timely — when the person is ready and able to hear and understand

Kind - commenting on what has gone well

Positive about Improvement - explaining how the person will ‘get it right
next time’

3.4 Describe how to respond to feedback.

Responses to feedback should be overwhelmingly positive — believing that
the person offering feedback is doing it with good motives and not with
spite — and convey a commitment to doing better in the future.
Responses to feedback might include: a request for additional
information; making suggestions about better ways to approach a task
next time; a request to come back to the person giving feedback to check
on progress in the future.

Appropriate spoken responses might include:
‘Thank you - I'll know better next time’
‘Could you just explain how I can do this to a better standard?’

Learning Outcome 4: Understand how conflict is dealt with in own
organisation.

4.1 Describe own organisation’s policy for managing conflict in the
workplace.

The learner must find their own organisation’s policy for resolving
conflict. This might be a ‘problem resolution’ policy and procedure but
there will also be disciplinary and grievance policies and procedures.
Appropriate evidence would be a copy of the relevant policies and
procedures along with an explanation of how they work in practice,
based on case studies or scenarios.

4.2 Describe communication techniques that can be used to help
resolve conflict in an organisation.

Examples of communication techniques might include: one-to-one
communication to try and resolve differences; mediation with a senior
member of staff as facilitator; team meetings to discuss differences of
opinion. ‘Techniques’ might include: the use of open and closed questions
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to achieve clarity about the other person’s position; appropriate body
language; finding quiet space to discuss differences and conflicts;
agreeing a way forward and an opportunity to review at a set date.

Teaching Strategies and Learning Activities

Centres should adopt a delivery approach which supports the
development of their particular learners. The aims and aspirations of all
learners, including those with identified special needs, including learning
difficulties/disabilities, should be considered and appropriate support
mechanisms put in place.

Methods of Assessment

Centres must ensure that all internally assessed evidence is generated by
each individual candidate. Where candidates do work in groups, it is
important that the assessor is able to make an accurate assessment of
each individual’s contribution to the group

Minimum requirements when assessing this unit

Skills and Education Group Awards expects that staff will be appropriately
qualified to assess learners against the outcomes and criteria within the
units. Generally teaching staff should be qualified and/or vocationally
experienced to at least a level above that which they are teaching

Evidence of Achievement

This unit has one prescribed assessment method:
e Written description

Additional evidence for this unit may include, but is not limited to:
e Written question and answer/test/exam
e Oral question and answer
e Group discussion

All evidence must be clearly signposted and made available for the
external moderator upon request.

All internal assessments must be accompanied by a signed Declaration of
Authenticity (this document is available on the Skills and Education Group
Awards website).

Additional Information

Additional guidance for delivering and assessing qualifications and
information about Internal Quality Assurance is available on the Skills and
Education Group Awards website.
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Critical Thinking

Unit Reference
Level

Credit Value
Guided Learning

Unit Summary

Learning Outcomes
The learner will:

1. Understand basic
concepts of
critical analysis

2. Understand the
application of
critical analysis to
concepts, ideas
and opinions

Version 2.1

M/504/7592

16

This unit has two learning outcomes.

The purpose of the unit is to equip learners to
think clearly and rationally about ideas and to
present an argument.

Assessment Criteria
The learner can:

1.1.

1.2.

1.3.

1.4.

1.5

2.1

2.2

Identify differing types of arguments

Give examples of simple explanatory
arguments

Give examples of arguments which justify
decisions about action

Give examples of commonly held:
a) Assumptions

b) Stereotypes

c) Biases

Describe why different standards are applied
to evaluating arguments

Present an argument in a clear, logical,
coherent way

Identify critical analysis in a group
discussion
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Supporting Unit Information

Critical Thinking — M/504/7592 - Level 2

Indicative Content

Note: Indicative content provides an indication of the scope for the
Learning Outcomes and Assessment Criteria. It is intended as a resource
to help guide the delivery and assessment of the unit. Indicative content
is NOT a statement of material which must be covered and evidenced for
assessment.

Learning Outcome 1: Understand basic concepts of critical
analysis.

1.1 Identify differing types of arguments.

In logic and critical thinking, an argument is a set of premises that leads
to a conclusion. There are two basic forms of argument: inductive and
deductive. Other words associated with argument are ‘sound’ and
‘unsound’, ‘valid’ and ‘invalid’.

Deductive arguments contain one or more premises that must lead to a
valid conclusion. The conclusion may, however, be incorrect (unsound) if
one of the premises is incorrect.

Example:
e Increased CO2 leads to global warming
e Petrol vehicles emit CO2
e Petrol vehicles contribute to global warming

The conclusion is valid, based on the premises.

If, however, we are wrong in thinking that CO2 leads to global warming,
then the conclusion is also incorrect and the argument is unsound.

Here is another unsound example of a deductive argument:
e Bats can fly
e All flying creatures are birds
e Bats are birds.

Inductive arguments have premises that may not inevitably lead to the
conclusion. If the argument is strong, we may feel that the conclusion is
more likely correct than not. If the argument is weaker, the chances of
the conclusion being incorrect are greater. Inductive arguments often rely
on different criteria than fact. For instance, the teleological argument
proposes that, since the world is a complex design like a watch then it
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must have a desigher and creator, just as the watch does. This particular
example was proposed by William Paley in 1802 but this form of
argument was first associated with Socrates and other thinkers from the
ancient world. For information: The teleological argument is an example
of a transcendental argument and an argument by analogy.

Finally, defeasible arguments are those that are tending towards validity
until further information is added. They might be described as ‘probably’
arguments. They appear rational and compelling but they are not
deductively valid.

Example:

Tweedy is a bird

Birds generally fly

Therefore, Tweedy probably flies

The missing information is that Tweedy is a penguin.

Statistical correlation is a similar argument.
When the number of pubs in an area goes up, so does the number of
churches.

These statements might be used to imply that one fact causes the other
but the information missing is the size of the population.

1.2 Give examples of simple explanatory arguments.

Explanations are attempting to show cause - why or how something is or
will be. They attempt to address problems of understanding where
arguments attempt to address problems of belief.

Explanations are often used as a premise in arguments but are not
themselves ‘arguments’.

Example:

I was thirsty last night. I drank a bottle of wine. Therefore I was drunk
This appears to be in the same format as the arguments in AC1.1 but the
statement ‘I drank a bottle of wine’ is the cause of ‘I was drunk’ and it is
an explanation.

1.3 Give examples of arguments which justify decisions about action.

‘Arguments that justify decisions about action’ take statements of fact
and/or belief to explain a course of action.

Example:
Littering is a risk to health and an eyesore
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I believe in positive action
Therefore I have joined a litter-picking group

1.4 Give examples of commonly held:
a) Assumptions
b) Stereotypes
c) Biases

There are many commonly held Assumptions, Stereotypes and Biases. All
three are beliefs rather than facts. It is important that learners
understand the links between them and also that there may be a
difference between those the learners hold and those that are ‘commonly
held’. The common factor is that not challenging these beliefs inhibits
critical thinking and is the opposite of ‘open-minded’.

Assumptions are those beliefs that underpin our daily lives, actions and
arguments. Because they are commonly held, we may insert an
assumption as a premise into an argument without challenging or
investigating it. Assumptions are often embedded in government policy
and legislation.

Examples:

Bigger sentences for a particular crime will reduce its incidence.

In fact, there is no such cause and effect: generally speaking, people
continue to commit the crimes that they would have committed if no
sentencing change had been made. The true reason behind changes to
sentencing lies in political expediency and public lobbying.

Immigration imposes a cost burden on the UK.
In fact, immigrants make a positive contribution (that is, they contribute
more, financially, than they cost).

Stereotypes are beliefs about a group of people having something more
in common than the actual link.
Common examples:
e People with red hair
People from Asian families
Autistic people
Fat people
Estate agents
People with a criminal record

There are more subtle examples:
e People who take a ‘liberal’ (or conservative) position politically
e People who are vegan/ do voluntary work / have strong religious
beliefs
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Biases are an inclination to judge, based on a stereotype Biases are also
called prejudices. The words ‘bias’ and ‘prejudice’ tends to imply
unfairness and this may be favourable or unfavourable.
e Red haired people have hot tempers
e Asian people are especially good at electronics
e Autistic people have a special talent (the film Rain man undoubtedly
contributed to this one)
e People who take a ‘liberal’ position politically are more socially
active
e Fat people are more social than thin people but less intelligent

1.5 Describe why different standards are applied to evaluating
arguments.

‘Evaluating arguments’ is about assessing the validity and strength of an
argument. This will differ depending on the type of argument involved.
Deduction and Induction are assessed by the extent to which the
argument is supported by the premises and whether any information is
missing or incorrect. Explanation is assessed by the relationship of the
subject to its stated cause. Does the explanation completely support the
premise or is there room for doubt? Arguments must be examined for
correlation, assumptions, stereotypes and bias: where these exist, the
argument is flawed. Other standards applied to arguments include the
trustworthiness of the proponent, persuasiveness, ‘elegance’ of the
argument.

Learning Outcome 2: Understand the application of critical
analysis to concepts, ideas and opinions.

Evidence for this LO may best be provided through a group discussion.
However, AC2.1 may be in writing and AC2.2 could be met through
watching a video of a discussion (for instance, BBC’s Question Time) and
commenting on it.

2.1 Present an argument in a clear, logical, coherent way.

The learner is required to construct and present an argument that meets
the three conditions ‘clear, logical, coherent’.

‘Clear’ is about whether the points made in the argument are
comprehended by the audience, whether or not they agree.

‘Logical’ demands the linking together of premises and/or explanations to
form a conclusion.

‘Coherent’ is about presenting a valid conclusion, although a premise or
explanation may be incorrect or incomplete.

2.2 Identify critical analysis in a group discussion.
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Using the knowledge from the learning in LO1, the learner should identify
‘critical analysis’ in a group discussion, which may be within the classroom
or through observing a debate or discussion. ‘Critical analysis’ may apply
to the argument made or to a challenge to the argument made in a
response to it.

Teaching Strategies and Learning Activities

Centres should adopt a delivery approach which supports the
development of their particular learners. The aims and aspirations of all
learners, including those with identified special needs, including learning
difficulties/disabilities, should be considered and appropriate support
mechanisms put in place.

Methods of Assessment

Centres must ensure that all internally assessed evidence is generated by
each individual candidate. Where candidates do work in groups, it is
important that the assessor is able to make an accurate assessment of
each individual’s contribution to the group

Minimum requirements when assessing this unit

Skills and Education Group Awards expects that staff will be appropriately
qualified to assess learners against the outcomes and criteria within the
units. Generally teaching staff should be qualified and/or vocationally
experienced to at least a level above that which they are teaching

Evidence of Achievement

This unit has no prescribed assessment method:

Evidence for this unit may include, but is not limited to:
e Written question and answer/test/exam

Report

Oral question and answer

Written description

Group discussion

All evidence must be clearly signposted and made available for the
external moderator upon request.

All internal assessments must be accompanied by a signed Declaration of
Authenticity (this document is available on the Skills and Education Group
Awards website).

Version 2.1 600/8476/5, Page 50 of 744
600/8478/9, 600/8411/X, 600/8410/8,
600/8412/1, 600/8413/3, 600/8418/2
600/8419/4



Additional Information

Additional guidance for delivering and assessing qualifications and

information about Internal Quality Assurance is available on the Skills and
Education Group Awards website.
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Customer Service

Unit Reference
Level

Credit Value
Guided Learning

Unit Summary

Learning Outcomes
The learner will:

1. Understand the
benefits to an
organisation of
good customer
service

2. Understand the
possible
consequences of
poor customer
service

3. Understand the
value of
giving customers
a positive first
impression of an
organisation

4. Understand
positive verbal
and non-verbal
interaction with
customers

Version 2.1

F/504/8729

24

This unit has six learning outcomes.

Assessment Criteria
The learner can:

1.1. Describe how good customer service
promotes customers’ confidence in an
organisation

1.2. Explain why good customer service is
important for an organisation

2.1. Describe how poor customer service can
impact upon organisational efficiency and
staff morale

2.2. Explain the effects of poor customer
service on an organisation’s reputation

3.1. Explain why it is important to make a good
first impression on a customer

3.2. Comment on ways of creating a positive
first impression when communicating with
customers:

a) Face to face
b) On the telephone
c) In writing

4.1. Describe appropriate and inappropriate
ways of communicating verbally with
customers

4.2. Describe what is meant by non-verbal
communication
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5. Understand that
respect for the
individual is at
the heart of good
customer service

6. Understand how
to deal with
customer
complaints

Version 2.1

4.3.

5.1.

5.2.

6.1.

6.2.

6.3.

6.4.

Illustrate ways in which non-verbal
communication can be used positively to
support face-to-face communication with

customers

Explain why it is important to maintain
customer respect and confidentiality

Describe ways of respecting
individual customer needs

Explain what is meant by ‘best practice’ in
dealing with customer complaints

Explain how to deal with a specific

complaint

Explain what needs to be included in a
report on an incident of a customer

complaint

Describe the procedure for taking action

on the report
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Supporting Unit Information

Customer Service - F/504/8729 - Level 2

Indicative Content

Note: Indicative content provides an indication of the scope for the
Learning Outcomes and Assessment Criteria. It is intended as a resource
to help guide the delivery and assessment of the unit. Indicative content
is NOT a statement of material which must be covered and evidenced for
assessment.

Learning Outcome 1: Understand the benefits to an organisation
of good customer service.

1.1 Describe how good customer service promotes customers’
confidence in an organisation

1.2 Explain why good customer service is important for an organisation

Learning Outcome 2: Understand the possible consequences of
poor customer service.

2.1 Describe how poor customer service can impact upon organisational
efficiency and staff morale

2.2 Explain the effects of poor customer service on an organisation’s
reputation

Learning Outcome 3: Understand the value of giving customers a
positive first impression of an organisation.

3.1 Explain why it is important to make a good first impression on a
customer

3.2 Comment on ways of creating a positive first impression when
communicating with customers:
a) Face to face
b) On the telephone
c) In writing

Learning Outcome 4: Understand positive verbal and non-verbal
interaction with customers.

4.1 Describe appropriate and inappropriate ways of communicating
verbally with customers
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4.2 Describe what is meant by non-verbal communication

4.3 Illustrate ways in which non-verbal communication can be used
positively to support face-to-face communication with customers

Learning Outcome 5: Understand that respect for the individual is
at the heart of good customer service.

5.1 Explain why it is important to maintain customer respect and
confidentiality

5.2 Describe ways of respecting individual customer needs

Learning Outcome 6: Understand how to deal with customer
complaints.

6.1 Explain what is meant by ‘best practice’ in dealing with customer
complaints
6.2 Explain how to deal with a specific complaint

6.3 Explain what needs to be included in a report on an incident of a
customer complaint

6.4 Describe the procedure for taking action on the report

Teaching Strategies and Learning Activities

Centres should adopt a delivery approach which supports the
development of their particular learners. The aims and aspirations of all
learners, including those with identified special needs, including learning
difficulties/disabilities, should be considered and appropriate support
mechanisms put in place.

Methods of Assessment

Centres must ensure that all internally assessed evidence is generated by
each individual candidate. Where candidates do work in groups, it is
important that the assessor is able to make an accurate assessment of
each individual’s contribution to the group

Minimum requirements when assessing this unit

Skills and Education Group Awards expects that staff will be appropriately
qualified to assess learners against the outcomes and criteria within the
units. Generally teaching staff should be qualified and/or vocationally
experienced to at least a level above that which they are teaching
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Evidence of Achievement

This unit has no prescribed assessment methods. Evidence for this unit
may include, but is not limited to:
e (Case study
Written question and answer/test/exam
Written description
Reflective log/diary
Role play/simulation
Group discussion
Practice file

All evidence must be clearly signposted and made available for the
external moderator upon request.

All internal assessments must be accompanied by a signed Declaration of
Authenticity (this document is available on the Skills and Education Group
Awards website).

Additional Information

Additional guidance for delivering and assessing qualifications and
information about Internal Quality Assurance is available on the Skills and
Education Group Awards website.
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Data Handling and Probability

Unit Reference
Level

Credit Value
Guided Learning

Unit Summary

Y/505/4035

24

This unit has five learning outcomes.

Learning Outcomes  Assessment Criteria

The learner will:

1. Be able to
extract and
interpret
statistical
information

2. Understand the
difference

The learner can:

1.1. Extract and interpret information from tables
and charts.

1.2. Extract and interpret information from:
a) bar charts
b) pie charts
c) comparative line graphs

1.3. Explain the effect of different scales on
diagrams, graphs and charts.

1.4. Identify trends from the slopes of a line
graph.

2.1 Explain what continuous data is

between discrete 2.2 Identify the difference between continuous

and continuous
data

3. Be able to

and discrete data

3.1 Represent given data sets in suitable ways

represent discrete

and continuous
data

Version 2.1

3.2 Represent collected data sets in suitable
ways

3.3 Choose suitable scales when representing
data in charts, diagrams and line graphs.
3.4 Label appropriately:
a) charts
b) graphs
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4. Be able to
compare two sets
of data using
different types of
average

5. Be able to find
the range to
describe the
spread within
sets of data

Version 2.1

4.1

4.2

4.3

4.4

5.1

5.2

5.3

c) diagrams

Find the mean of collected or given data

Find the median of collected or given data
sets

Find the mode of collected or given data
sets

Compare two sets of data using the mean,
median and mode, appreciating that each
average is useful for different purposes

Interpret the term ‘range’ as a measure of
spread for sets of data in everyday usage

Calculate the range of given data sets

Compare the ranges of collected data sets
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Supporting Unit Information

Data Handling and Probability - Y/505/4035 - Level 2

Indicative Content

Note: Indicative content provides an indication of the scope for the
Learning Outcomes and Assessment Criteria. It is intended as a resource
to help guide the delivery and assessment of the unit. Indicative content
is NOT a statement of material which must be covered and evidenced for
assessment.

Learning Outcome 1: Be able to extract and interpret statistical
information.

1.1 Extract and interpret information from tables and charts.

1.2 Extract and interpret information from:
a) bar charts
b) pie charts
c) comparative line graphs

1.3 Explain the effect of different scales in diagrams, graphs and charts.
1.4 Identify trends from the slopes of a line graph.

Learning Outcome 2: Understand the difference between discrete
and continuous data.

2.1 Explain what continuous data is.
2.2 Identify the difference between continuous and discrete data.

Learning Outcome 3: Be able to represent discrete and continuous
data.

3.1 Represent given data sets in suitable ways.
3.2 Represent collected data sets in suitable ways.

3.3 Choose suitable scales when representing data in charts, diagrams
and line graphs.

3.4 Label appropriately:
a) charts
b) graphs
c) diagrams
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Learning Outcome 4: Be able to compare two sets of data using
different types of average.

4.1 Find the mean of collected or given data.
4.2 Find the median of collected or given data sets.
4.3 Find the mode of collected or given data sets.

4.4 Compare two sets of data using the mean, median and mode,
appreciating that each average is useful for different purposes.

Learning Outcome 5: Be able find the range to describe the
spread within sets of data.

5.1 Interpret the term ‘range’ as a measure of spread for sets of data
in everyday usage.

5.2 Calculate the range of data in given sets.
5.3 Compare the ranges of collected data sets.

Teaching Strategies and Learning Activities

Centres should adopt a delivery approach which supports the
development of their particular learners. The aims and aspirations of all
learners, including those with identified special needs, including learning
difficulties/disabilities, should be considered and appropriate support
mechanisms put in place.

Methods of Assessment

Centres must ensure that all internally assessed evidence is generated by
each individual candidate. Where candidates do work in groups, it is
important that the assessor is able to make an accurate assessment of
each individual’s contribution to the group.

Minimum requirements when assessing this unit

Skills and Education Group Awards expects that staff will be appropriately
qualified to assess learners against the outcomes and criteria within the
units. Generally teaching staff should be qualified and/or vocationally
experienced to at least a level above that which they are teaching.
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Evidence of Achievement

This unit has two prescribed assessment methods:

e Written question & answer/test/exam
e Oral question and answer

Additional evidence for this unit may include, but is not limited to:
e Written description

All evidence must be clearly signposted and made available for the
external moderator upon request.

All internal assessments must be accompanied by a signed Declaration of
Authenticity (this document is available on the Skills and Education Group
Awards website).

Additional Information

Additional guidance for delivering and assessing qualifications and
information about Internal Quality Assurance is available on the Skills and
Education Group Awards website.
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Decision Making Skills

Unit Reference Y/504/7599

Level 2

Credit Value 1

Guided Learning 8

Unit Summary This unit has three learning outcomes.

Learning Outcomes  Assessment Criteria

The learner will: The learner can:

1. Know how 1.1. Describe the decision making process
decisions are
made

2. Know about the 2.1 Identify different types of decisions that
different types of could be reached by a group
decisions made
within groups

3. Know about 3.1 Describe different decision making styles
different decision
making styles 3.2 Discuss the strengths and weaknesses of
each

3.3 Participate in a given situation requiring
decision making skills
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Supporting Unit Information

Decision Making Skills - Y/504/7599 - Level 2

Indicative Content

Note: Indicative content provides an indication of the scope for the
Learning Outcomes and Assessment Criteria. It is intended as a resource
to help guide the delivery and assessment of the unit. Indicative content
is NOT a statement of material which must be covered and evidenced for
assessment.

Learning Outcome 1: Know how decisions are made.

1.1 Describe the decision making process.

Learning Outcome 2: Know about the different types of decisions
made within groups.

2.1 Identify different types of decisions that could be reached by a
group.

Learning Outcome 3: Know about different decision making styles.
3.1 Describe different decision making styles.

3.2 Discuss the strengths and weaknesses of each.

3.3 Participate in a given situation requiring decision making skills.

Teaching Strategies and Learning Activities

Centres should adopt a delivery approach which supports the
development of their particular learners. The aims and aspirations of all
learners, including those with identified special needs, including learning
difficulties/disabilities, should be considered and appropriate support
mechanisms put in place.

Methods of Assessment

Centres must ensure that all internally assessed evidence is generated by
each individual candidate. Where candidates do work in groups, it is
important that the assessor is able to make an accurate assessment of
each individual’s contribution to the group.

Minimum requirements when assessing this unit
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Skills and Education Group Awards expects that staff will be appropriately
qualified to assess learners against the outcomes and criteria within the
units. Generally teaching staff should be qualified and/or vocationally
experienced to at least a level above that which they are teaching.

Evidence of Achievement

This unit has no prescribed assessment methods. Evidence for this unit
may include, but is not limited to:
e Oral question and answer
Written description
Role play/simulation
Practical demonstration
Group discussion

All evidence must be clearly signposted and made available for the
external moderator upon request.

All internal assessments must be accompanied by a signed Declaration of
Authenticity (this document is available on the Skills and Education Group
Awards website).

Additional Information

Additional guidance for delivering and assessing qualifications and
information about Internal Quality Assurance is available on the Skills and
Education Group Awards website.
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Developing a Personal Exercise Programme

Unit Reference

Level

Credit Value

Guided Learning

Unit Summary

Learning Outcomes
The learner will:

1.

2. Know about basic

Understand the
importance of
exercise

human anatomy
and physiology

3. Understand
health and safety
factors related to
exercise

Version 2.1

A/504/7594

48

This unit has five learning outcomes.

Assessment Criteria
The learner can:

1.1.

1.2.

1.3.

2.1

2.2

2.3

2.4

2.5

3.1

3.2

3.3

Describe the benefits of exercise
Describe the components of health related
fitness
Assess whether an individual is doing
sufficient exercise to achieve health
benefits
Describe the functions of the skeleton
Identify the major bones of the human
body
Identify the major muscles of the human
body
Outline the function of the heart, lungs and
circulatory systems
Describe the effects of exercise on the body
Explain the importance of warming up and
cooling down
Identify the components of a safe and
effective warm up and cool down.
Identify health and safety problems related
to exercise
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4. Be able to plan
safe and
effective home
fitness session

5. Be able to plan
monitor and

3.4

a 4.1

4.2

, 5.1

evaluate a safe

and effective

5.2

personal exercise

programme

Version 2.1

5.3

5.4

Identify safe and practical clothing and
footwear for exercise activities

Plan a suitable warm up and cool down for
a home based exercise session

Plan a home based exercise session that
incorporates a range of activities

Plan a three week exercise programme to
achieve identified goals

Keep an exercise diary that records all
sessions carried out

Examine the strengths and weaknesses of
the exercise programme

Suggest improvements for future planning
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Supporting Unit Information

Developing a Personal Exercise Programme — A/504/7594 - Level 2

Indicative Content

Note: Indicative content provides an indication of the scope for the
Learning Outcomes and Assessment Criteria. It is intended as a resource
to help guide the delivery and assessment of the unit. Indicative content
is NOT a statement of material which must be covered and evidenced for
assessment.

Learning Outcome 1: Understand the importance of exercise.
1.1 Describe the benefits of exercise.

People exercise to feel better, to lose weight, to build muscle strength, to
maintain mental health and to improve health conditions such as high
blood pressure, diabetes.

1.2 Describe the components of health related fitness.

These include cardiovascular fitness, muscular strength, muscular
endurance, flexibility, body composition and speed. The learner should be
able to describe the key features of each of these components.

1.3 Assess whether an individual is doing sufficient exercise to achieve
health benefits.

Using case studies, judge whether an individual is doing enough exercise
to achieve any health benefits. For example, someone who only exercises
for one 30-minute session each week may not see the full benefits and
meet their personal fitness goals. Or someone who runs each day may
improve their muscle strength but not their flexibility.

Learning Outcome 2: Know about basic human anatomy and
physiology.

2.1 Describe the functions of the skeleton.

The main functions of the skeleton include: protection (protecting your
organs), shape, support (holds the body together and upright),
movement and blood protection (red and white blood cells are produced
in the bone marrow of some cells). Learners should be able to describe
each of these functions.

2.3 Identify the major bones of the human body.
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The learner should identify the major bones in the body. These include:
the Skull (Cranium, Mandible, and Maxilla), shoulder girdle (Clavicle and
Scapula), arm (Humerus, Radius, and Ulna), hand (Carpals, Metacarpals,
and Phalanges), chest (Sternum, and Ribs), spine (Cervical, Thoracic,
Lumbar, Sacrum and Coccyx), pelvic girdle (Ilium, Pubis, and Ischium),
leg (Femur, Tibia, and Fibula), ankle (Talus and Calcaneus) and foot
(Tarsals, Metatarsals, and Phalanges)

2.3 Identify the major muscles of the human body.

The learner should be able to identify the major muscles of the body.
These include: triceps, biceps, deltoids, pectorals, trapezius, gluteal,
quadriceps, hamstrings, gastrocnemius, latissimus dorsi and abdominals.

2.4 Outline the function of the heart, lungs and circulatory systems.

The learner should be able to outline the functions of the heart, lungs and
circulatory systems. For example: the heart pumps blood throughout the
body, supplying oxygen and nutrients and removes waste such as carbon
dioxide. The lungs main function is gas exchange. Oxygen from the air is
exchanged into carbon dioxide. The circulatory system allows blood to
flow throughout the body. It transports nutrients to the cells.

2.5 Describe the effects of exercise on the body.

The learner should describe the effects of exercise on the body. For
example: when exercising blood flow is increased and muscle
temperature rises. With continuous exercise, muscles increase in size,
endurance improves, joints become stronger and bone density increases.

Learning Outcome 3: Understand health and safety factors related
to exercise.

3.1 Explain the importance of warming up and cooling down.

The learner should explain the importance of warm up and cool down
exercises. Warming up before exercise helps to reduce the risk of injury.
Cooling down after exercise helps to speed up recovery rates. They could
refer to their own experience of completing these activities.

3.2 Identify the components of a safe and effective warm up and cool
down.

A safe warm up should include whole body exercise to raise heart rate
and body temperature, stretching and practising skills that might be used
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later in the session. A safe warm down should gradually reduce the heart
rate and include gentle stretching. As with 3.1, the learner could relate
this explanation to their personal experience of these activities.

3.3 Identify health and safety problems related to exercise.

Health and safety problems related to exercise may include: risk of injury,
dehydration, risk of accident when using equipment, risk from
inappropriate footwear and clothing. The learner should identify the main
health and safety problems related to exercise.

3.4 Identify safe and practical clothing and footwear for exercise
activities.

Learners should identify the clothing and footwear needed for different
exercise activities. For example, using a yoga mat to prevent slipping or
suitable footwear for running to support the foot and ankle.

Learning Outcome 4: Be able to plan a safe and effective home
fithess session.

4.1 Plan a suitable warm up and cool down for a home based exercise
session.

Learners should plan a warm up and cool down for a home-based exercise
session. This could include aerobic activities that can be done safely in
the home. They should describe their chosen activities, explaining why
they are suitable for home-based exercise.

4.2 Plan a home based exercise session that incorporates a range of
activities.

Plan a session that includes a range of activities that support the main
components of health. Each activity should be suitable for home-based
exercise. Learners should explain how the activities they have chosen
support the main components of health as previously described in 1.2.

Learning Outcome 5: Understand health and safety factors related
to exercise.

5.1 Plan a three week exercise programme to achieve identified goals.

Learners should identify personal fitness goals and plan a three-week
programme to achieve these. Their programme should identify how each
activity will support them to meet their goals. The plan should be realistic
in terms of budget and time.
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5.2 Keep an exercise diary that records all sessions carried out.
Learners should keep a diary of their progress through this plan. They
should reflect on their progress as they complete each activity. Did they
enjoy the exercise they had planned? Would they do that activity again?
Did they find the activity a challenge? They should log where and when
they completed the activity, making a note if they had to reschedule or
change their plans.

5.3 Examine the strengths and weaknesses of the exercise programme.

The diary should then be used to examine the strengths and weaknesses
of the plan. Was it achievable and realistic? Did they see the
improvements they expected? Learners should explain which areas of the
plan worked well and which areas they found a challenge. For example,
they may have had to change or cancel a plan due to bad weather.

5.4 Suggest improvements for future planning.

Would they do anything differently in the future? As part of their
reflection, learners should identify improvements to their plan. For
example, could they have included a plan for poor weather so that they
could still progress towards their fitness targets?

Teaching Strategies and Learning Activities

Centres should adopt a delivery approach which supports the
development of their particular learners. The aims and aspirations of all
learners, including those with 