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Foreword

Key skills are for everyone, from learners in the workplace, colleges and schools to
chief executives in large companies. They are the skills most commonly needed for

success in education, training, work and life in general.

The six key skills are:

application of number

communication

improving own learning and performance
information and communication technology

problem solving

working with others.

In developing key skills, people improve the quality of their learning as well as their

performance in the world of work.

When QCA completed its review of the key skills qualifications and units, it was clear
that there was a need for examples of key skills portfolios. We produced example
portfolios in application of number, communication and information technology
earlier in 2004. We have now produced example portfolios for improving own
learning and performance, problem solving and working with others at levels 1 to 3.

The example portfolios provide practical guidance on organising and referencing
portfolio evidence, and on the kind and amount of evidence required. They are
intended, along with the 2004 key skills standards and guidance, to help assessors
interpret the key skills. They are based on the 2004 key skills standards and guidance
and show real work from real candidates. Their production is supported by the key

skills awarding bodies.

(

Ken Boston AO
Chief Executive, QCA
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Overview

The key skills awarding bodies and the regulatory authorities (QCA, ACCAC and
CCEA) have produced this example portfolio as a result of a collaborative project. The
purpose of the project was to produce a set of portfolios that would give practitioners
a clear understanding of the requirements for key skills portfolios.

Portfolios for each of the key skills of application of number, communication and
information technology were published earlier in 2004. There are now portfolios for
each of the other key skills:

m improving own learning and performance, levels 1 to 3

m problem solving, levels 1 to 3

m  working with others, levels 1 to 3.

The project group selected a range of learning and vocational contexts to show the
application of skills across these nine portfolios. While a specific context may not

be directly relevant to all sectors, the principles of approach, recording and assessment
apply, and should prove useful to all.

Key skills chief moderators and external verifiers for the awarding bodies have met
and scrutinised the portfolios. They agree that the portfolios meet the specifications for
the key skills qualifications. QCA chaired and facilitated the meetings.

These portfolios went through an internal assessment by a centre and then an external
verification/moderation process by the centre’s awarding body. Each of them met the
standard and received a pass. They should be viewed as such, not as perfect examples
of work.

You will see that improvements could be made to the portfolios. For example,
evidence could be more effectively or logically presented. However, room for
improvement is to be expected: candidates develop skills over time, reflecting and
progressing as they do so. Key skills are free-standing qualifications open to everyone
at any age. This means that portfolios of evidence are created in a range of academic,
occupational and vocational contexts.

Also included in the portfolios are:
m record sheets that make the feedback and assessment decisions clear
m commentaries that outline some of the issues and describe the context in which the

candidates gathered the evidence.

Some of these portfolios have been created from more than one portfolio. Some have
been reworked to avoid ‘benefit of the doubt’ situations. The record sheets have been
rewritten to make decisions clearer to the reader. During the copying process, some

loss of clarity may have occurred, especially in images that were originally in colour.

These example portfolios should be read with reference to the 2004 key skills
standards and guidance, which provides advice and guidance on the assessment of
key skills. It should also be noted that, while a portfolio may meet the standard for a
specific key skill, it might not reflect the equivalent standard in another key skill.

QCA and the key skills chief moderators and external verifiers would like to acknowledge
the valuable contribution of centres and students in the production of these materials.
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Commentary

The candidate produced the evidence as part of Young Enterprise Team Programme
and other enrichment activities at school.

The candidate has produced evidence of:

B a one-to-one activity, involving designing and making a poster to advertise a
school play

B a group activity to organise and run a stall at a Valentine’s Day sale.

The evidence for the process of Working with Others comes largely from action plans,
logs and reviews completed by the candidate and confirmed as authentic and meeting
the standard by the assessor. In addition there are witness statements completed by a
learning support assistant or by students with whom the candidate worked (peer
statements).

In the group activity, further additional evidence includes a timetable for staffing of
stall and photographs of the candidate at the sale. This confirms the outcomes referred

to in the recording documents.

The portfolio is well organised and referenced. It meets the standard required at
level 1 through small-scale, well managed activities, with support from his teacher
(assessor) and support staff.

WO1.1

The candidate confirmed he understood the objectives by producing a plan for what
needed to be done. His Learning Support Assistant confirmed this in the witness

testimony.

wWO1.2

The candidate’s work with others is documented within the plan-do-review pages and
also the peer witness testimony.

wWO1.3

The candidate identified what they had done to achieve the task and ways in which
they had worked well with others. This was confirmed by other members of their

group.



Working
with others

Level 1
WORKING WITH OTHERS LEVEL 1

ASSESSMENT CHECKLIST

Provide at least two examples

You must:
Wo1.1 WO01.2 Wo1.3
Confirm you understand the given | Work with others towards Identify ways you helped to
objectives, and plan for working achieving the given objectives. achieve things and how to
together. improve your work with others.
Your evidence must show you can:
1.1.1 1.2.1 1.3.1
Check that you clearly understand | Carry out tasks to meet your Identify what went well and less
what you have to achieve together| responsibilities well in working with others
1.1.2 1.2.2 1.3.2
identify what needs to be done work safely, following the identify how you helped to
and your individual working methods you have achieve things together
responsibilities been given

133
1.1.3 1.2.3 suggest ways of improving your
make sure you understand the check progress, asking for help | work with others for next time.
arrangements for working and offering support to
together. others, when appropriate.

LOCATION OF EVIDENCE
Page List items of evidence and where they WO01.1 | WO1.2 | WO1.3
are located in the portfolio
1121311231

2-4 Assessment records — task 1 X | x| x| x|x|x|x]|x]|x
5 Plan for making poster X[ X |x
6 Witness testimony X | x| x
7 Peer testimony
8 Do
9 Review
10-12 Assessment records — task 2 X | x| x|x|x]|x
13 Plan for organising Valentine's Day sale X[ X |x
14 Timetable for stall X | x|x X | X
15 Witness testimony X | x|x
16 Peer testimony
17 Do
18 Review X |x|x
19 Photographic evidence X
Assessor Declaration: / confirm that the details above are correct and that the evidence submitted
is the candidate’s own work and the candidate meets all the requirements for certification of this
key skill.
Assessor Name: jﬂnﬂtﬁgﬁg— Candidate Name: l'l'{ﬂfﬂl'iﬂh
Assessor Signature: M Candidate Signature: M
Date: Eﬂ"f‘r_frﬂ Date: 4/t 003
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Working
with others

Level 1
WORKING WITH OTHERS LEVEL 1
ASSESSMENT RECORD
WO1.1 Confirm you understand the given objectives, and plan for working together.
You must: Subject and purpose: Supplementary evidence (if included):
) Task 1:
WO1.1 Confirm you understand To produce a poster for the school play. Witness testimony.
the given objectives, and
plan for working together.
Did the candidate... (tick) Comments and examples
Your evidence must Check that they clearly |Z] D A. Candidate understood his task
- understood what they had to Yes No and what he had to complete in
show you can: achieve with others? the time available.
1.1.1 Check that you clearly Did the candidate... (tick) Comments and examples
understand what you have |Z] D
to achieve together; and Identlfy what needed to be He had to ask others what the
done and their individual Yes No poster needed to say and what
1.1.2 identify what needs to be responsibilities? pictures to use.
done and your individual
responsibilities; and Did the candidate... (tick) Comments and examples
1.1.3 make sure you understand Make sure they understood |Z] D He was clear about meeting Lena
the a!’rangements for the arrangements for Yes No regularly to check what had been
working together. working with others? done.
Assessor Name: A HAHEH"‘- Candidate Name: b Lambdate
Assessor Signature: M ‘&zﬂ:ﬂ'r Candidate Signature: -’fll"a"ﬂﬁahi"e
Date: Er‘fn!.'r?'nﬂ Date: - ﬂﬁu&
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Working
with others

Level 1
WORKING WITH OTHERS LEVEL 1
ASSESSMENT RECORD
WO1.2 Work with others towards achieving the given objectives.
You must: Subject and purpose: Supplementary evidence (if included):
. Task 1:

W01.2 Work with others towards To produce a poster for the school play. Witness testimony.

achieving the given

objectives.

Did the candidate... (tick) Comments and examples
Your evidence must Carry out tasks to meet their IZI I:l He asked others what we wanted
ibilities?
ShOW you can: responsibilities? Yes No the poster to say and chose the
template.

1.2.1 Carry out tasks to meet Did the candidate... (tick) Comments and examples

your responsibilities; and Izl D

Work safely, following the A. Candidate followed the school

1.2.2  work safely, following the working methods they had Yes No guidance on using computers.

working methods you have been given?

been given; and

Did the candidate... (tick) Comments and examples

1.2.3 check progress, asking for

help and offering support Check progress, asking for IZI [] He asked Lena for help with the

to other.s, when help and offering support to Yes No content of the poster and he

appropriate. others, when appropriate? helped her with the layout.

Assessor Name: Aﬂ% Candidate Name: ﬁ_fﬂ’iidﬂlf

Assessor Signature: d -In'r !Egﬂﬂ Candidate Signature: { M _
Date: i&fﬂi Date: It 06 0%

I Page 3




Working
with others

Level 1

You must:

WO1.3 Identify ways you helped
to achieve things and how
to improve your work with
others.

Your evidence must
show you can:

1.3.1 Identify what went well
and less well in working
with others; and

1.3.2 identify how you helped to
achieve things together;
and

1.3.3 suggest ways of improving
your work with others for
next time.

WORKING WITH OTHERS LEVEL 1

ASSESSMENT RECORD

WO1.3 Identify ways you helped to achieve things and how to improve your work with others.

Subject and purpose:
Task 1:

To produce a poster for the school play.

Supplementary evidence (if included):

Suggest ways of improving
their work with others for
next time?

Yes

Did the candidate... (tick) Comments and examples
Identify what went well and |Z] I:l A. Candidate identified how he
less well in working with Yes No worked with Lena and named
others? examples of what went well and

less well.

Did the candidate... (tick) Comments and examples
Identify how they helped to D He identified how he helped by
achieve things with others? Yes No asking people and getting the

pictures.

Did the candidate... (tick) Comments and examples

A. Candidate noted what he
could do next time to improve his
work with others, including not
trying to do everything at once.

Date: M =

Assessor Name: AM_”
Assessor Signature: _&M

Candidate Name: #* &idﬁb
Candidate Signature: -"rff' Evad, cbare

Date: 20 -0 03
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Working
with others

Level 1
You must:
Level 1
WO1.1 Confirm you understand Working with Others
the given objectives, and (One-to-one)
plan for working together. PLAN

WO01.1 Confirm you understand the given objectives, and plan for working together

What is your shared task? (the purpose of working together)

To pothee & PO R our hosk play at e end of wem.
Your evidence must
show you can:

Who will you be working with?

ha
1.1.1 Check that you clearly e
understand what you have _ _ _ _
to achieve together; and What needs to be done? Who will do it? What materials, equipment, tools,
and help from others will be
needed?

1.1.2 identify what needs to be
done and your individual ad
responsibilities; and Sorg ceer poople <

P }r;jMwﬁMwmu"*"F“E*ﬂ_

A A dczisbont @R o || el e (W mave dickohi] e S0 gualanang
Ei-l:l-p,'-iﬂr [Tt Ly et vl b i %
e gl -

1.1.3 make sure you understand
the arrangements for
working together.

I Rupr, ompader and plosd
B A fon fost MOF vl B | o Pusistes (s B Assitant
decicds T el @5k |\ fuanct i rly s clecice e
o ATe compurte @ s BoASIFO B ) way ot

i e s dena will da | dagn and M A fmig@at Bnd
Plgn Dl TR posier
toggtver @nd dericlt weat (B pidani @ d ﬁ o pant o our
(Wil ek KEE, fingn ek s ok 4R be | e

Wk wll ek on e '!&THH-nft:l

wpal e pe ekl the G 1 o of s

F_GHEI' i

Working Arrangements Where will you be working?

Start Time / Date: all-05-0% Schoolh burgple

Finish Time / Date: 1§ iJ&-0:3 Who will you ask for help if things go
wrong?

How long will the task take? & wizaks b & Assiskank

“I confirm that the candidate has been observed carrying out discussions on the above and has:
checked they understood the objectives

identified what needed to be done

suggested ways they could help

made sure they were clear about their own responsibilities and working arrangements.”

Witness/assessor (signature): .lqj'l'r Hl:.‘tml"d_ Date: ﬂlfj.' II".n:..:|

(e.g. tutor, supervisor, course leader)

Candidate Name: A-(ardudgle
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Working
with others

Level 1

You must:

WO1.1 Confirm you understand

the given objectives, and
plan for working together.

Your evidence must

Level 1

Working with Others

What was the shared task?

WITNESS TESTIMONY

W01.1 Confirm you understand the given objectives, and plan for working together

To design and produce the poster for the end of term school play

ShOW you can: Did the candidate... Comments / Examples...
Check that they understood Yes / Ne A. Candidate understood that the
the objectives? poster had to be completed in time to
1.1.1  Check that you clearly advertise the school play. He knew that
understand what you have he had to work with Lena to design the
to achieve together; and poster and produce it using IT.
Identify tasks, resources and Yes /Ne He knew the deadline was the end of
1.1.2 identify what needs to be deadlines to achieve these June, ready for July and that the IT
done and your individual objectives? resources were needed, including
responsibilities; and access to Publisher, which is only on
a few machines in school.
1.1.3 make sure you understand Identify their own Yes / Ne A. Candidate was responsible for
the arrangements for responsibilities for tasks to be asking others in the play what they
working together. done, and for Health and wanted on the poster and what the
Safety? design should look like. He was made
aware of the school health and safety
rules for using computers.
Show their understanding of Yes /| Ne He and Lena discussed how they were
the ground rules for working going to carry out the project. They
together and respect for agreed on their own jobs and when to
others? meet to see what to do next. They were
both polite to each other and listened to
each other.
Candidate Name: #& {archlabs Date: 4 1%

Job / Role of Witness: s A ik
(e.g. tutor, employer, supervisor, course leader)

Witnessed by: |'I.|‘.-':i ﬂ oy
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Working
with others

Level 1

You must:

WO1.2 Work with others towards

achieving the given
objectives.

Your evidence must
show you can:

1.21

Carry out tasks to meet
your responsibilities; and

work safely, following the
working methods you have
been given; and

check progress, asking for
help and offering support
to others, when
appropriate.

Working with Others

PEER (WITNESS) TESTIMONY

W01.2 Work with others towards achieving the given objectives

What was the shared task?

To produce a poster for the school play

Did the candidate...

Comments / Examples...

Work safely? Yes / Ne He worked safely on the computer like
we’ve been taught.

Check progress with you or Yes / Ne We met every week to check where we

others? were up to. A. Candidate told me what
he had done and we decided what to
do next.

Ask for help when they Yes / Ne He asked me for help because he

needed it? couldn’t decide what to put in the poster
from what the others said. | helped him
decide which pictures to put in.

Offer support to you or Yes /Ne He helped me decide which template to

others?
(e.g. information, help with a
task or problem)

use in Publisher and when we decided
how to lay out the poster with writing
and pictures.

Make a contribution that
helped achieve the task?

He found out what other people wanted
and where to put the posters. He put
the picture into the poster.

Candidate Name: A,z date

Witnessed by: E -

Date: |& [ix T4
Role of Witness in group task: &r‘.ﬁq;j
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Working
with others

Level 1
You must:
Level 1
WO01.2 Work with others towards Working with Others
achieving the given (One-to-one)
objectives. DO

WO01.2 Work with others towards achieving the given objectives

What tasks did YOU do? (e.g. to meet YOUR responsibilities)

T aarwd -E-F.mrhz Al flay et feey wiaed w the pegier, god © aped

Your evidence must Ky b e g vl el 10 STRCE b ek
Ahere waf sredukd par B poster: uip-

show you can:

T owewked wibe alfia do plan our s poakts, T sl pepic

wanned brgkt oloe-s & pichucer . T gekod s & Amalest o come
1.2.1 Carry out tasks to meet £ Eilr sl ges ed

your responsibilities; and

T did e peciweeg foe e Dot

1.2.2 work safely, following the

working methods you have

Who were you working with?
been given; and

T wioskmd witis afifne .

1.2.3 check progress, asking for

help and offering support qu did_ you make sure you were working to the right standard? (e.g. followed instructions for
using equipment, checked quality of work)

to others, when Tre Fradr bl o m il tha Pt At g e ad F ha

appropriate. = lapie - IH = £3 E e /A Tha Fl'?ﬂ ard M A

fa sakt Geod ous Peclr SNl T nad e ke Bagy o el

Who did you ask for help and what was it What help did you offer others?

for? T et Beem it e Wemplake
ﬁhé.ﬂsumlﬂﬁﬂm:ﬁhﬁi A Publigher @40 T lealgey
WO B pled Sk e e : e H
pasisrant helped wrdacds et L__:,'_l-m"d"_ i
b pratr donabd ook lide 3

When and how did you check progress?
e checied Wik M A fosittand o WOBl Sed gu-  ledeld-
logkedd o I'I-\..i.n'dtljlﬂ Flars B Tha poster

“I confirm that the candidate has carried out the tasks to meet their responsibilities and has:
- worked safely
- followed the working methods given
= asked for help and offered support.”

Witness/assessor (signature):  #] I A ggegrm™
Date: Irﬁ.-f-:I

(e.g. tutor, supervisor, course leader)

Candidate Name: | -{iarcdh cloid
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Working
with others

Level 1
You must:
Level 1
WO1.3 Identify ways you helped Working with Others
to achieve things and how (One-to-one)
to improve your work with REVIEW
others. WO1.3 Identify ways you helped to achieve things and how to improve your work with others
What was the shared task?
We had do make e Poster o adesrbize gw sthos| oy el paak p
pearEs  Sweund Hd ool -
YOUI' eVIdence mUSt How did YOU help to achieve things together?
show you can: T aved megle what they wanded, dad ot +he pichices for the posher,
1.3.1 Identify what went well What do you think has gone well in working with someone else? (e.g. ways you have carried out
and less well in working tasks successfully, ways you helped each other)
with others; and !'J-E'IE.I axl T weicwlierd] Tﬂﬂbhﬂ' witl].
1.3.2 identify how you helped to WE talked Geowh whet the pester should loop ke ged laweed o
achieve things together; Gek Crfiir
and We dred b USREA bn it other prpe wisverl s el
1.3.3 suggest ways of improving e wath ward he wputly Bnd pub euir wedk L O
your work with others for frema s B fasistant
next time.

e piee pengerd withine Poiies dnd tea teecker sad M A fscsant Lced
[

What went less well, in working with someone else?

We hpd fo ke atount of wWingr a fot Of [Rop'e wawhed arel Somediee
vt found L obaed o decids o Had | should have sad More
i v S ] S FI!":I.I.t T 'I-'Ia_\_j e -

How do you think you could have improved your work with others? (e.g. listened to others, plan
your time better)

1'_"5 m I3y MO WIhen WE e d@muﬁ T e i by

::Prﬂr Fed ty Hdﬁﬁ-ﬂrﬂiﬂs:ﬁilmmarndmdu Phingy shecs iy

“I confirm that the candidate has been observed carrying out discussions on the above and has:
. reported any difficulties and taken appropriate action
- identified what has gone well and suggested improvements in working with others.”

Witness/ (signature): P N hrrarren” Date: [E/8/5%T

(e.g. tutor, supervisor, course leader)

Candidate Name: - {aeickahe
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Working
with others

Level 1
WORKING WITH OTHERS LEVEL 1
ASSESSMENT RECORD
WO1.1 Confirm you understand the given objectives, and plan for working together.
You must: Subject and purpose: Supplementary evidence (if included):
) Task 2:
LT Sl pe Ui e £ Organise a Valentine’s Day sale by making Timetable and witness testimony.

the given objectives, and

plan for working together. the rota and planning the day.

Did the candidate... (tick) Comments and examples

Your evidence must Check that they clearly v [] A. Candidate knew that he had
. understood what they had to Yes No to organise the stall on the day

show you can: achieve with others? of the sale and have the goods

ready to sell.

1.1.1 Check that you clearly

understand what you have Did the candidate... (tick) Comments and examples
to achieve together; and
d Identify what needed to be D He offered to organise the team
1.1.2 identify what needs to be done and their individual Yes No rota and to make sure the money
done and your individual responsibilities? was looked after.
responsibilities; and
Did the candidate... (tick) Comments and examples
1.1.3 make sure you understand
the arrangements for Make sure they understood |Zl D He knew the arrangements for
working together. the arrangements for Yes No regular meetings and that the
working with others? team needed to work together

for the rota to work.

Assessor Name: _d”_ﬁﬂﬂ.qu Candidate Name: J,Ldﬂﬁhﬂ;
Assessor Signature: i&ﬂﬂqw/'_ Candidate Signature: 4_@%—

Date: _ & - ] Date: ik e 3%
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Working
with others

Level 1
WORKING WITH OTHERS LEVEL 1
ASSESSMENT RECORD
WO1.2 Work with others towards achieving the given objectives.
You must: Subject and purpose: Supplementary evidence (if included):
. Task 2:

Ol2 Wﬁ','k with ;’the,rs towards Organise a Valentine’s Day sale by making Peer testimony.

achieving the given the rota and planning the day.

objectives.

Did the candidate... (tick) Comments and examples
Your evidence must Carry out tasks to meet their IZI I:l He counted the float money, set
T : .
show you can: responsibilities? Yes No up the stall and did more than his
share of the rota.

1.2.1 Carry out tasks to meet Did the candidate... (tick) Comments and examples

your responsibilities; and Izl D

Work safely, following the He followed health and safety

1.2.2  work safely, following the working methods they had Yes No rules for setting up the stand.

working methods you have been given?

been given; and

Did the candidate... (tick) Comments and examples

1.2.3 check progress, asking for

help and offering support Check progress, asking for |ZI D He made sure people knew what

to others, when help and offering support to Yes No time they were on the stall,

appropriate. others, when appropriate? helped with clearing up and with

the money.

Assessor Name: _ﬂﬂﬂﬂﬂL Candidate Name: A-{archolge

Assessor Signature: M Candidate Signature:.ﬁl- eﬁﬂ
Date: _iﬁ,.-'_"'gfn."l' Date: b (0%
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Working
with others

Level 1
WORKING WITH OTHERS LEVEL 1
ASSESSMENT RECORD
WO1.3 Identify ways you helped to achieve things and how to improve your work with others.
You must: Subject and purpose: Supplementary evidence (if included):
. Task 2:

UL 'de"tr']f,y Wa):,yw he('jpﬁd Organise a Valentine’s Day sale by making Photos.

to achieve things and how the rota and planning the day.

to improve your work with

others.

Did the candidate... (tick) Comments and examples

Your evidence must
show you can:

Identify what went well
and less well in working
with others?

A. Candidate was aware that he
did a good job of organising the
stall, but that the team did not
all turn up on the day.

1.3.1 Identify what went well Did the candidate... (tick) Comments and examples
and less well in workin
with others; and 9 Identify how they helped to D He helped others when they
achieve things together? Yes No asked him and was encouraging
1.3.2 identify how you helped to to others.
achieve things together;
and Did the candidate... (tick) Comments and examples

1.3.3 suggest ways of improving
your work with others for
next time.

Suggest ways of improving
their work with others for
next time?

Yes

He knew that he had to make
sure the others turned up and
when they didn’t he had to do a
lot of the work. Improved
communication between him and
the team was needed.

Assessor Name: ﬂﬂ.ﬂﬂﬂ&L
Assessor Signature: M
Date: j" -l""_:"'p‘I 3

Candidate Name: Jﬂm—
Candidate Signature: Jm

Date: ] 0203
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Working
with others

Level 1

You must:

WO1.1 Confirm you understand
the given objectives, and
plan for working together.

Your evidence must
show you can:

1.1.1 Check that you clearly
understand what you have
to achieve together; and

1.1.2 identify what needs to be
done and your individual
responsibilities; and

1.1.3 make sure you understand
the arrangements for
working together.

Level 1
Working with Others

PLAN

(In a group)

WO01.1 Confirm you understand the given objectives, and plan for working together

What is your group task? (the purpose of working together)

Organte a Vikphaz 2y wle hy ek ng tre cotd nd argamiing the day .

Who will you be working with?

K, Gtnggp , Arihomy , Mr A A stact

What needs to be done?

Nuke Ppﬁ'm.u.

CownF 4iap -fh:f"

Check Hha shok

vk out & ke

Pt p b cfall

Pk up dajpuﬂ ke

Chigr up aff- tho saie

What materials, equipment, tools, and help
from others will be needed?

Comiputsy

I'I'I-u-rcﬂillﬂﬂﬂﬂ-

Cone and gfi almaedy made wo
el 'J

P ard paper i 1T of peply
ard flves

Tk and sheeds

Beawcht adl 3t leggd S peopie

What will you do?

[ afe T Mon

W HH

MTﬁ'gmw Al e WS g tea
ok pat i poifrg g ohall

wina capontia'e B gelfing tiee cang up cove affee the sals

Working Arrangements
Start Time / Date: 25 (01 {3

Finish Time / Date: /g . 02 .07,

How long will the task take? 3 witE]

Where will you be working?
AChcel bu;\ﬂnln..}
Tre il
hl'.‘r-"lll.".l-'ﬂp

“I confirm that the candidate has been observed carrying out
checked they understood the objectives

identified what needed to be done

suggested ways they could help

Witness/ r (si

(e.g. tutor, supervisor, course leader)

Candidate Name: K " [awlirkese

discussions on the above and has:

made sure they were clear about their own responsibilities and working arrangements.”

o AN Heccme

Date: &/ 2

I Page 13




Working
with others

Level 1

You must:

WO1.1 Confirm you understand
the given objectives, and
plan for working together.

WO1.3 Identify ways you helped
to achieve things and how
to improve your work with
others.

Your evidence must
show you can:

1.1.1  Check that you clearly
understand what you have
to achieve together; and

1.1.2 identify what needs to be
done and your individual
responsibilities; and

1.1.3 make sure you understand
the arrangements for
working together; and

1.3.1 identify what went well
and less well in working
with others; and

1.3.2 identify how you helped to
achieve things together.

Teretable

Vi e e Dy Sale

o ks 1] .!'_bcrﬂ, denga matalg

i Benny, Geofoe, Ruage|l

| b= 3 Kwirn, A-Ganchelobe | Jock

1 e 248 Clhaboplar, Katy | Simaniad

B el favkan | Danal

Tmﬂ;fﬁh#ﬂﬁiinﬁgﬁ
H#Mmtm%ﬁlﬂmm A Cardiddt ol B i
ﬁ-if"-“{ffmﬂ‘lfﬂfhm.

He Mﬂuﬂmnﬂfﬁﬁﬂhwgﬂﬂ
tuargond ;_hﬂ:b?r-.funrpm;_.ﬂf: PRV T 1;::‘:: 5o
B 45 sk ak o0 ctall for hal} a bt W, Condidilt. lpumak ~
Tﬂlh&ldﬂh%fﬁﬂ-

‘Srﬂ(: AN Heernr

Page 14 I




Working
with others

Level 1

You must:

WO1.1 Confirm you understand
the given objectives, and
plan for working together.

Your evidence must
show you can:

1.1.1 Check that you clearly
understand what you have
to achieve together; and

1.1.2 identify what needs to be
done and your individual
responsibilities; and

1.1.3 make sure you understand
the arrangements for
working together.

Working with Others

Level 1

WITNESS TESTIMONY

WO01.1 Confirm you understand the given objectives, and plan for working together

What was the shared task?
Organise the Valentine’s Day sale

Did the candidate...

Comments / Examples...

Check that they understood Yes / Ne A. Candidate made sure we had
the objectives? enough cards and other stock.
He organised a rota for the day and
carried out his tasks thoroughly.
Identify tasks and resources Yes / Ne The team made cards and pillows and
to achieve these objectives? packaged them.
A. Candidate asked the team when
they would prefer to be on the stall and
made a rota to accommodate them.
Suggest ways they could Yes / Ne A. Candidate helped others with the
help? money and organised the float.
He cleared everything up and left the
area tidy.
Identify their own Yes / Ne A. Candidate made sure that the stand
responsibilities for tasks to be was staffed all day and, even when
done, and for Health and some people didn’t turn up, he missed
Safety? his break to make sure enough people
were there. He made sure he gave me
the money tin for safe storage. He got
the cleaning equipment out at the end
of the day.
Show their understanding of Yes / Ne He asked the head’s permission to do

the ground rules for working
together and respect for
others?

the sale. He organised the rota in
accordance with people’s wishes and
was flexible when they wanted to
change.

Candidate Name: # -l e

Witnessed by: m ‘-'11' w

Date: 1iz. a2 oL

Job / Role of Witness:

(e.g. tutor, employer, supervisor, course leader)

I Page 15
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Working
with others

Level 1

You must:

WO01.2 Work with others towards

achieving the given
objectives.

Your evidence must
show you can:

1.21

1.2.2

1.2.3

Carry out tasks to meet
your responsibilities; and

work safely, following the
working methods you have
been given; and

check progress, asking for
help and offering support
to others, when
appropriate.

Working with Others

What was the shared task?
Organise the Valentine’s Day sale by making a rota and planning the day

PEER (WITNESS) TESTIMONY

W01.2 Work with others towards achieving the given objectives

Did the candidate...

Comments / Examples...

Witnessed by: I&;ﬁ .

Page 16 I

Role of Witness in group task: ]I'I. ‘H'-L m‘t@' EM.

Work safely? Yes / Ne A. Candidate made sure we had the
equipment we needed to clean up
including gloves

Check progress with you or Yes / Ne He prepared for the sale but on the day

others? people didn’t all turn up so he had to do
more and he had to ask others to help

Ask for help when they Yes /Ne | helped A. Candidate with clearing up

needed it? when he asked me to

Offer support to you? Yes / Ne | asked A. Candidate for help with the
money and he was the one who stayed
and helped me

Make a contribution He made sure that someone was on

that helped achieve the stall all day and made sure that we

the task? left the hall clean and tidy

Candidate Name: # -Zsdcla e Date: Jiv 208




Working
with others

Level 1
You must:
Level 1
WO1.2 Work with others towards Working with Others
achieving the given (In a group)
objectives. DO

WO01.2 Work with others towards achieving the given objectives

What was your group task?

Qeognis the Vidkenbings Df:j sk
Your evidence must

show you can:

What did you do? Who were you working
1.2.1 Carry out tasks to meet ¢ y with?
your responsibilities; and L Bulr fleb SO (o L
‘ "‘Md : e e, Artihony,
1.2.2  work safely, following the unjed puk the floo mnory Gﬂ.ﬁ{
working methods you have

St up Buw gl wath e ofkers

been given; and

1.2.3 check progress, asking for T n:lﬂ A ﬂmmﬁ Wa oall

help and offering support Iflg,:].ugd hift
to others, when
appropriate.

How did you make sure you worked safely? (e.g. followed health and safety procedures, used tools
correctly)

Tollowed fan ruley alout bffing tha padt of tho stand 5o et
no-geat gt et

Who did you ask for help and what was it What help did you offer others?

for? T i b
e A fasgrant  ted me Lihere their ok ,Q

4t shock, =

waray bt DR gl r:l..:.J
;:..q; Beerze halped i thg Ii A o

II'-"-Q.S.|"|‘-“'~1 fa Ea da |"|:r'qfl|,,l1'-'.-'- o iy he

“I confirm that the candidate has carried out the tasks to meet their responsibilities and has:
. worked safely
. followed the working methods given
®  asked for help and offered support.”

Witness/ or (signature): ) I s 5 ot Date: 2z fad

(e.g. tutor, supervisor, course leader)

Candidate Name: f} -fﬂ.d;d; He

I Page 17




Working
with others

Level 1
You must:
©2003
WO1.3 Identify ways you helped Level 1
to achieve things and how Worklng with Others (In a group)
toi k with
Oct)h:\r[:rove your work wi REVIEW
’ WO01.3 Identify ways you helped to achieve things and how to improve your work with others
What was the group/team task and how did you help to achieve things?
Your evidence must & orgpass tas falontiney, [y sde T elpal by gy e
show you can: S geack and th ld Tof people %o ke nﬁ fie :.wla e

1.3.1 Identify what went well

and less well in working

with others; and What did you enjoy, and what do you think has gone well, in working with others in
a group? (e.g. ways you have carried out tasks successfully, ways you helped each other)
1.3.2 identify how you helped to

achieve things together; E"«'?‘"_‘-_J.I':""" el ANERE oA i ulgr Jnih!:.l ﬁ"ijl o Elﬂd'
and ™ wiowiard &t S WBire
1.3.2 suggest ways of improving e a4 Bigigrant hplaed Wi hen e bure
your work with others for T %fﬂ - F T EI___::[
next time. 3 the Wame drt T 48 = -.J'Eb

ML A e stall, goen winen £orE penple cedn |'l-l:rr|pp

What went less well, in working with others in a groupl/team?

Tt wiowld of kelpad if e ked falied r:um;mwwﬂ

How could you improve your work with others for next time? (e.g. listen to others, plan your time
better)

(ommrunicshon mhwedn thg  Hem gkl I:u-rru'ﬂ p o THE
d.m__!, fhciild hae bran e

“I confirm that the candidate has:
. reported any difficulties and taken appropriate action
. identified what has gone well and suggested improvements in working with others.”

Witness! (si o): -'{'ﬂir-"qu Date: ¥z /e3

(e.g. tutor, supervisor, course leader)

Candidate Name: J| mﬂ.ﬂaf

Page 18 I




Working
with others

Level 1

You must:

WO1.2 Work with others towards
achieving the given
objectives.

Your evidence must
show you can:

1.2.1 Carry out tasks to meet
your responsibilities.

Photographic Evidence

Key Skills - Working with Others Level 1

Prepaa g i g sale
Kenid ol e decovabicnt }.;... Chs  Pdlpstoeses r_'ﬂj sale = 12% Fbewary
i-u'l{'d'ﬁ".'hﬂrﬁ:\._-!

Candiclabe planme A Caeel date Dok o o030
Page 19
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