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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, a year 11 GCSE pupil, has produced evidence through two activities:
B a group activity, designing and making invitations to a careers convention
B a one-to-one activity, researching and writing a guide.

The second task is a one-to-one activity. A one-to-one activity it not a requirement at

level 2, although it is an acceptable option.

For each task there are clear assessment record sheets that have been completed by the
assessor, indicating how the candidate has met the standard for WO2.1, W0O2.2 and
WO2.3. The assessor has indicated supplementary evidence that supports the

assessment judgement.

For each task there are clear candidate evidence record sheets that have been
completed by the candidate. They detail, by providing the answers to specific
questions, how the candidate feels that he has met the standards. These have been
signed by the assessor in their final form. They may well have been the result of
discussions between the assessor and the candidate. There may also have been draft
versions, but they have not been included. The assessor has given clear feedback to the

candidate, especially on the second activity.

wWO02.1

The candidate has planned work with others by discussions and has developed a log to
record progress. The minutes of meetings and action plan/log are useful in establishing
evidence of planning and working cooperatively with others.

wO2.2

The candidate has worked co-operatively to achieve the identified objectives. There is
evidence of 2.2.3 from both candidate and assessor in the second task. It is possible
that some of the product from these activities could have been used by the candidate
as evidence for other key skills.

wO2.3

The candidate has reviewed the process. The fact that other members of the group do
not complete their part of the plan, or work cooperatively with the candidate, should
in no way prevent the evidence from being used, provided the candidate has sought
advice from the assessor and updated and developed the plan accordingly, and the
evidence demonstrates that the candidate has met the criteria for each element.



Working with
others

Level 2
WORKING WITH OTHERS LEVEL 2

ASSESSMENT CHECKLIST

You must:

Wo2.1 WO02.2 Wo02.3

Plan work with others. Work cooperatively towards Review your contributions and
achieving the identified agree ways to improve work with
objectives. others.

Your evidence must show you can:

2.1.1 2.21 2.3.1

Identify what you need to achieve | Organise and carry out tasks Share relevant information on

together; and safely using appropriate methods, | what went well and less well in

212 to meet your responsibilities; and | working with others; and

share relevant information to 2.2.2 2.3.2

identify what needs to be done support cooperative ways of identify your role in helping to

and individual responsibilities; and | working to help achieve the achieve things together; and

213 ::éectlves for working together; 233

confirm the arrangements for agree ways of improving your

working together. 223 work with others.

check progress, seeking advice
from an appropriate person
when needed.

LOCATION OF EVIDENCE

Page List items of evidence and where they Wwo02.1 | Wo2.2 | wWo2.3
are located in the portfolio

2(3(1]12(3|1]2]3
2 Assessment record — Task 1 X
3 Assessment record — Task 1 X | x| x
4 Assessment record — Task 1 X | x|x
5 Candidate evidence record — Task 1 X | x| x
6 Candidate evidence record — Task 1 X | x|x
7 Candidate evidence record — Task 1 X|x|x
8 Minutes of meeting on 07/01/03 — Ref 1 X | x| x|x|x]|x
9 Example of invitation — Ref 2 X
10 Candidate evaluation X|x|x
1 Assessment record — Task 2 X | x| x
12 Assessment record — Task 2 X | x|x
13 Assessment record — Task 2 X|x|x
14 Candidate evidence record - Task 2 X | x| x
15 Candidate evidence record - Task 2 X | x|x
16 Candidate evidence record - Task 2 X|x|x
17 Candidate log — Ref 3 X | x| x|x|x]|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.

A or Name: f{ n mﬂﬂ- Candidate Name: H MTE
Assessor Signature: “{J"-"{! m ~r Candidate Signature:ﬁ' Mjﬂ

Date: m" '-ﬁé v ﬂﬁ Date: -5‘ 'E-{;'j
I Page 1




Working with

others
Level 2
WORKING WITH OTHERS LEVEL 2
ASSESSMENT RECORD
WO2.1 Plan work with others.
You must:

Subject and purpose: Supplementary evidence (if included):

) Task 1: Designing and making invitations for | Candidate Evidence Record
WO2.1 Plan work with others.

pupils from other schools. Minutes Ref 1
(Group)
. Did the candidate... (tick) Comments and examples
Your evidence must . ]
show vou can: Iderjtlfy what they needed to A. Candidate had a meeting with
y - achieve with others? Yes No other members of his group and
agreed how the task would be
2.1.1 Identify what you need to done.
achieve together; and
Ref: 1
2.1.2 share relevant
information to identify
what needs to be done Did the candidate... (tick) Comments and examples
and individual
responsibilities; and Share relevant information to I:l At this meeting it was decided by
what needed to be done and Yes No the candidate who would do what
2.1.3 confirm the arrangements individual responsibilities? (see candidate evidence record).

for working together.
The group produced an action
plan with deadlines.

Ref: 1
Did the candidate... (tick) Comments and examples
Confirm the arrangements |Z[ D All of the above was arranged at
for working together? Yes No a meeting of the group.

The plans were checked with the
group’s mentor.

Ref: 1

Assessor Name: m Candidate Name: M—

Assessor Signature: éﬁmﬁrf_ Candidate Signature: .rar
Date:__ 22.21.8F  pate_F-L 03

Page 2 I




Working with
others

Level 2

You must:

WO02.2 Work cooperatively
towards achieving the
identified objectives.

Your evidence must
show you can:

2.2.1 Organise and carry out
tasks safely using
appropriate methods, to
meet your responsibilities;
and

2.2.2 support cooperative ways
of working to help
achieve the objectives for
working together; and

2.2.3 check progress, seeking
advice from an
appropriate person when
needed.

WORKING WITH OTHERS LEVEL 2

ASSESSMENT RECORD

WO02.2 Work cooperatively towards achieving the identified objectives.

Subject and purpose:

Task 1: Organising invitations and attendance

at the careers convention.
(Group)

Supplementary evidence (if included):

Candidate Evidence Record
Minutes Ref 1
Invitation Ref 2

Did the candidate... (tick) Comments and examples
Organise and carry out tasks |Zl I:l A. Candidate agreed with the
safely using appropriate Yes No group what his task should be. He
methods, to meet their used helpful equipment (Yellow
responsibilities? Pages, envelopes, stamps) and

while others in the group worked
on their part, he worked
independently on his.

Ref: 1

Did the candidate... (tick) Comments and examples
Support cooperative ways of IZ l:’ All of the above was agreed and
working to help achieve the Yes No achieved as the result of a group
objectives for working meeting.
together?

Ref: 1 &2
Did the candidate... (tick) Comments and examples

Check progress, seeking
advice from an appropriate
person when needed?

Yes

A. Candidate double checked his
own work for errors and asked a
member of his group to do this
also. In class and around the
school he behaved sensibly and
kept a check on his progress with
the others so they all kept up.

Ref: 1 &2

Assessor Name: m
Assessor Signature: Mﬂi
Date: E:.S L L]

Candidate Name: 4L AR TE
Candidate Signature:""j'-'|:I’-*'1'--""‘-'§I|"'5"'Il'ﬂ--l"!f|

Date: 25 Lﬂg
I Page 3




Working with

others
Level 2
WORKING WITH OTHERS LEVEL 2
ASSESSMENT RECORD
WO2.3 Review your contributions and agree ways to improve work with others.
You must:

Subject and purpose: Supplementary evidence (if included):

. o Task 1: Organising invitations and attendance | Candidate Evidence Record
WO02.3 Review your contributions

and agree ways to at the careers convention. Minutes Ref 1
improve work with others. (Group) Invitation Ref 2
Did the candidate... (tick) Comments and examples
. Share relevant information |ZI I:l The group met to produce a
Your eV|dence must on what went well and less Yes No report and discuss how they could
. well in working with others? improve the work they had done
ShOW you can: and what was good about it.
2.3.1  Share relevant Ref: 1 &2
information on what went
well and less well in i . .
working with others; and Did the candidate... (tick) Comments and examples
23.2 identify your role in Identify their role in helping |Zl D Each member of the group had
helping to achieve things to achieve things together? Yes No the opportunity to discuss how
together; and their individual work had gone
and what contribution it made to
2.3.3 agree ways of improving achieving things together.
your work with others.
Did the candidate... (tick) Comments and examples
Agree ways of improving D Report included what A. Candidate
their work with others? Yes No and group would do differently if
they were doing it again.

Assessor Name: _ﬂm Candidate Name: ﬂfﬂﬂﬁﬂ:ﬂif—
Assessor Signature: M Candidate Signature: M

Date: 2s.02.07% Date: __2a 1":]5

Page 4 I




Working with
others

Level 2

You must:

WO02.1 Plan work with others. WORKING WITH OTHERS LEVEL 2
CANDIDATE EVIDENCE RECORD
WO02.1 Plan work with others (Group).

Your evidence must
show you can: Assessment criteria and how the candidate met the criteria

2.1.1 Identify what you need to
achieve together; and

What do you need to achieve together?
2.1.2 share relevant
.;'_-..,,l.r itritatice=s  doa A Prekel © {free oG-
information to identify _.E,.‘Q\‘:Eiq o I:h"u T “2il o ok uSEiE £ b=t o,
what needs to be done ol Caesel  PEourlarag TD AR
and individual
responsibilities; and List Group members.
e
2.1.3 confirm the arrangements s i
for working together. =i
e

Who has to do what to get the job done?

T padl {ad e naeees el 2 Dl s S O oy b €
M ool oedse cersed Sl dewige e o vitahen oo
CoingBd- 8T Beed  Cipplamey el A e ifadhon, .,

How was it decided who was doing what? M
e (= M-~ I'.'ﬂ-r\-rlp_d& = l::l =
e Al - dec e .'I: [ W [ R hﬂ@
A0rn ok AClhool AgedE didl  wddrecmegs .

What arrangements have been made to get the job done?
o el Sl meetin The s e A Peram] e e fue oA

;Efﬁ:’ W ancd e fg  compudery, T whll bdesow
frn e S en

How did you confirm these arrangements with the others involved?
HE v g ot o n.mx:l Sroup  Pookaeg
P L, | SV i Hﬁ:l j.:.: -ﬂhﬂ.\_._-l-dp...:j Thisy .1-..:3,_‘.,. o

Assessor Name: -"IN FlﬂﬂiE Assessor signature:;{-’ﬂ-rw Date: 27 . #[-=%
Candidate Name: I|I'-'||-q‘:f"i‘-l"i.-“'II:I"FI'ECandidate signature:‘ﬁ- _{".n..-,.-:".u:él.l'f Date: #.i.t4%

I Page 5




Working with
others

Level 2

You must:

WO02.2 Work cooperatively
towards achieving the
identified objectives.

Your evidence must
show you can:

2.2.1 Organise and carry out
tasks safely using
appropriate methods, to
meet your responsibilities;
and

2.2.2 support cooperative ways
of working to help
achieve the objectives for
working together; and

2.2.3 check progress, seeking
advice from an
appropriate person
when needed.

WORKING WITH OTHERS LEVEL 2
CANDIDATE EVIDENCE RECORD
WO02.2 Work cooperatively towards achieving the identified objectives.

Assessment criteria and how the candidate met the criteria

How did you organise your own tasks to meet your responsibilities?

s o = ﬂﬁlﬂb,q?qm ;:h-'\r_‘i-ﬁrnmﬂﬂ-l' e et cul i ruser
@rd addresses nf'.:.u_l ¢|.|!‘-|ht. SrfpeonlE S S Sl L Sl

F the grdBldees sed e oe from e e oo Woced TRy
oot plFEs T ool o e T pamd psd it g_,—d'?;l:i-'ﬂ‘ﬂcﬂ!ﬂ

How did you work safely and accurately?

T iel| easmmd TR SO n:hadn-anwun.thj o T

et s el SleurorSoeng . T e T s

Jery oeefullg o et fee goiling nhtand fan deibie
Chocieol I F e o S

How did you work cooperatively and provide support to others?

nen L e m'-:\-j Task T keipeg @erosd bﬂmhm

hirn ol | fh@ Lo i el et ) e cosem

Did you require help or support from others?

mpbas, S FPig e Friﬂ' e P H:lr:un:i laa ol
paribe e ol en s med  sHck B SYoueep By e
(== =

Did you check on the progress of the work and ask for advice, if you needed to, from
someone who could help you?

I = of gule | I | e n.-ﬁcu'r-'-.-q::l oM

oy =nd  fowad GOeeRang it e 3 e L
Lo Hept a pleeck o0 .E-‘E:_-.-: eyl T e Py

g wth MY Work S My o =leulols' t el e leiad

Assessor Name: A A Flaresaed® Assessor signature: .r'E:-I"l-" Hrrered Date: 2502 T
Candidate Name: & 30T Candidate signature:-‘h‘ﬁﬂ'-'-""ﬂ'hﬂ Date: = oL O3
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Working with

others

Level 2

You must:

WO2.3 Review your contributions WORKING WITH OTHERS LEVEL 2
and agree ways to CANDIDATE EVIDENCE RECORD

improve work with others. . . . . .
me WO02.3 Review your contributions and agree ways to improve work with others.

Your evidence must Assessment criteria and how the candidate met the criteria
show you can:

2.3.1  Share relevant What went well as you worked with others on this j0b7
information on what went Fis & 5‘1"|:"1ﬁ'.|"!| @ Senatd wlorkedd sl meeg, T
well and less well in -2-\- e cHJL"i- @l T Ahiak 3 wdEnT R el
working with others; and 1_—..‘-_-.,-.-.. B A ,,-_jf. it Fuﬁf:l- ol it legtemn 48 oo
) RIS Spiaias B e A lE..l_.?,m,.-1.--_'3,:.|' m_i:r.:-u..y i
2.3.2 identify your role in mdcr WE AR i progetr werk .
helping to achieve things i ]
together; and :
’ Yhat didnot g sowellz. .. dicde 't g0 el bercuie tre
23.3  agree ways of improving Scheols  werd pe oid m il ~—edl e Od Enuﬂ_,
your work with others. Pty -
N g Comnatnitly hirna ol wp,
What was your role in helping to achieve the things together?
T o 'I-""""'l: q--lﬂ.l-l. of Hhd bt doed waiy
Superic rmmfe-pu L ol =T {srr,:rmq and Grgh)
ek rm.! Lt weand d -l:lj Thpmere GE Lk
el 9 hrg;j
How did you go about aﬂreemg ways of i |mprovmg this work with others?
[ TR ¥ LA e X Lot

IS - e
qni;jdu-lcﬂarﬂ‘ﬂkﬂp?mt_. Fhﬁrﬂfdtdﬁ:fwﬂi

Andtiieg ko eialE suee R <M Ak,
= ot

Assessor Name: &-‘-"’WAssessor signature: JE' m Date: T& -2 0F

Candidate Name: fi{fTIRTE. Candidate sngnature Date: J%-gf OF

I Page 7




Working with
others

Level 2

You must:

WO02.1 Plan work with others.

WO02.2 Work cooperatively
towards achieving the
identified objectives.

Your evidence must
show you can:

2.1.1 Identify what you need to
achieve together; and

2.1.2  share relevant
information to identify
what needs to be done
and individual
responsibilities; and

2.1.3 confirm the arrangements
for working together; and

2.2.1 organise and carry out
tasks safely using
appropriate methods, to
meet your responsibilities;
and

2.2.2 support cooperative ways
of working to help
achieve the objectives for
working together; and

2.2.3 check progress, seeking
advice from an
appropriate person
when needed.

Ref 1

Minutes of meeting on 07/01/03

We had a meeting of our group today to plan what to do. Our task
is to design invitations to our school Careers Convention on
February 13th, and send them out to local schools.

Our mentor advised us that the invitations should go out as soon as
we could so that schools would have time to plan better. We
decided to get them sent out by the end of January.

After a discussion we made this plan and then decided who would
do what.

14/01/03 | Find names and addresses of schools to invite

17/01/03 | Decide words to go on invitations

21/01/03 | Decide layout for invitations

22/01/03 | Type out draft invitation and print copy

24/01/03 | Group meeting to check that everything is OK

28/01/03 | Send out invitations

04/02/03 | Meeting to plan arrangements for the day

13/02/03 | Careers Convention

25/02/03 | Evaluation meeting with our Tutor

Minutes of meeting on 04/02/03

Some of the replies have come back. We talked about how we
would handle everybody on the day, and Peter said he would keep
notes of what the group decided. We decided that we would wait
until they all come back so we would know how many people were
going to come before we finalised the details for the day. A.
Candidate said he would pick up the letters from the office each
morning.

Signed
A Ganldase
Gecard,
Srephen

Page 8 I




Working with
others

Level 2

You must:
Example of invitation (completed task) Ref 2

WO2.2 Work cooperatively
towards achieving the
identified objectives.

Your evidence must
show you can:

City College Year 11 pupils

2.2.2 Support cooperative ways InVi're \/eqr‘ 11’ 12 and 13 pupils Of

of working to help
achieve the objectives for

erking together various schools
To a
CAREERS CONVENTION
in
City College
On
Thursday 13™ February 2003

I Page 9




Working with
others

Level 2

You must:

WO02.3 Review your contributions WORKING WITH OTHERS LEVEL 2

and agree ways to CANDIDATE EVALUATION
improve work with others.

. Group Review
Your evidence must

show you can:

What went well?

23.1 Share relevant We worked well together as a group. It was a good thing for me,
information on what went because I can be quite lazy, but I had to work hard to keep up with
well and less well in the others.

working with others; and

2.3.2 identify your role in
helping to achieve things
together; and

What did not go so well?

233 agree ways of improving I was a bit disappointed with the layout of the invitations. Gerard
your work with others. had gone away and done it all on the computer without asking what

we thought. He didn't like what I suggested when I saw what he had

done. It would have been better if we had had some more short

meetings so Peter, Stephen and I could say what we thought.

Also the others had to nag me to get my bit done. I should have
done it straight away. On the day not many people turned up,
because it was half term.

What would you do differently next time?

I would allow more time for planning before we made any final
decisions. That way we could have avoided half term week, and
more people might have turned up.

I would make sure we had lots of very short sessions - perhaps at
break times — when we could check back with each other how
things were going.

I have learnt that other people depend on my contribution, so I
think I would not put things off so much.

Assessor Name:# & Planesred Assessor signature: Aeyy#” Date: £5.oxa7
Candidate Name:&FrinirsiTe Candidate signatureyd i sugiiad » Date:zs.ce 43

Page 10 I




Working with

others
Level 2
WORKING WITH OTHERS LEVEL 2
ASSESSMENT RECORD
WO2.1 Plan work with others.
You must: Subject and purpose: Supplementary evidence (if included):
. Task 2: Research, write and word process Candidate Evidence Record
WO2.1 Plan work with others. a guide. Log
Did the candidate... (tick) Comments and examples
Your evidence must Identify what they needed to IZ l:, Both candidates discussed what
. achieve with others? Yes No was required to complete the task.
show you can:
211 Identify what you need to Did the candidate... (tick) Comments and examples
hi together; and . .
FAEHE e e Share relevant information to IZ l:’ After discussion, they produced an
2.1.2 share relevant what needed to be done and Yes No action plan that detailed what
information to identify individual responsibilities? work needed to be done, who
what needs to be done would do each bit and when it
and individual had to be completed in order to
responsibilities; and meet their target.
2.1.3 confirm the arrangements
for working together. Did the candidate... (tick) Comments and examples
Confirm the arrangements Z D They both explained their action
for working together? Yes No plan to me, and the initial ideas
that they had had and how they
thought it would all fit together.
They clarified the time scale with
me, and established the need to
take responsibility for getting the
draft approved before word
processing the final version.

Assessor Name: _im_ﬁﬂi—— Candidate Name: ALAMDDATE
Assessor Signature: M Candidate Signature: ,fMM

Date: _ {f .05. ol Date: _ & A5 -AAF
I Page 11




Working with
others

Level 2

You must:

WO02.2 Work cooperatively
towards achieving the
identified objectives.

Your evidence must
show you can:

2.2.1 Organise and carry out
tasks safely using
appropriate methods, to
meet your responsibilities;
and

2.2.2 support cooperative ways
of working to help
achieve the objectives for
working together; and

2.2.3 check progress, seeking
advice from an
appropriate person
when needed.

WORKING WITH OTHERS LEVEL 2

ASSESSMENT RECORD

WO2.2 Work cooperatively towards achieving the identified objectives.

Subject and purpose:

Task 2: Research, write and word process

a guide.

Supplementary evidence (if included):

Candidate Evidence Record
Log

Did the candidate...

Organise and carry out tasks
safely using appropriate
methods, to meet their
responsibilities?

VI

Yes

(tick)

]

No

Comments and examples

The action plan was well thought
out.

A. Candidate checked the
accuracy of the work and
established the need to gain
approval of the draft version
before going on to the final
version.

We discussed the hazards of using
computers for long periods.

Did the candidate... (tick) Comments and examples
Support cooperative ways of Z I:l A. Candidate tried to keep in
working to help achieve the Yes No contact with Darren during his
objectives for working absence. The candidate kept me
together? informed of his efforts to contact

Darren, and the progress they
were making.

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

Check progress, seeking
advice from an appropriate
person when needed?

Yes

Due to the situation that
developed A. Candidate kept me
informed of the steps that he was
taking to contact his co-worker
and complete the task. He
reviewed his action plan during
the course of the task and
explored alternative ways of
providing evidence for this unit.

Assessor Name: M%
Assessor Signature: M

Date: ﬁ L

Candidate Name: __f “CAND D@ T

Candidate Signature:tﬁéﬂﬁ@éﬁ_

Date: &1 a0 T
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Working with

others
Level 2
WORKING WITH OTHERS LEVEL 2
ASSESSMENT RECORD
WO2.3 Review your contributions and agree ways to improve work with others.
You must: Subject and purpose: Supplementary evidence (if included):
. o Task 2: Research, write and word process Candidate Evidence Record
WO02.3 Review your contributions f
and agree ways to RIS, Log
improve work with others. S e
Did the candidate... (tick) Comments and examples
: Share relevant information |Zl I:l A. Candidate has provided an
Your eV|dence must on what went well and less Yes No action plan, which has changed as
well in working with others? a result of difficulties in meeting

show you can:

the original targets.

2.3.1 Share relevant A. Candidate has written a brief
information on what went reflective account of the project
well and less well in and discussed with me ways of
working with others; and dealing with the situation.

2.3.2 identify your role in
helping to achieve things Did the candidate... (tick) Comments and examples
together; and ] ) ) ] IZ l:,

Identify their role in helping A. Candidate displayed a lot of

2.3.3  agree ways of improving to achieve things together? Yes No patience in the way he dealt with
your work with others. his colleague. A. Candidate was

keen to keep me informed of how
the work was progressing. He
asked for, and took, advice on
how to resolve the situation. He
has fulfilled all of his obligations
and made every effort to ensure
that the work he’d planned with
Darren was completed.

Did the candidate... (tick) Comments and examples
Agree ways of improving |Zl I:l A. Candidate has written a brief
their work with others? Yes No reflective account of what went

well and more importantly what
didn’t go well during the course
of this task. A. Candidate has
demonstrated the understanding
of a useful lesson in working with
others — some team members are
not as committed as others.

Assessor Name: m Candidate Name: ft CAMDIDATE
Assessor Signature: M Candidate Signature: M

Date: 0% 86.0CF Date: _ 0% of- &
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Working with
others

Level 2

You must:

WO02.1 Plan work with others.

Your evidence must
show you can:

2.1.1

2.1.2

Identify what you need to
achieve together; and

share relevant
information to identify
what needs to be done
and individual
responsibilities; and

confirm the arrangements
for working together.

WORKING WITH OTHERS LEVEL 2
CANDIDATE EVIDENCE RECORD
WO02.1 Plan work with others.

Purpose of task: Improve future careers convention — Research, write and word process

a quide

Assessment criteria

How the candidate met the assessment criteria

What do you want to
achieve together?

e o] o ot = o jor e clvewry
Cersfemios - B da feus, Fiad oo do sovve
e e o R N tm wdnbE v gad
=t jb doe o os eomnpah® 50 RS o condn]

ke printed and gweh oul-

List group members.

T @ vl it Dfeven e Thig
“']D.:..,,.:.._: il b ha check o
progress parkh, Ol esssesiarc,

Who has to do what
to get the job done?

Lle tmioed amout 7 end decided et Devren
ol o o ERE Of e reEEvels, T ool leme
&t tore otber awuclos & ideet of mow

oF Shealad et ™ Je wall Lo R

IE I will Pud T phee HRe Lo ekt

How was it decided
who was doing what?

T waell & compeatt et hone: DEerdn

L 4o oo ffacck, e B at TR

I.hn-'a-'-.j_ 56 i decleleod o EREL ey Fine
"

TL-.-TTL L Ll = -:_ran::l k-

What arrangements
have been made to
get the job done?

Irees, ol Bnd TME Afo. T ool boolp b
SO £ P T dhl-td-u Y o w1
:,rl' A.:_.- dear Afwk L el el
445_3:41-"421' i -hr-cur%ﬁ i~ Clgas

How did you confirm
these arrangements
with the others
involved?

eicds :,-_-r.-.ﬂ +u de JOoret. Teen™ Loe WAveke
S @ehBn  Dlae, el & pTed
gl e ':F:t ﬂ:]‘

| certify that the work | have submitted is my own.

Signature A dida s (Candidate)

Date rh.0%- 0%

Confirmed A} Bigersav™™ (Assessor)
Date &.#% -0
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Working with

others
Level 2
You must:
W02.2 Work cooperatively WORKING WITH OTHERS LEVEL 2
itg"‘ﬁ;’iscichg?"':i% the CANDIDATE EVIDENCE RECORD
entinied objectives. W02.2 Work cooperatively towards achieving the identified objectives.
Purpose of task: Research, write and word process a quide
Your evidence must Assessment criteria | How the candidate met the assessment criteria
. How did you organise| T ._ust# ko g low@od @ed {0uad Steme
show you can: your own tasks to Guschs oy shmoler L oid ok rﬂﬁ‘l‘
meet your Al N -t e, pe At T oeald
2.2.1 Organise and carry out responsibilities? kst (F dow aedd nol eee B mrr'ﬂ
tasks safely using | s a =
appropriate methods, to oy {"Fd‘-ﬁ' Hne ot e
meet your responsibilities; _
and How did you work L chdm’ & sl Thesed ey ..D-n..\jt'lq_-; Nt
safely and accurately? | think eyl cac@pt mane e ..-_-r-.'H,,_._.n_..:,:
2.2.2 support cooperative ways -;..Jﬁ-_:.[ : L,.::.: Lﬂ:' & b Bl @
of working to help A B S e &{'" s
achieve the objectives for Eocome] LR ae RIaE Susd .h{' "-:Ir
working together; and b i o pomoiedea o -
2.2.3 check progress, seeking v - .
advice from an How dldt-yo:‘ Wo:ik Ll Dy Sl 15 L0, i Tl d‘?.‘]
appropriate person cooperatively an of G seccag st Be T vacd 12| &
when needed. prOVIds support to borp, st Tha ooiba A Sesjeans O bug
others? ok, Bed T cida't Bedk ki hore
LR, T S
Did you require help | p il [josven w3iia 'r Trerrs T told fieg
and support from tkar  and T bold v et T sl
others? e o 'Q:E e -

Did you check onthe | T “siert j Weeg o Clerly oo Prggeme el
progressof thework | T _a@s fecd wp Lohes Diarren dide b o up
and ask for advice, if | fr e afvennd wtinion . ke ke cdbew bl Fie
you needed to, from | 7 THATEL vl e Padla e doews 3wy of dea
someone who could | ™= et B hacd smind e du. 7p 1
i T e
help you? taach PG e W e
phoretl B T roudd haoe By Fia b 1.
e wotww WS b T blol g hgpoe o
advred e whel fo de

| certify that the work | have submitted is my own.

Signature A ':';i-h?':-’-'ffﬁ"' (Candidate)  Confirmed ﬁfﬂ.-'ﬁ:gn-ﬁ_ (Assessor)

Date Jto-5-0% Date #a_a#f. g
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Working with

others
Level 2
You must:
WO02.3 Review your contributions WORKING WITH OTHERS LEVEL 2
and agree ways to CANDIDATE EVIDENCE RECORD
improve work with others. W02.3 Review your contributions and agree ways to improve work with others.

What went well?

e EhEn plie cx Sood, ONELLe bt b RO Al g
- pcrcter! Ten gl 4o (e B, # 1 54.“']'[-. Trme ol ool Josh, Dol
‘r‘r"ahﬁ"m"‘“‘ "';:' wiki@ab g Jn T Lokalt oyeles thingh bl b wi
MR i b aroedd e Baliepd e ™3 oo sasill
LF mhael odifl, ok gligding the Sy s 8 =

o i J: E: iﬁﬂ' Wbgak s EOACE ; Lt

Your evidence must
show you can:

2.3.1 Share relevant

i ?
information on what went What did not go well?

: L A o e T R R ST I ———
well aind Ie_ss wellin F.;r, kg TR sl fen, akiiF it ;u’-ﬂ:ﬂl.ﬂ .L-.'I'l-#:.-'. e -I:‘.'H::n [ = s B
working with others; and iy T Coldnd Shast oe BRE gnd”m T ofekpd tieng. L
- . rigd ba plhore e Bud e Do b e L e ol P

232 Selnit:]fyz/ourg?ls ”jchin college 2 POl b e done e Dork bUl e afole g

elp g.oac eve gs E g IF by had beepy moemsl T opould have doce beg aomeie
together; and Ppf oo SRR pen beld nep . He ket on :;&3 b capald =io e
e T el [ T et o e i g
2.3.3 agree ways of improving st e L 4 e Pk g inj -

k with others. . . . .
yourworkcwith others What was your role in helping to achieve the things together?

Felisg bams OHO o eusinee]  Davven elila b do @ ik
el At Form e ok sl s s

How did ¥ou 'go about agreeing ways of improving this work with others?
[ = S =T = Ml W g T i Tt e ifed T
mr;wcl-. eyt F= A i T LiP, .g.n:!r"fﬂ s T

Hrar b g
ol Ang e b - A e LR g ,F‘TT"'""'E'
]

What would you do differently?

¥ fmae T woud =TT AELT v e Ol S LT g
Eadld @nother wiaos of diodag b b Due Scbion, plan L.oege
arrarfi ; ther —adna’d #meﬂ'Hﬁﬁm if £ made
Eudrg feil ek oS fiabr I ocoldal s@%E guee I W B ey 1 b
s il ot ohmadn B b gk T RSA e e o L o L
o Tt Lo Ty Rl et PO Sl Chemds  Mowd LR e

a o :l' =t o T wooud waa e 3
Lﬂm LAU R =TT P-h:‘-T ﬂ:'j Ll By,
PR e S £ Edh Coareonn whe Oy vt 22 So oo

L i
B SUIT Ak Trd alicln 't e to g b pdeek G T ol st

L - R AF ko oS Tl 'k
aed Endlk TR e m.u:_ﬁu..] T i

Assessor feedback

Signature ’JMM*-' (Candidate) ~ Confirmed J'EHIW (Assessor)

Date %4 2 Date &#%.2&.0F




Working with
others

Level 2

You must:

WO02.1 Plan work with others.

WO02.2 Work cooperatively
towards achieving the
identified objectives.

Your evidence must
show you can:

2.1.1 Identify what you need to
achieve together; and

2.1.2  share relevant
information to identify
what needs to be done
and individual
responsibilities; and

2.1.3 confirm the arrangements
for working together; and

2.2.1 organise and carry out
tasks safely using
appropriate methods, to
meet your responsibilities;
and

2.2.2 support cooperative ways
of working to help
achieve the objectives for
working together; and

2.2.3 check progress, seeking
advice from an
appropriate person
when needed.

WORKING WITH OTHERS LEVEL 2
CANDIDATE LOG

Ref 3

Time & Action Outcome Review
Date
29/4 Decide what to do | Action plan 29/4 Action plan
Week 1 | and complete action completed and agreed by
lesson plan both of us and checked by
tutor
Before Do research Me - find other 6/5 I did my bit, but
6/5 guides Darren didn't come in. T
Darren - Research | spoke to the tutor. We
information for will have to complete
our guide everything next week.
6/5 Review our research | Start of guide 6/5 Couldn't start writing
Week 2 | Start to write guide the guide so we'll have to
lesson do it all next week.
Before | Do any more Spoke to Darren
13/5 research if it is on the phone. He
needed promised to bring
in his research for
the next lesson
13/5 Finish off writing Handwritten guide | 13/5 Couldn't because
Week 3 | the guide and get it Darren didn't bring it in
lesson approved by tutor
Before | Word process guide | Finished guide 20/5 Had to do it all
20/5 (Me) myself
20/5 Hand in finished Word-processed | 20/5 Not as good as it
Week 4 | guide guide - job done! | could have been because T
lesson had to rush it, and Darren
didn't do the research
Signed: Signed:
AR s A dandpdate
o3.0801 84-06-¢3
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