C‘ColegauCymru
CollegesWales

Essential Skills Wales Suite

Implementation, Delivery and Assessment Guidance for
Practitioners, Assessors and Learners

Essential Employability Skills

ColegauCymru CollegesWales
Uned 7 Cae Gwyrdd Unit 7 Cae Gwyrdd

Greenmeadow Springs Greenmeadow Springs
Tongwynlais, Caerdydd CF15 7AB Tongwynlais, Cardiff CF15 7AB
Ff: 029 2052 2500 T: 029 2052 2500

E: helo@colegaucymru.ac.uk E: hello@collegeswales.ac.uk
W: www.colegaucymru.ac.uk W: www.collegeswales.ac.uk




Acknowledgements

This document was developed as part of a wider project funded by Welsh
Government (WG) to prepare and support practitioners to deliver the new ESW Suite
of qualifications. This document was produced by ColegauCymru, working with WG
and Awarding Bodies to ensure coherence and consistency.

It is intended that it is used in conjunction with Awarding Bodies’ ‘ESW Suite of
Qualifications Handbook’ to ensure that practitioners are aware of regulatory
requirements as well as those associated with effective delivery. Please note that for
assessment and qualification achievement purposes, any requirements in the
Awarding Bodies ‘ESW Suite of Qualifications Handbook’ take precedence.

All information contained in this guidance is correct at time of publishing.

Essential Employability Skills Page 2 of 83
May 2016



Essential Skills Wales Suite: implementation, delivery and
assessment guidance for practitioners, assessors and
learners

Audience € Practitioners and assessors delivering qualifications within the
Essential Skills Wales Suite from September 2015 (the
qualifications)

¢ Individuals conducting internal and external quality assurance of the
qualifications
¢ Learners undertaking any or all of the qualifications.

Overview  This document:
€ Should be read in conjunction v

Suite of Qualifications Handbo:

¢ provides information and guidance relating to the rationale for the
qualifications and outlines their characteristics

€ includes subject-specific (Essential Application of Number Skills,
Essential Communication Skills, Essential Digital Literacy Skills and
Essential Employability Skills) guidance on assessment and access
requirements for those involved in implementing and/or quality
assuring the qualifications

¢ incorporates guidance for learners which reflects the purpose and
relevance of the qualifications in education and work-based
contexts and explains assessment requirements.

Action Practitioners, assessors and individuals conducting internal and

required external quality assurance roles can use the relevant ESW qualification
document to inform and guide implementation, delivery and quality
assurance to meet policy and specification requirements.

Learners can use this guidance to help them achieve the qualifications.
It is however appropriate for learners at Entry Level and on L1
programmes to be assisted in interpreting and using this guidance.

Guidance Documents available are:
¢ Essential Application of Number Skills

¢ Essential Communication Skills
¢ Essential Digital Literacy Skills
¢ Essential Employability Skills
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Introduction

This document provides key information and guidance to assist the effective delivery,
assessment! and quality assurance of all qualifications within the Essential Skills
Wales Suite implemented from September 2015 (the qualifications). In addition, it
provides guidance on the content and assessment of the qualifications specifically for
learner reference and use.

The rationale for change is explained, with an overview of common features and
assessment requirements applicable across the qualifications. Essential Skill-specific
detail is provided outlining assessment requirements at each level. The document
also acknowledges that practitioners will be delivering specifications provided by a
range of awarding bodies and provides links to their documents.?

Essentially, the guidance seeks to assist effective and consistent implementation of
the qualification by ensuring that:

¢ Practitioners have access to clear information on the rationale for and common
elements in the qualifications

¢ Practitioners, assessors, learners and individuals involved in quality assurance of
the qualifications are notified of the timescales that apply to implementation and
assessment

¢ Practitioners and assessors are provided with explanation and amplification of
assessment requirements across all Essential Skills at each available level

¢ Individuals involved in the quality assurance of the qualifications are made aware
of requirements designed to secure robust standards

¢ Learners have useful information on the content of the qualifications and how they
will be assessed.

The existing Entry Level subject specifications are available from Qualification Wales.

1 Please refer to the Awarding Bodies’ ‘ESW Suite of Qualifications Handbook’.
2 Please refer to the Awarding Bodies’ ‘ESW Suite of Qualifications Handbook'.
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Rationale

The availability of a range of qualifications to promote effective acquisition of skills for
application in education, work and life is fundamental to successful implementation of
the skills agenda in Wales.

In 2010, Key and Basic Skills qualifications were superseded by Essential Skills Wales
(ESW), which established a coherent suite of qualifications and standards to enable
progression from Entry Level 1 to level 4. Communication, Application of Number and
Information and Communication Technology qualifications were complemented by
Wider Key Skills (Working with Others, Improving Own Learning and Performance and
Problem Solving) to provide a balanced and comprehensive offer supporting
development of skills in learning, employment and life contexts.

In September 2015 ESW qualifications and Wider Key Skills were replaced by a new
suite of Essential Skills, established in response to the recommendations of the
Review of Qualifications (2012).
http://gov.wales/docs/dcells/publications/121127reviewofqualificationsen.pdf

The Essential Skills Wales Suite (the qualifications) incorporates:

¢ Essential Application of Number Skills (EAONS)
¢ Essential Communication Skills (ECommS)

¢ Essential Digital Literacy Skills (EDLS)

¢ Essential Employability Skills (EES)

The Review of Qualifications recommendations proposed revised and more reliable
assessment for Communication and Application of Number (R27), establishing a new
skill qualification (Digital Literacy to replace ICT: R28), and the incorporation of new
Essential Employability Skills within the Suite. In essence, recommendations from the
review have been instrumental in shaping the qualifications to ensure greater clarity,
relevance and reliability within the following skills:

Communication

Application of Number

Digital Literacy

Critical Thinking and Problem Solving
Planning and Organisation

Creativity and Innovation

Personal Effectiveness

A further recommendation proposed that Essential Skills Wales qualifications should
no longer be delivered to learners aged between 14 and 16. This was because schools
reported difficulties in generating evidence for qualifications that had been designed
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primarily for other learning contexts. The new GCSEs within the Welsh Baccalaureate
will be used to assess literacy and numeracy in 14-16 year olds.

Exceptions to this are:

¢ 14-16 learners will be able to undertake ES qualifications at Entry Level
¢ 14-16 learners in alternative settings will be able to access ES qualifications at alll
levels.

Other recommendations in the Review responded to concerns surrounding the
efficiency and effectiveness of portfolio-based assessment, the need for a more
systematic and robust approach to marking and assessment and the need to include
an element of externality in assessment.

The Qualifications — common features

The qualifications reflect several common features, reinforcing the key themes that
contributed to their development. In response to the need for learners to develop and
consolidate skills coherently, clear progression pathways have been established
across the qualifications. All are offered from Entry 1 to Level 3, with the exception of
Essential Employability Skills which is available from Entry 3 to Level 3.

All qualifications share the common aim that learners acquire relevant skills valued by
employers and next-stage educators and, furthermore, that they are able to
demonstrate proficiency in their application. Common aims? are to:

¢ structure and consolidate learning, making incidental, naturally occurring, practices
explicit

¢ encourage articulation, analysis of and reflection on the skills and on learners’ own
proficiency in them, in personalised terms

¢ increase confidence and effectiveness in the use and application of these skills

develop an understanding of how to transfer skills to new purposes and contexts

¢ provide positive and engaging opportunities to further explore, develop, practise
and apply the skills, in a range of meaningful and ‘real-life’ contexts for real-life
purposes.

In addition - common to all of the qualifications - is a more rigorous approach to
achieving the standards through clear, purposeful assessment of all skills and robust
guality assurance.

3 Please refer to the Awarding Bodies’ ‘ESW Suite of Qualifications Handbook’ 4.1
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Assessment?

To ensure that the qualifications provide an effective learning experience, assessment
will be externally set by awarding bodies and undertaken through a combination of
formal summative methods, as applicable to each skill. These are the Controlled
Task, Confirmatory Test and Structured Discussion.

In order to achieve the qualification in Essential Application of Number Skills and
Essential Communication Skills at Levels 1, 2 or 3, learners must demonstrate
their skills in both a Controlled Task and a short Confirmatory Test.

In order to achieve the qualification in Essential Digital Literacy Skills and
Essential Employability Skills, learners must demonstrate their skills in both a
Controlled Task and a short Structured Discussion.

The Controlled Task measures subject-specific skills and learners must demonstrate
that they can use skills in a holistic manner, relevant to real-life circumstances.

Controlled Tasks® are:

externally set (or approved) by an awarding body

presented unseen to learners and completed under controlled conditions
internally assessed by centres, using marking criteria provided

internally quality assured by centres

moderated/externally quality assured by the awarding body.

The Task must be completed under controlled conditions within a maximum of a
consecutive eight-week period. Guidance on the Controlled Task
environment/conditions is outlined in the Awarding Bodies ‘ESW Suite of
Qualifications Handbook'.

Learners will be provided with most of the source material required to complete a
Controlled Task. Any additional supervised research required for a particular
Controlled Task may take place outside of the maximum number of allocated hours,
but must be within the consecutive eight-week period®.

Controlled Task duration will differ in relation to level and/or skill:

¢ up to 6 hours at Entry Level (for EDLS and EES)
¢ up to 4 hours for Level 1
¢ up to 5 hours for Level 2
¢ up to 8 hours for Level 3

4 Please refer to the Awarding Bodies’ ‘ESW Suite of Qualifications Handbook’ 4.1
5 Please refer to the Awarding Bodies’ ‘ESW Suite of Qualifications Handbook’ 4.3
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Additional time may be allowed if extenuating circumstances apply. Organisations
must refer to awarding bodies for information and agree special arrangements with the
awarding body whose qualifications are being delivered. This must be undertaken prior
to the learner starting the Task®.

The purpose of the Confirmatory Test and Structured Discussion is to confirm
learners’ underpinning knowledge and skills.

Confirmatory Tests are:

¢ intended as a summative assessment of a learner’'s knowledge

¢ taken after successful completion of the relevant Controlled Task

¢ not to be taken at the start of a course or before it has been established that a
learner has all of the required skills

¢ externally produced by awarding bodies

treated as confidential material by centres

¢ taken unseen by learners and completed unaided (other than where assistance is
allowed under the Access Guidance)

¢ externally marked

¢ compliant with guidance provided by the relevant awarding body and within relevant
sections of this document.

Structured Discussions are:

one-to-one between learner and assessor

not question and answer sessions

carried out following successful completion of the Controlled Task in EDLS
sometimes appropriate for use as supplementary evidence for a Controlled Task in
EES

related to a learner’s response to the Controlled Task

assessment opportunities that require learner preparation

¢ recorded in some way.

The Controlled Task, Confirmatory Test and Structured Discussion are summative
assessments. Learners should undertake the assessments following teaching and
learning when they have developed relevant skills at the required level. Learners may
undertake a different Controlled Task or Confirmatory Test at another time if they do
not pass.

The Test should be made accessible to those with particular assessment
requirements, without compromising achievement at the required standard. Initial
assessment must be used to identify any necessary individual support or adjustments

6 Please refer to the Awarding Bodies' ‘ESW Suite of Qualifications Handbook’ 4.6.1
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and these must be agreed with the awarding body prior to the test being started by the
learner.

Further details relating to specific delivery and assessment requirements for each skill
at each available level are outlined in subsequent sections of this document.

Quality assurance arrangements must be undertaken in accordance with guidance
provided by relevant awarding bodies.’

Awarding body regulations must be complied with. These may relate to levels of
experience for practitioner, assessor and internal quality assurance staff and
expectations in terms of the currency and adequacy of their CPD.8

7 Please refer to the Awarding Bodies ‘ESW Suite of Qualifications Handbook’ 5.1 / 5.2
8 Please refer to the Awarding Bodies ‘ESW Suite of Qualifications Handbook’ 2.2
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Essential Employability Skills
Amplification of assessment requirements

Entry Level 3 & Levels 1, 2 and 3

These qualifications are about demonstrating skills in:

¢ Critical Thinking and Problem Solving
¢ Planning and Organisation

¢ Creativity and Innovation

¢ Personal Effectiveness

in order to tackle problems or tasks that are met in education, training, work and social
roles.

Notes:

1.

Each level of the Essential Employability Skills qualification incorporates and
builds on the previous levels, with differentiation being achieved through the use
of appropriate descriptors and increased complexity in the assessment
requirements and Controlled Tasks.

At Entry Level 3, subject matter and materials should be basic, that is, those that
the learner may meet in their work, studies or other activities, and which have
content put across in a direct way with lines of reasoning and main points being
easily identified. However, learners will build on the skills gained through
development sessions to extend their knowledge and application of the skills in
a limited range of contexts and by demonstrating an ability to transfer the skills
within and to different situations in a holistic and integrated manner.

At Level 1, and Level 2, subject matter and materials should be straightforward,
that is, those that the learner will often meet in their work, studies or other
activities, and which have content put across in a direct way with lines of
reasoning and main points being easily identified. However, learners will build on
the skills gained at the previous level by being able to take responsibility for
extending their knowledge and application of the skills in a wider range of
contexts and by demonstrating an increased and more independent ability to
transfer the skills within and to different situations in a holistic and integrated
manner.

At Level 3, the subject matter and materials will be complex in that they may be
challenging in terms of the ideas they present, have multiple strands, deal with
abstract or sensitive issues, or include lines of reasoning that are not immediately
clear. Learners will have to make sense of and communicate this type of
information. Learners will build on the skills gained at the previous level by being
able to take responsibility for extending their knowledge and application of the
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skills in a much wider range of contexts and by demonstrating an independent
ability to transfer the skills within and to different situations in a holistic and
integrated manner.

3. Learners need to show that they can apply their skills in the way they are
specified in the first column of the amplification table, headed, ‘Learning
outcome’. In order to meet these requirements, learners need to have the skills
listed in the second column headed, The | ear ner needs . to
Practitioner / Assessor guidance is provided in the third column headed,
‘Practitioner/ Assessor guidance’

Assessment

Learners will be assessed via a Controlled Task and a Structured Discussion to
confirm that their skills meet Essential Employability Skills specifications at the
required level. The following table summarises the specifications and indicates which
learning outcomes are to be assessed via each method.

Strand Controlled Task Structured
Discussion

Critical Thinking & Problem Solving E3 CPE3.1 CPE3.2 CPE3.3 CPE34

1 CP11 CP1.2 CP1.3 CP14

2 CP21 CP2.2 CP2.3 CP24

3 CP3.1 CP3.2 CP3.3 CP3.4
Planning & Organisation E3 POE3.1 POE3.2 POE3.3 POE3.4

1 PO1.1 PO1.2 PO1.3 PO1.4

2 PO2.1 PO2.2 PO2.3 PO24

3 PO3.1 PO3.2 PO3.3 PO34
Creativity & Innovation E3 CIE3.1 CIE3.2 CIE3.3 CIE34

1 Cl1.1 Cl1.2 Cl1.3 Cli1.4

2 Cl2.1 Cl2.2 Cl2.3 Cl2.4

3 Ci3.1 Cl3.2 Cl3.3 Cl3.4
Personal Effectiveness E3 PE3.1 PE3.2 PE3.3 PE34

1 P1.1 P1.2 P1.3 P1.4

2 P2.1 P2.2 P2.3 P2.4

3 P3.1 P3.2 P3.3 P3.4

Table 1
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The Controlled Task is an activity that covers three of the four components for each
strand — refer to table 1 - as a continuous process; it confirms that a learner can utilise
their skills in a meaningful way and demonstrate understanding of the whole process.

The Structured Discussion is an activity that covers the remaining component for
each strand — refer to table 1 — in an holistic manner; it confirms that a learner is able
to reflect on their performance and understands the processes and practices
employed to complete the Controlled Task, both as an individual and within a team.

Controlled Task and Structured Discussion Specification

Introduction

The Essential Employability Skills qualification will be awarded to learners who
demonstrate that their skills meet the Specification in both the Controlled Task
and the Structured Discussion.

The Controlled Task measures subject-specific skills that may not necessarily be
assessed in the Structured Discussion and should show learners utilising the
skills in a manner that is holistic and requires meaningful application, relevant to
real-life circumstances.

As this assessment is team based, assessors are asked to be mindful of
exceptional cases where an individual has been unable to fully demonstrate skills
due to team dynamics. Assessment of this qualification is compensatory in
nature enabling use of the Structured Discussion to elicit knowledge evidence to
support missing skills evidence.

The Controlled Task and Structured Discussion are to be assessed holistically.

Both the Controlled Task and Structured Discussion are summative. Learners
should take these assessments when they have developed the skills at the
required level.

Controlled Task Specification

Controlled Tasks will be produced by awarding bodies.

Controlled Tasks will meet the requirements of the Essential Employability Skills
Specification.

An assessment pack will accompany each Controlled Task, explicitly referencing
the assessment requirements and the Specification.

Assessors may provide learners with the opportunity to clarify task requirements
during the working period, however, this must not extend to any form of formative
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assessment. For example, recommending that a learner should make revisions to
a planning document would be inappropriate. Appropriate clarification could be
recommending that the learner re-read a particular section of the Task
specification.

Duration:

¢ Entry Level 3 —up to 6 hours
¢ Level 1 -upto 4 hours
¢ Level 2 - up to 5 hours
¢ Level 3-upto 8 hours

The Task will be designed to be completed in its entirety within the maximum hours
stated for each level. The Task must be completed under controlled conditions within
a maximum of a consecutive eight week period.

Structured Discussion Specification

¢ The Structured Discussion must be completed in addition to the Controlled Task.

¢ The Structured Discussion will holistically cover Learning Outcome .4 i.e. the
‘review’/’evaluate’ strand within the specification in relation to a learners individual
performance and their performance within a team.

¢ The format of the Structured Discussion is one-to-one and held between a learner
and their assessor; it is not designed to be a question and answer session.

¢ The content of the Structured Discussion will be directly related to the learner’s
response to the Task.

¢ Learners should be given feedback after the Task which will inform their
preparation for the Structured Discussion.

¢ Learners are expected to be prepared to demonstrate their understanding at
increasing levels of complexity as described in Note 2 above, in order to confirm
their underpinning knowledge and skills.

¢ All responses must be generated entirely by the learner with reference, if
required, to materials prepared in response to feedback relating to the Controlled
Task.

¢ Learners are expected to demonstrate the resilience necessary to complete the
Structured Discussion in one sitting.

The EES Structured Discussion is intended to confirm the standard of work that has
already been demonstrated through the EES Controlled Task. It is not a mechanism
for trying to overcome weak performance in the task. However, as candidates are
required to collaborate in this task, assessors may use the Structured Discussion to
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clarify and confirm each individual candidate’s contribution. This should be recorded
in the unshaded areas of the mark scheme. Refer to the awarding body Qualification
Handbook for further guidance.

Application of the Assessment Record for the Controlled Task

Controlled Tasks are undertaken under controlled conditions.

Following the end of the Controlled Tasks allocated time, learners work is formally
submitted for assessment.

The Assessment Record is used to ascertain the sufficiency of submitted
evidence.

Marks for each element of submitted evidence are recorded on the Assessment
Record ; this will form the record of the assessment decision regarding evidence
submitted in response to the Controlled Task. This record may be required for
future quality assurance use.

Learning Outcomes which a learner has failed to submit sufficient evidence to be
awarded marks for will be scored 0. Allocation of marks for evidence will be
totalled for each strand.

Learners require feedback relating to their performance in the Controlled Task in
order to progress to the Structured Discussion adequately prepared.

¢ The overall Controlled Task mark must be shared with the learner

¢ The Controlled Task mark for each of the strands must be shared with the
learner

¢ As this is a summative assessment, it is not permitted to provide formative
feedback to the learner

Application of the Assessment Record for the Structured Discussion

Assessors will have provided learners with feedback stating only the interim
scores allocated for their Controlled Task submission — this will relate to their
overall performance and their performance in each of the individual strands.
Learners are expected to use this feedback to prepare for their Structured
Discussion.

Following the Structured Discussion, a mark for each strand can be decided on.

Assessors must make a summary record of the Structured Discussion and the
assessment decisions taken for each strand; this record may be required for
future quality assurance use. Refer to the Awarding Bodies ‘ESW Suite of
Qualifications Handbook’ for more information.
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Final assessment decision

¢ Assessors will need to calculate the total marks awarded for both parts of the
assessment as captured on the Assessment Record .

( These marks will indicate the final grade that is to be awarded for the
gualification.
¢ This grade will be a holistic summary of a learner’s performance across the four
strands.
¢ Assessors will need to update the Assessment Record to record the final

assessment decision and provide written feedback to support the decision.
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Essential Employability Skills

Practitioner/Assessor Guidance
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Essential Employability Skills — Entry Level 3

The table below shows the skills learners will need to have in order to achieve the Essential Employability Skills qualification. These
skills should be taught before learners complete the Controlled Task and Structured Discussion. The ‘guidance’ in the third column
supports the requirements of the first two columns.

Critical Thinking and Problem Solving

Learning outcome The learner needs to know how to: | Practitioner / Assessor guidance

(EES Specifications) (skills to be taught in preparation for | (guidance on skills development)
Task and Discussion assessments)

CPE3.1 (CT) Identify the key issues of the given Issues and questions

Be able to recognise task.

the key issues within List questions that would support the
the given task that associated decision making.

These may include for example:
Health and safety

. o Risks
require a decision O
CPE3.2 (CT) Identify a decision-making technique Skill set

to use in completing the task. Resource availability

Be able to identify Opinions of others

decision making
techniques to make
choices relevant to the
task ¢ Mind maps

Decision making techniques may include, for example:
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CPE3.3 (CT) Use the selected decision making
technique and information to
complete the task:

Advantages and disadvantages

Trial and error reports

Desk research

Expert advice

Or anything that shows assessment techniques being applied

Be able to use a
decision making
technique ¢ identify views of others
¢ identify options

¢ identify strengths and effectively
weaknesses
Learners should demonstrate what they have learned from the decision
CPE3.4 (SD) Give reasons for the selected making process and identify where improvements could be made.

decision making technique including
strengths and weaknesses of the
chosen method

Know how to give
reasons for choices
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Planning and Organisation

Learning outcome
(EES Specifications)

The learner needs to know how to:

(skills to be taught in preparation for
Task and Discussion
assessments)

Practitioner / Assessor guidance
(guidance on skills development)

POE3.1 (CT)

Be able to plan a
straight forward
solution to a task
defining the main
purpose and set
targets and timescales.

Identify the main purpose of the task.

Set targets and timescales and list
the activities to allow for achievement
of each target.

POE3.2 (CT)

Be able to assign roles
and outline
responsibilities for own
role

Assign roles (can be pre-defined) and
outline responsibilities of own role

POE3.3 (CT)

Be able to organise
information to support
the plan.

Record information and evidence
relative to the set task.

POE3.4 (SD)
Know that planning
and organisation

Give reasons for the planning and
organisation approach taken

Targets

Make targets Specific, Measurable, Achievable, Realistic and Time
bound (SMART) or use alternative target setting techniques.

Information and evidence
Information and evidence might include for example:

{ data

¢ Vviews

¢ facts and opinions
¢ source material

Learners should be able to record the information for example:

¢ identifying common themes/concepts,
¢ distinguishing between fact and opinion

Evidence could be presented in a number of ways combining, for
example:

Essential Employability Skills
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processes are used to
complete the task

including strengths and weaknesses
of the chosen method

A written document; Mind map; Flow chart; Storyboard; Video diary or
anything that shows evidence of planning and research

Review

Even if plans did not achieve all they intended, learners should review
the planning and organisation process, Identify what went well and
where improvements could be made.

Creativity and Innovation

Learning outcome
(EES Specifications)

The learner needs to know how to:

(skills to be taught in preparation for
Task and Discussion
assessments)

Practitioner / Assessor guidance
(guidance on skills development)

CIE3.1 (CT)

Be able to outline an
idea, state
opportunities for
development and use
creative approaches.

Outline one innovative idea and state
opportunities in response to a task
using convergent and divergent
approaches.

CIE3.2 (CT)
Be able to use suitable
ideas and approaches
for the task.

Use opportunities to try out idea(s),
using initiative and active
engagement.

Innovative ideas

This does not need to be a new idea but it should be new to the learner,
although it could be an idea they were given.

Convergent and divergent approaches

Convergent approaches are based on existing knowledge. Divergent
approaches are based on new ideas and experience.

Creative approaches could include, for example:

Essential Employability Skills
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Identify the advantages and
disadvantages of the approach,
taking into account possible
uncertainties and risks, challenging
own thinking.

CIE3.3 (CT)
Be able to outline
the process used to
outline ideas and
state opportunities

Demonstrate the approach by
applying it to the task:

contributing and/or combining ideas

taking into account the views of
others

CIE3.4 (SD)
Know how to
describe the
creative
approaches and
processes used

Give examples of the creative
approaches used including strengths
and weaknesses of these
approaches.

practical exploration
testing

ideas mapping
collaborating

Challenging own thinking

Learners should challenge their own thinking by questioning decisions
and assumptions and taking account of the advice, guidance and
feedback from others.

Review

Even if ideas tried out did not achieve all they intended, learners should
review the experience and say what went well and what might be
improved upon for future learning

Essential Employability Skills
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Personal Effectiveness

Learning outcome
(EES Specifications)

The learner needs to know how to:

(skills to be taught in preparation for
Task and Discussion
assessments)

Practitioner / Assessor guidance
(guidance on skills development)

PE3.1 (CT)

Be able to identify
personal skills to
enable personal
effectiveness for given
contexts and team
working.

Identify personal skills that could be
used within the contexts given and
can include:

Attitude
Communication
Time management
Working in groups
Working individually
Self motivation

PE3.2 (CT)

Be able to use
personal
organisational skills

Demonstrate how personal skills can
be used effectively in the context of
the task.

PE3.3 (CT)

Be able to solve the
task and evidence how
this was achieved by

Indicate how individual and team
working skills have been used in the
context of the task.

Record information and evidence
relative to the set task.

Given contexts must be a minimum of two and can include:

Work
Education
Social
Home

Personal organisational skills can include:

Time management
Communication
Assertiveness
Resilience
Reliability

Feedback should be utilised to identify areas to improve personal
performance and effectiveness skills in the context of both working
individually and working as part of a team.

Essential Employability Skills
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demonstrating skills
applied

Use feedback to improve current
personal organisational skills.

PE3.4 (SD)

Know how to identify
personal performance
and effectiveness

Give examples of personal
effectiveness and areas for
improvement relevant to the task

In relation to individual performance
In relation to team performance

Evidence could be presented in a number of ways combining, for
example:

A written document; Mind map; Flow chart; Storyboard; Video diary or
anything that shows evidence of planning and research

Review

Learners should review the experience and say what went well and what
might be improved upon for future learning — both personally and in the
context of being a team member

Essential Employability Skills
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Essential Employability Skills — Level 1

The table below shows the skills learners will need to have in order to achieve the Essential Employability Skills qualification. These
skills should be taught before learners complete the Controlled Task and Structured Discussion. The ‘guidance’ in the third column
supports the requirements of the first two columns.

Critical Thinking and Problem Solving

Learning outcome
(EES Specifications)

The learner needs to know how to:

(skills to be taught in preparation for
Task and Discussion
assessments)

Practitioner / Assessor guidance
(guidance on skills development)

CP1.1 (CT)

Be able to Identify
appropriate information
within a given
problem/issue/task
which requires
decisions to be made.

Identify underlying issues relating to a
problem/issue/task

Outline questions that would support
the associated decision making

CP1.2 (CT)

Be able to define two
different decision
making techniques.

Identify possible appropriate decision-
making techniques to solve the
problem/issue/task

Issues and questions
These may include for example:

¢ Health and safety ¢ Disagreement

¢ Risks ¢ Costs
¢ Ethical ¢ Limiting factors
¢ Viability

Decision making techniques may include, for example:

¢ Mind maps

{ Advantages and disadvantages
¢ Trial and error reports

{ Comparison against criterion
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CP1.3 (CT)
Demonstrate use of a
decision making and
problem solving
process.

Choose and use a suitable decision-
making technique to:

identify reasons for conflicting
viewpoints

draw out alternatives

weighing up the strength of
arguments

make a final decision

CP1.4 (SD)
Understand the
outcomes of the
decisions made and
processes used to
solve the task.

Reflect on own thinking and evaluate
the decision reached in relation to the
problem/issue/task, including
strengths and weaknesses of the
chosen method.

¢ Desk research

Or anything that shows decision making techniques being applied
effectively

Review

Learners should review what they have learned from the decision
making process. Learners must discuss the outcome and/or impact of
decisions taken to identify where improvements could be made.
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Planning and Organisation

Learning outcome
(EES Specifications)

The learner needs to know how to:

(skills to be taught in preparation for
Task and Discussion assessments)

Practitioner / Assessor guidance
(guidance on skills development)

PO1.1 (CT)

Be able to plan and
organise a
straightforward task,
defining the main
purpose, setting
targets, activities and
timescales

Construct a plan to address the
problem/issue/task

Identify targets which address a
particular problem/issue/task and
which are challenging, measurable
and achievable:

Identify resources required to meet
targets

Indicate timescales for target
completion and review

Identify specific activities to allow for
achievement of each target

Identify arrangements for reviewing
the plan

Targets

Make targets Specific, Measurable, Achievable, Realistic and Time
bound (SMART) or use alternative target setting techniques. Learners

should aim to make targets ambitious.

Information and evidence

Information and evidence might include for example:
Data; views; facts and opinions; source material

Learners should be able to select, record and organise the information

and evidence by, for example:

¢ identifying common themes/concepts and interpretations

¢ distinguishing between fact and opinion
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PO1.2 (CT)
Be able to define roles
and responsibilities

Allocate roles and
responsibilities to activities

PO1.3 (CT)

Be able to organise
information to support
the plan

Find and record information, data and
evidence and organise into
categories, relative to the targets set,
identifying common themes/concepts,
values and interpretations, and
deciding between fact and opinion

PO1.4 (SD)
Understand the
planning and
organisation process
used

Identify and outline the factors which
affected the success or otherwise of
the planning process and outcome,
including any monitoring that has
taken place

Evidence could be presented in a number of ways combining, for
example:

A written document; Mind map; Flow chart; Storyboard; Video diary
Or anything that shows evidence of planning and research

Review

Even if plans did not achieve all they intended, learners should review

the planning and organisation process, including factors that may have
had an impact. ldentify what went well and where improvements could
be made.

Factors may include, for example:
Setting; Time constraints; Conditions; Team; Unexpected events
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Creativity and Innovation

Learning outcome
(EES Specifications)

The learner needs to know how to:

(skills to be taught in preparation for
Task and Discussion assessments)

Practitioner / Assessor guidance
(guidance on skills development)

Cl1.1 (CT)

Be able to generate
ideas and identify
opportunities for
development, using
creative approaches.

Generate some ideas and identify
opportunities in response to an
identified problem/issue/task, using
convergent and divergent approaches

Cl1.2 (CT)

Be able to outline two
or more possible
solutions/approaches
to tackling the given
problem/issue/task

Indicate a number of solutions, using
imagination, initiative and active
engagement

Identify and assess the advantages
and disadvantages of the solutions,
challenging own thinking

CI1.3 (CT)

Be able to choose and
develop a suitable idea
and approach for the
task.

Select and/or implement one solution
to the problem/issue/task:

¢ contributing and/or combining
ideas

¢ identifying possible uncertainties
and risks

Innovative ideas
This does not need to be a new idea but it should be new to the learner.
Convergent and divergent approaches

Convergent approaches are based on existing knowledge. Divergent
approaches are based on new ideas and experience.

Creative approaches could include, for example:

practical exploration
testing

free association
ideas mapping
collaborating

Challenging own thinking.

Learners should challenge their own thinking by questioning decisions
and assumptions and taking account of the advice, guidance and
feedback from others.
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¢ while demonstrating resilience Review
Cl1.4 (SD) Evaluate t_he process used o Even if ideas chosen and tried out did not achieve all they intended,
Unde_rstand i generatellldeag and 19 [ECEEMEE learners should review the experience and say what went well and what
creative approaches opportunities, indicating what worked might be improved upon for future learning
and processes used to | well and outlining what might be
generate ideas and improved
indicate opportunities.
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Personal Effectiveness

Learning outcome
(EES Specifications)

The learner needs to know how to:

(skills to be taught in preparation for
Task and Discussion assessments)

Practitioner / Assessor guidance
(guidance on skills development)

P1.1 (CT)

Be able to define
personal effectiveness
in order to identify and
use personal skills and
attitudes and transfer
them to different
contexts and team

Identify knowledge, abilities,
strengths, interests, skills and talents
relevant to personal aspirations and
the problem/issue/task

Outline how these can be used in
relation to the problem/issue

working

P1.2 (CT) Identify and agree an appropriate
Be able to role within a team, relevant to skills
demonstrate use of held and the problem/issue/task
personal

organisational and
self-management skills
appropriate to the task
and the team

Identify and apply skills in time
management and managing conflict

Indicate how skills identified are
useful and appropriate in addressing
the problem/issue/task

Demonstrate team-working skills by
contributing to the team’s work,

Different contexts e.g.

{ Work
{ Social

¢ Education
¢ Home

Effective personal & team working skills could include:

¢ Collaboration |
¢ Respect 4

Trust
Participation

¢ Communication
¢ Clear objectives

¢ Active listening ¢ Valuing diversity ¢ Taking
responsibility
¢ Abilitytoworkon € Commitment

their own

¢ Constructive
conflict resolution

Self-management skills can include:

¢ determination

¢ managing
conflict

¢ emotional literacy/
intelligence
¢ resilience

¢ time management
¢ interpersonal
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providing own opinion and
demonstrating respect for others’
values and opinions

P1.3 (CT)

Be able to solve the
task and evidence how
this was achieved by
demonstrating skills
applied

Present findings relevant to the
problem/issue using an appropriate
and innovative method or methods

P1.4 (SD)

Carry out a review of
personal performance,
effectiveness and self-
management skills, as
an individual and
within a team and
identify areas of
improvement.

Give examples of personal
effectiveness and areas for
improvement relevant to the
problem/issue/task and possible
alternative contexts

In relation to individual performance
In relation to team performance

¢ relationship
management

Working as part of a team will include demonstrating respect for others.

Review

Learners should review the experience and say what went well and what
might be improved upon for future learning — both personally and in the
context of being a team member
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Essential Employability Skills — Level 2

The table below shows the skills learners will need to have in order to achieve the Essential Employability Skills qualification. These
skills should be taught before learners complete the Controlled Task and Structured Discussion. The ‘guidance’ in the third column
supports the requirements of the first two columns.

Critical Thinking and Problem Solving

Learning outcome
(EES Specifications)

The learner needs to know how to:

(skills to be taught in preparation for
Task and Discussion
assessments)

Practitioner / Assessor guidance
(guidance on skills development)

CP2.1 (CT)

Be able to identify
relevant information
within a given
problem/issue/task
which requires multiple
decisions to be made.

Identify underlying issues and
questions relating to a
problem/issue/task

Describe and classify questions that
would support the associated
decision making

CP2.2 (CT)

Be able to assess and
compare at least two
decision making
techniques

Identify and compare appropriate
decision-making techniques to solve
the problem/issue

Underlying issues and questions
These may include for example:

¢ Health and safety ¢ Disagreement
¢ Risks ¢ Costs

¢ Ethical ¢ Limiting factors
¢ Viability ¢ Conflict

¢ Consequences

Decision making techniques may include, for example:

¢ Mind maps
{ Advantages and disadvantages
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CP2.3 (CT)

Be able to
demonstrate use of an
effective decision
making and problem
solving process

Select and use an appropriate
decision-making technique and
information to address a
problem/issue/task to:

identify reasons for conflicting
viewpoints

draw out alternatives

weigh up the strengths and validity of
arguments

gain consensus and make a final
decision

CP2.4 (SD)
Understand and
illustrate the
effectiveness, or
otherwise, of the
decisions made and
processes used to
solve the
problem/issue/task.

Reflect on own thinking and review
the decision reached in relation to the
problem/issue/task, describing
strengths and weaknesses of the
chosen method

¢ Trial and error reports

¢ Comparison against criterion

¢ Desk research

Or anything that shows decision making techniques being applied
effectively

Review

Learners should review what they have learned from the decision
making process. Learners must discuss the outcome and/or impact of
decisions taken to identify where improvements could be made.
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Planning and Organisation

Learning outcome
(EES Specifications)

The learner needs to know how to:

(skills to be taught in preparation for
Task and Discussion
assessments)

Practitioner / Assessor guidance
(guidance on skills development)

PO2.1 (CT)

Be able to plan and
organise a solution to
a straight forward task,
describing the main
purpose, identify
resources, and set
targets, activities and
timescales

Construct a plan to address the
problem/issue/task

Identify targets which address a
particular problem/issue/task and
which are challenging, measurable
and achievable:

Identify and describe the main
purpose/s of the task

Identify resources required to meet
targets

Indicate timescales for target
completion and review

Identify specific activities to allow for
achievement of each target

Identify arrangements for reviewing
the plan

Targets

Make targets Specific, Measurable, Achievable, Realistic and Time
bound (SMART) or use alternative target setting techniques. Learners

should aim to make targets ambitious and challenging.
Resources

Learners should be able to judge the suitability of resources in terms of

availability, cost, relevance, manageability, etc.
Information and evidence

Information and evidence might include for example:
Data; views; facts and opinions; source material

Learners should be able to select, record and organise the information

and evidence by, for example:

¢ identifying common themes/concepts and interpretations

Essential Employability Skills

May 2016

Page 35 of 83




PO2.2 (CT)

Be able to agree and
assign appropriate
roles and define and
describe roles and
responsibilities

Define identified roles and
responsibilities to solve the
problem/issue/task

Agree and assign roles and outline
responsibilities

PO2.3 (CT)

Be able to organise
information and
resources effectively to
support the plan

Select, record and organise
information and evidence effectively,
relative to targets set.

PO2.4 (SD)

Outline the planning
and organisation
process used for the
task

Review and reflect upon the planning
process and assess the factors which
affected the success or otherwise of
the task outcome including any
monitoring and revision undertaken.

distinguishing between fact and opinion
classifying into useful categories

Evidence could be presented in a number of ways combining, for
example:

A written document

Mind map

Flow chart

Storyboard

Video diary

Or anything that shows evidence of planning and research

Review and reflect

Even if plans did not achieve all they intended, learners should review

the planning and organisation process, including factors that may have
had an impact. ldentify what went well and where improvements could
be made.

Factors may include, for example:

Setting

Time constraints
Conditions

Team

Unexpected events
Resources available
Attitudes and motivation.
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Creativity and Innovation

Learning outcome
(EES Specifications)

The learner needs to know how to:

(skills to be taught in preparation for
Task and Discussion
assessments)

Practitioner / Assessor guidance
(guidance on skills development)

Cl2.1 (CT)

Be able to generate
ideas and identify
opportunities for
development, using
creative approaches.

Generate a range of innovative ideas
and identify and assess opportunities
in response to a task demonstrating
convergent and divergent
approaches.

Cl2.2 (CT)

Be able to assess
several possible
solutions/approaches
to tackling the given
problem/issue/task

Identify and assess a range of
opportunities, seeking out and
assessing new ideas and creating
new possibilities, using initiative and
active engagement.

Compare the advantages and
disadvantages of a range of
approaches, challenging own
thinking. Assess suitability and impact
alongside possible uncertainties and
risks.

Range

A range is 3 or more.

Innovative ideas

This does not need to be a new idea but it should be new to the learner.
Convergent and divergent approaches

Convergent approaches are based on existing knowledge. Divergent
approaches are based on new ideas and experience.

Creative approaches could include, for example:

practical exploration
testing

free association

serial and lateral thinking
instinct and intuition
ideas mapping

mood board
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Cl2.3 (CT)

Be able to choose and
develop a suitable idea
and approach for the
task.

Select and implement one approach
to the problem/issue/task:

contributing and/or combining ideas
Identifying uncertainties and risks
while demonstrating resilience.

Cl2.3 (SD)
Understand and
illustrate the creative
approaches and
processes used to
generate ideas and
identify opportunities

Review and reflect upon the process
used to generate ideas and to
recognise opportunities, describing
what worked well and what might be
improved.

¢ collaborating

Challenging own thinking.

Learners should challenge their own thinking by questioning decisions
and assumptions and taking account of the advice, guidance and
feedback from others.

Review and reflect

Even if solutions chosen and implemented did not achieve all they
intended, learners should reflect upon the experience and say what went
well and what might be improved upon for future learning
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Personal Effectiveness

Learning outcome The learner needs to know how to: | Practitioner / Assessor guidance

(EES Specifications) (skills to be taught in preparation for | (guidance on skills development)
Task and Discussion assessments)

P2.1 (CT) In a variety of contexts, identify and A variety of contexts e.g.

Be able to assess personal skills and attitudes ¢ Work ¢ Education
demonstrate how your | relevant to personal aspirations and ¢ Social ( Home
personal skills and the task including:

attitudes can be

transferred to a variety : i;?rg\;]\';ﬁsge Effective personal & team working skills could include:

of contexts and to ¢ interests ( Communication ¢ Collaboration ¢ Trust

team working ¢ skills ¢ Clear objectives ¢ Respect ¢ Participation
¢ talents ¢ Active listening ¢ Vvaluing diversity € Taking
Describe and demonstrate how ¢ Constructive conflict € Ability to work on responsibility
personal skills can be used effectively resolution their own ¢ Commitment

in relation to the activities.

Assess and apply a range of self- Self-management skills can include:

management skills. ¢ time management € emotional literacy/ € determination
. ‘ - - - ‘ -
Transfer the skills developed to an p Lgﬁg:ﬁ)?\rssﬁinal q 'rgﬁ::ffcnece ?Oi?ﬁg'ng
alternative context. P
management
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P2.2 (CT)

Be able to apply
personal
organisational and
self-management skills
appropriate to the task,
and the team, where
applicable.

Identify and agree an appropriate role
within a team, relevant to personal
skills.

Respond appropriately to and provide
constructive feedback.

Use effective team-working skills by
contributing fully and demonstrating
respect for others.

P2.3 (CT)

Be able to solve the
task and evidence how
this was achieved by
demonstrating skills
applied

Present outcomes relevant to the
activities using a range of appropriate
and innovative methods.

P2.4 (SD)

Review and describe
own performance, as
an individual and
within a team in
relation to personal
effectiveness and self-
management

Reflect upon own contribution to the
team and task, describing what went
well and areas for improvement.

Describe improvements needed in
performance relation to personal
effectiveness within a variety of
activities.

Constructive feedback can include:

timely

specific

focused on improvement
consistent

goal orientated

Working as part of a team will include demonstrating respect for

others.
Review and reflect

Learners should review the experience and say what went well and what

might be improved upon for future learning — both personally and in the

context of being a team member
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Essential Employability Skills — Level 3

The table below shows the skills learners will need to have in order to achieve the Essential Employability Skills qualification. These
skills should be taught before learners complete the Controlled Task and Structured Discussion. The ‘guidance’ in the third column
supports the requirements of the first two columns.

Critical Thinking and Problem Solving

Learning outcome
(EES Specifications)

The learner needs to know how to:

(skills to be taught in preparation for
Task and Discussion
assessments)

Practitioner / Assessor guidance

(guidance on skills development)

CP3.1 (CT)

Be able to identify and
evaluate appropriate
information to solve a
complex problem/issue

Identify and explain underlying issues
and questions relating to a
problem/issue

CP3.2 (CT)

Be able to distinguish
between several
decision making
techniques in order to
make decisions related
to a complex
problem/issue

Identify and critically assess a wide
range of appropriate decision-making
techniques to solve the problem/issue

Complex task

Tasks that are composed of multiple steps and activities.

Underlying issues and questions

These may include for example:

Health and safety ¢
Risks |
Ethical q
Viability q
Consequences q

Disagreement
Costs

Limiting factors
Conflict
Timescales
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CP3.3 (CT)

Be able to
demonstrate an
effective decision
making and problem
solving process

Using the most appropriate decision-
making technigue, make and justify a
final decision, classifying and
assessing reasons for conflicting
viewpoints, extracting and critically
assessing alternatives and weighing
up the validity and rationality of
arguments

€ Flexibility

Decision making techniques may include, for example:

Complex mind maps
Advantages and disadvantages
Trial and error reports
Comparison against criterion

CP3.4 (SD)
Understand how to
review, evaluate and
explain the decision
making and problem
solving processes
used to solve the task

Explain own thinking and critically
evaluate the decisions reached in
relation to the problem/issue, clearly
explaining strengths and weaknesses
of the chosen method and
judgements about reusing using this
technique in the future

Desk research
Decision making matrix
r anything that shows assessment techniques being applied effectively

Review and reflect

Learners should review and reflect on what they have learned from the
decision making process. Learners must evaluate the outcome and/or
impact of decisions taken to identify where improvements could be
made.
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Planning and Organisation

Learning outcome
(EES Specifications)

The learner needs to know how to:

(skills to be taught in preparation for
Task and Discussion assessments)

Practitioner / Assessor guidance
(guidance on skills development)

PO3.1 (CT)

Be able to plan and
organise a solution to
a complex
problem/issue,
describing the main
purpose/s by
identifying resources,
setting targets,
defining activities and
timescales

Identify and establish targets which
address a particular problem/issue
and which are challenging,
measurable and achievable

Agree and apply timescales for target
completion and review and critically
evaluate resources required to meet
targets

Ascertain and detail specific activities
to allow for monitoring and
achievement of each target

PO3.2 (CT)

Be able to differentiate
between roles and
responsibilities and

Identify and clarify appropriate roles
and responsibilities to solve the
problem/issue

Complex task
Tasks that are composed of multiple steps and activities.
Targets

Make targets Specific, Measurable, Achievable, Realistic and Time
bound (SMART) or use alternative target setting techniques. Learners
should aim to make targets ambitious and challenging.

Resources

Learners should be able to judge the suitability of resources in terms of
availability, cost, relevance, manageability, etc. Learners should be able
to critically evaluate available resources.

Information and evidence
Information and evidence might include for example:
Data; views; facts and opinions; source material
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decide on appropriate
roles, justifying
decisions made

Negotiate, agree and assign roles
and outline responsibilities and
accountability

PO3.3 (CT)

Be able to manage
information resources
effectively to support
the plan

Conduct independent research and
select and record information, data
and evidence effectively and organise
and classify into appropriate and
useful categories, relative to the
targets set, identifying and critically
assessing common themes/concepts,
values and interpretations, and
differentiating clearly between fact
and opinion

Construct a logically structured plan
to address the problem/issue

PO3.4 (SD)
Understand how to
review, evaluate and
explain the planning
and organisation
processes used

Critically analyse and evaluate the
factors which affected the success or
otherwise of the planning process
and outcome, including assessment
of any monitoring and revision of
strategies undertaken

Learners should be able to select, record and organise the information
and evidence by, for example:

¢ identifying and assessing common themes/concepts, values and
interpretations

¢ distinguishing between fact and opinion

¢ classifying into useful categories

Evidence could be presented in a number of ways combining, for
example:

A written document; Mind map; Flow chart; Storyboard; Video diary or
anything that shows evidence of planning and research

Review and reflect

Even if plans did not achieve all they intended, learners should review
the planning and organisation process, including factors that may have
had an impact. ldentify what went well and where improvements could
be made.

Factors may include, for example:

Setting; Time constraints; Conditions; Team; Unexpected events;
Resources available; Attitudes and motivation
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Creativity and Innovation

Learning outcome
(EES Specifications)

The learner needs to know how to:

(skills to be taught in preparation for
Task and Discussion assessments)

Practitioner / Assessor guidance
(guidance on skills development)

CI3.1 (CT)

Be able to generate
innovative ideas and
seek and assess
opportunities for
development, applying
creative approaches

Generate many innovative ideas and
critically assess opportunities in
response to an identified
problem/issue, demonstrating and
applying convergent and divergent
approaches

CI3.2 (CT)

Be able to analyse,
assess, and critically
compare a range of
innovative ideas,
applying approaches
appropriate to the
complex task to
generate innovative
solution(s)

Critically analyse and assess many
solutions, seeking out and critically
assessing new diverse ideas and
creating new possibilities, using
imagination, initiative and active
engagement

Critically compare, contrast and
assess the advantages and
disadvantages of the many solutions,
challenging own thinking

CI3.3 (CT)
Be able to select and

Select and implement one solution to
the problem/issue, contributing and/or

Complex task
Tasks that are composed of multiple steps and activities.

Range
A range is 3 or more.

Innovative ideas
These do not need to be a new ideas but should be new to the learner.

Convergent and divergent approaches

Convergent approaches are based on existing knowledge. Divergent
approaches are based on new ideas and experience.

Diverse opportunities
Learners should identify opportunities that are varied and original

Creative approaches could include, for example:

¢ practical exploration € testing
¢ free association ¢ serial and lateral
thinking

¢ instinct and intuition € ideas mapping
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Implement one idea to
solve the
problem/issue

combining ideas, and critically
assessing its suitability, acceptability
and impact alongside possible
uncertainties and risks, while
demonstrating resilience

Cl3.4 (SD)
Understand how to
review, evaluate and
explain the creative
approaches and
processes used to
generate innovative
iIdeas and assess
opportunities
presented

Critically evaluate the process used
to generate ideas and to recognise
opportunities, critically assessing
what worked well and explaining what
might be improved

¢ mood board ¢ collaborating
Challenging own thinking

Learners should challenge their own thinking by questioning decisions
and assumptions and taking account of the advice, guidance and
feedback from others.

Contribute and combine ideas

Learner should share ideas with others, taking account of advice,
guidance and feedback from others

Review and reflect

Even if solutions chosen and implemented did not achieve all they
intended, learners should reflect upon and critically evaluate the
experience in order to say what went well and what might be improved
upon for future learning
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Personal Effectiveness

Learning outcome
(EES Specifications)

The learner needs to know how to:

(skills to be taught in preparation for
Task and Discussion assessments)

Practitioner / Assessor guidance
(guidance on skills development)

P3.1 (CT)

Be able to apply
personal skills and
effectiveness and
transfer them to an
alternative context
and/or to team working

Critically analyse and assess
knowledge, abilities, strengths,
interests, skills and talents relevant to
personal aspirations and the
problem/issue

Evaluate and demonstrate how these
can be used effectively in relation to
the problem/issue

P3.2 (CT)

Be able to assess and
apply personal
organisational and
self-management skills
appropriate to complex
task/s and team
working

Present findings relevant to the
problem/issue using a wide range of
innovative and appropriate methods

Critically assess and apply skills in
time management and managing
conflict

Critically assess how skills identified
were useful, appropriate and applied
in addressing the problem/issue and
critically evaluate and clarify
improvements needed in self-

Alternative contexts can include:

¢ Work
¢ Social

¢ Education
{ Home

Self-Assessment
Use a range of assessment tools and mechanisms to establish skills,
knowledge and aptitude. E.g. Belbin’s team roles tests, Myers-
Briggs Type indicator, Transactional Analysis, EQ etc

Effective personal & team working skills e.g.:

¢ Communication € Collaboration Trust
Clear objectives Participation
Valuing diversity Taking

responsibility

q
Respect q
q
¢ Commitment

q
¢ Active listening q
4

Constructive |
conflict resolution

Ability to work on
their own

Self-management skills can include:

¢ emotional literacy/ € determination
intelligence

¢ time
management
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development and performance,
relating to personal effectiveness,
both in this instance and for a range
of alternative contexts

Identify, critically assess and perform
an appropriate role within a team,
relevant to skills assessed and the
problem/issue

P3.3 (CT)

Be able to solve the
problem and evidence
how this was achieved
by demonstrating skills
applied

Demonstrate effective team-working
skills by contributing fully and
effectively to the team’s work, proving
own opinion and demonstrating full
consideration and respect for others’
values and opinions

P3.4 (SD)

Understand how to
review, evaluate and
explain own
performance, as an
individual and within a
team, in relation to
personal effectiveness
and self-management
skills

Critically assess and evaluate own
contribution to the team and
problem/issue, identifying and
critically assessing areas for
improvement to team working skills,
relevant to this experience and for
future team-working situations

¢ managing conflict
¢ action planning

¢ interpersonal ¢ resilience
¢ assertiveness ¢ negotiation
¢ relationship management

Constructive feedback should be:

¢ Timely ¢ Specific

¢ Focused on ¢ Goal oriented and
improvement actionable

¢ Formative and ¢ From a variety of
summative people

¢ On-going ¢ Consistent

Working as part of a team will include demonstrating respect for
others.

Evaluation data can include:

consumer guestionnaires; participant questionnaires; focus groups; one
to one dialogue; team evaluation

Evaluation can include:

unexpected outcomes; action plan completion; role effectiveness; future
developments

Review and reflect

Learners should reflect upon and critically evaluate the experience in
order to say what went well and what might be improved upon for future
learning — both personally and in the context of being a team member.
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Essential Employability Skills

Learner Guidance
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Essential Employability Skills — Entry Level 3

The table below shows the skills you will need to have in order to achieve the Essential Employability Skills qualification. You and
your tutor/assessor should be confident that you can do all of these things before you complete the Controlled Task and Structured

Discussion.

Critical Thinking and Problem Solving

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance:
(guidance on the skills you need)

CPE3.1 (CT)

Be able to recognise
the key issues within
the given task that
require a decision

Identify the key issues of the given
task.

List questions that would support the
associated decision making.

CPE3.2 (CT)

Be able to identify
decision making
techniques to make
choices relevant to the
task

Identify a decision-making technique
to use in completing the task.

CPE3.3 (CT)

Be able to use a
decision making
technique

Use the selected decision making
technique and information to
complete the task:

€ identify views of others

In your Controlled Task you will need to show that you have:
Identified Issues and questions:

You will be given a scenario or problem to solve — before you can
make a plan, you will need to understand what the real issue is — e.g.
There is a new gardening club opening up in your local park. You
have been asked to help promote the launch day.

The issue is how can this launch day be promoted? With a poster?
An infographic? Or using social media?

The questions you may need to consider are, has our team got the
skills to create a poster, infographic or use social media? Do we
have all the details we need? How do we contact an expert who can
help us?

Some other issues you may need to consider are: are there any
health and safety issues to consider? What are the risks? What are
the costs? What skills do I/we need? What resources are available?
What do other people in the team think?
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identify options
identify strengths and weaknesses

CPE3.4 (SD)
Know how to give
reasons for choices

Give reasons for the selected
decision making technique including
strengths and weaknesses of the
chosen method

Once you have identified the issue/s, you need to decide on how
your team will approach the solution. You will do this by using a
decision making technique, for example:

¢ Create a mind map

¢ Write up a list of advantages and disadvantages

¢ Ask an expert for advice

¢ Vote for the favourite solution within your team

¢ Or any other way that you usually make decisions and choices
In your Structured Discussion:

You will need to explain which decision making technique/s you used
to help solve your task.
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| Planning and Organisation

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance:
(guidance on the skills you need)

POE3.1 (CT)

Be able to plan a
straight forward
solution to a task
defining the main
purpose and set

targets and timescales.

Identify the main purpose of the task.

Set targets and timescales and list
the activities to allow for achievement
of each target.

POE3.2 (CT)

Be able to assign roles
and outline
responsibilities for own
role

Assign roles (can be pre-defined) and
outline responsibilities of own role

POE3.3 (CT)

Be able to organise
information to support
the plan.

Record information and evidence
relative to the set task.

POE3.4 (SD)

Know that planning
and organisation
processes are used to
complete the task

Give reasons for the planning and
organisation approach taken
including strengths and weaknesses
of the chosen method

In your Controlled Task you will need to show that you have:
Produced an Action Plan and Targets

You need to plan out how you will complete your task. You should
make your targets Specific, Measurable, Achievable, Realistic and
Time bound (SMART). Itis best to break the task down into sub-
tasks — this will allow your team to allocate different parts to different
people and will also allow you to check if sub-tasks are complete or
need more work.

Assigned Roles and Responsibilities

Everyone in the team needs to have a role — this is their ‘job’ e.g. if
your team decided to create an infographic to promote the new
gardening club, one team member could be tasked with using an
online infographic tool to present the information, one with finding
appropriate images and one with writing the text after interviewing an
expert — each person has a specific role ... and their responsibilities
will be to complete the tasks allocated to them.

Recorded information and evidence

Information and evidence might include e.g data; views; facts and
opinions; source material such as images or text. You will need to
store and arrange your work in an organised way e.g. identifying
common themes/concepts; distinguishing between fact and opinion.
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Your evidence could be presented in a number of ways, for example:
A written document; Mind map; Flow chart; Storyboard; Video diary
or a combination of these methods or even using a method you
usually use to show your work.

In your Structured Discussion:

You will need to be able to describe how you used planning to
complete your task and how you and your team organised the work
you did in your role (even if some targets were not achieved). You
should be able to Identify what went well and where you could do
better in future.
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| Creativity and Innovation

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance:
(guidance on the skills you need)

CIE3.1 (CT)

Be able to outline an idea,
state opportunities for
development and use creative
approaches.

Outline one innovative idea and
state opportunities in response
to a task using convergent and
divergent approaches.

CIE3.2 (CT)
Be able to use suitable ideas
and approaches for the task.

Use opportunities to try out
idea(s), using initiative and
active engagement.

Identify the advantages and
disadvantages of the approach,
taking into account possible
uncertainties and risks,
challenging own thinking.

CIE3.3 (CT)

Be able to outline the process
used to outline ideas and
state opportunities

Demonstrate the approach by
applying it to the task:

contributing and/or combining
ideas

taking into account the views of
others

In your Controlled Task you will need to show that you have:
Generated innovative ideas

Once you have identified the purpose of the task or problem to be
solved, you will need to come up with at least one idea of how to
solve it. This does not need to be a new idea but it should be new
to you, although it could be an idea you were given.

Used Convergent and Divergent approaches

Convergent approaches are based on knowledge that you already
have.

Divergent approaches are based on new ideas and experience.
You could do this by using some creative approaches e.g

practical exploration; testing; ideas mapping; collaborating

Make sure you store the evidence of your teams work to develop
your idea/s — you could create a table or document which describes
the idea and lists its good and bad points.

Challenging own thinking

You should challenge your own thinking by questioning your own
decisions and assumptions and take account of the advice,
guidance and feedback from others — remember this is a team
activity!
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CIE3.4 (SD)

Know how to describe the
creative approaches and
processes used

Give examples of the creative
approaches used including
strengths and weaknesses of
these approaches.

In your Structured Discussion:

You will need to be able to describe the creative approaches you
used to complete your task and how you and your team worked
with your idea/s to create your solution (even if your solution was
not successful). You should be able to Identify what went well and
where you could do better in future.
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| Personal Effectiveness

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance:
(guidance on the skills you need)

PE3.1 (CT)

Be able to identify personal
skills to enable personal
effectiveness for given
contexts and team working.

Identify personal skills that could
be used within the contexts
given and can include:

Attitude

Communication

Time management

Working in groups

Working individually

Self motivation

PE3.2 (CT)
Be able to use personal
organisational skills:

Demonstrate how personal skills
can be used effectively in the
context of the task.

PE3.3 (CT)

Be able to solve the task and
evidence how this was
achieved by demonstrating
skills applied

Indicate how individual and
team working skills have been
used in the context of the task.
Record information and
evidence relative to the set task.

Use feedback to improve current
personal organisational skills.

In your Controlled Task you will need to show that you have:
Identified at least 2 of your personal organisational skills e.g.
skills you have in the context of work, education & training, social,
home such as:

Communication = good note-taking (work),

Working in groups = positive attitude when things go wrong (social),
Time management = meeting deadlines (education & training)
Working in groups = organising others (home)

Self-motivation = keeping focused

some other personal organisational skills you might like to
consider are:

assertiveness

resilience

reliability

working alone

attention to detail

Feedback should be used to identify areas where you can improve
personal performance and effectiveness — be sure to store
examples of how you have used your skills in your evidence e.g.
update the action plan to show which skills you have used to
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PE3.4 (SD)

Know how to identify personal
performance and
effectiveness

Give examples of personal
effectiveness and areas for
improvement relevant to the
task

In relation to individual
performance
In relation to team performance

achieve targets, state the skills you used to challenge your own
thinking or produce your creative solution in the Mind map; Flow
chart; Storyboard; Video diary or written document your team has
created for the task.

In your Structured Discussion:

You will need to be able to describe some if your skills and how
they might be used to solve a team problem or an individual
problem. You should be able to Identify what went well and where
you could do better in future.
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Essential Employability Skills — Level 1

The table below shows the skills you will need to have in order to achieve the Essential Employability Skills qualification. You and
your tutor/assessor should be confident that you can do all of these things before you complete the Controlled Task and Structured

Discussion.

Critical Thinking and Problem Solving

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance:
(guidance on the skills you need)

CP1.1 (CT)

Be able to Identify appropriate
information within a given
problem/issue/task which
requires decisions to be
made.

Identify underlying issues
relating to a problem/issue/task

Outline questions that would
support the associated decision
making

CP1.2 (CT)
Be able to define two different
decision making techniques.

Identify possible appropriate
decision-making technigues to
solve the problem/issue/task

CP1.3 (CT)

Choose and use a suitable
decision-making technique to:

In your Controlled Task you will need to show that you have:

Identified issues and questions:

You will be given a scenario or problem to solve — before you can
make a plan, you will need to understand what the real Issue is —
e.g. There is a new gardening club opening up in your local park.
You have been asked to help promote the launch day.

The issue is how can this launch day be promoted? With a poster?
An infographic? Or using social media?

The guestions you may need to consider are, has our team got the
skills to create a poster, infographic or use social media? Do we
have all the details we need? How do we contact an expert who
can help us? What is the timescale for our team to complete this
work?

Some other issues you may need to consider are: are there any
health and safety issues to consider? What are the risks? What are
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Demonstrate use of a
decision making and problem
solving process.

identify reasons for conflicting
viewpoints

draw out alternatives
weighing up the strength of
arguments

make a final decision

CP1.4 (SD)

Understand the outcomes of
the decisions made and
processes used to solve the
task.

Reflect on own thinking and
evaluate the decision reached in
relation to the
problem/issue/task, including
strengths and weaknesses of
the chosen method.

the costs? What skills do I/we need? What resources are
available? What do other people in the team think?

Once you have identified the issue/s, you need to decide on how
your team will approach the solution. You will do this by using a
Decision making technique, for example:

Create a mind map

Write up a list of advantages and disadvantages

Ask an expert for advice

Vote for the favourite solution within your team

Or any other way that you usually make decisions and choices

In your Structured Discussion:

You will need to explain which decision making technique/s you
used to help solve your task. You will need to describe the
strengths and weaknesses of the method your team chose to use.
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| Planning and Organisation

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance:
(guidance on the skills you need)

PO1.1 (CT)

Be able to plan and organise
a straightforward task,
defining the main purpose,
setting targets, activities and
timescales

Construct a plan to address the
problem/issue/task

Identify targets which address a
particular problem/issue/task
and which are challenging,
measurable and achievable:

Identify resources required to
meet targets

Indicate timescales for target
completion and review

Identify specific activities to allow
for achievement of each target
Identify arrangements for
reviewing the plan

PO1.2 (CT)
Be able to define roles and
responsibilities

Allocate roles and
responsibilities to
activities

In your Controlled Task you will need to show that you have:

Produced an Action Plan and Targets

You need to plan out how you will complete your task. You should
make your targets Specific, Measurable, Achievable, Realistic and
Time bound (SMART). It is best to break the task down into sub-
tasks — this will allow your team to allocate different parts to
different people and will also allow you to check if sub-tasks are
complete or need more work. Targets should be ambitious — that
is, they should stretch the whole team and not be easy to achieve

Defined Roles and Responsibilities

Everyone in the team needs to have a role — this is their ‘job’ e.g. if
your team decided to create an infographic to promote the new
gardening club, one team member could be tasked with using an
online infographic tool to present the information, one with finding
appropriate images and one with writing the text after interviewing
an expert — each person has a specific role ... and their
responsibilities will be to complete the tasks allocated to them.
Your team will have to decide what roles need to exisit and allocate
them amongst the team members.
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PO1.3 (CT)

Be able to organise
information to support the
plan

Find and record information,
data and evidence and organise
into categories, relative to the
targets set, identifying common
themes/concepts, values and
interpretations, and deciding
between fact and opinion

PO1.4 (SD)
Understand the planning and
organisation process used

Identify and outline the factors
which affected the success or
otherwise of the planning
process and outcome, including
any monitoring that has taken
place

Found and recorded information and evidence

Information and evidence might include e.g data; views; facts and
opinions; source material such as images or text. You will need to
store and arrange your work in an organised way e.g. identifying
common themes/concepts; distinguishing between fact and
opinion.

Your evidence could be presented in a number of ways, for
example:

A written document; Mind map; Flow chart; Storyboard; Video diary
or a combination of these methods or even using a method you
usually use to show your work.

In your Structured Discussion:

You will need to be able to describe how you used planning to
complete your task, how you and your team organised the work
you did in your roles (even if some targets were not achieved) and
how your team monitored its progress. You should be able to
identify what went well and where you could do better in future by
taking some of the following factors into consideration — setting;
time constraints; conditions; team (dynamics, personalities etc);
unexpected events
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| Creativity and Innovation

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance:
(guidance on the skills you need)

Cl1.1 (CT)

Be able to generate ideas and
identify opportunities for
development, using creative
approaches.

Generate some ideas and
identify opportunities in
response to an identified
problem/issue/task, using
convergent and divergent
approaches

Cl1.2 (CT)

Be able to outline two or more
possible solutions/approaches
to tackling the given
problem/issue/task

Indicate a number of solutions,
using imagination, initiative and
active engagement

Identify and assess the
advantages and disadvantages
of the solutions, challenging own
thinking

CI1.3 (CT)

Be able to choose and
develop a suitable idea and
approach for the task.

Select and/or implement one
solution to the
problem/issue/task:

¢ contributing and/or
combining ideas

In your Controlled Task you will need to show that you have:
Generated innovative ideas

Once you have identified the purpose of the task or problem to be
solved, you will need to come up with at least 2 ideas of how to
solve it. These do not need to be a new ideas but should be new
to you.

Used Convergent and Divergent approaches

Convergent approaches are based on knowledge that you already
have.

Divergent approaches are based on new ideas and experience.
You could do this by using some creative approaches e.g

practical exploration; testing; ideas mapping; collaborating

Make sure you store the evidence of your teams work to develop
your ideas — you could create a table or document which describes
each idea and lists its good and bad points.

Challenging own thinking:

You should challenge your own thinking by questioning your own
decisions and assumptions and take account of the advice,
guidance and feedback from others — remember this is a team
activity!
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¢ identifying possible

uncertainties and risks Demonstrate resilience:
¢ while demonstrating Some ideas will take a great deal of time and effort to develop only
resilience to find they are not feasible — your team needs to show that it can

bounce back from setbacks and keep going until it finds a solution

which will work.

Cl1.4 (SD) Evaluate the process used to

Understand the creative generate ideas and to recognise | In your Structured Discussion:

approaches and processes opportunities, indicating what You will need to be able to describe the creative approaches you

used to generate ideas and worked well and outlining what used to complete your task and how you and your team worked

indicate opportunities. might be improved with your idea/s to create your solution (even if your solution was
not successful). You should be able to Identify what went well,
when you had to demonstrate resilience and where you could do
better in future.
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| Personal Effectiveness

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance
(guidance on the skills you need)

P1.1 (CT)

Be able to define personal
effectiveness in order to
identify and use personal
skills and attitudes and
transfer them to different
contexts and team working

Identify knowledge, abilities,
strengths, interests, skills and
talents relevant to personal
aspirations and the
problem/issue/task

Outline how these can be used
in relation to the problem/issue

P1.2 (CT)

Be able to demonstrate use
of personal organisational
and self-management skills
appropriate to the task and
the team

Identify and agree an
appropriate role within a team,
relevant to skills held and the
problem/issue/task

Identify and apply skills in time
management and managing
conflict

Indicate how skills identified
are useful and appropriate in
addressing the
problem/issue/task
Demonstrate team-working
skills by contributing to the
team’s work, providing own
opinion and demonstrating

In your Controlled Task you will need to show that you have:
Identified at least 2 contexts in which you have developed your
personal organisational skills e.g. skills you have in the context of
work, education & training, social, home

Identified and outlined a range, of at least 3, appropriate personal
organisational skills you will be using to complete the task, such as;

¢ Communication € Collaboration ¢ Trust
Clear objectives € Respect ¢ Participation
Valuing diversity € Taking

responsibility

4
¢ Active listening €
4
| Commitment

Ability to work on €
your own

Constructive |
conflict resolution

Identified and outlined a range, of at least 3, appropriate self-
management skills you will be using to complete the task, such as;

¢ time ¢ emotional ¢ determination
management literacy
¢ interpersonal ¢ resilience ¢ managing conflict

¢ relationship management
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respect for others’ values and
opinions

P1.3 (CT)

Be able to solve the task
and evidence how this was
achieved by demonstrating
skills applied

Present findings relevant to the
problem/issue using an
appropriate and innovative
method or methods

P1.4 (SD)

Carry out a review of
personal performance,
effectiveness and self-
management skills, as an
individual and within a team
and identify areas of
improvement.

Give examples of personal
effectiveness and areas for
improvement relevant to the
problem/issue/task and
possible alternative contexts

In relation to individual
performance

In relation to team performance

Working as part of a team will include demonstrating respect for
others.

Feedback should be used to identify areas where you can improve
personal performance and effectiveness — be sure to store examples
of how you have used your skills in your evidence e.g. update the
action plan to show which skills you have used to achieve targets,
state the skills you used to challenge your own thinking or produce
your creative solution in the Mind map; Flow chart; Storyboard; Video
diary or written document your team has created for the task.

In your Structured Discussion:

You will need to be able to describe some if your skills and how they
might be used to solve a team problem or an individual problem. You
should be able to Identify what went well and where you could do
better in future.
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Essential Employability Skills — Level 2

The table below shows the skills you will need to have in order to achieve the Essential Employability Skills qualification. You and
your tutor/assessor should be confident that you can do all of these things before you complete the Controlled Task and Structured

Discussion.

Critical Thinking and Problem Solving

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance:
(guidance on the skills you need)

CP2.1 (CT)

Be able to identify relevant
information within a given
problem/issue/task which
requires multiple decisions
to be made.

Identify underlying issues and
guestions relating to a
problem/issue/task

Describe and classify
guestions that would support
the associated decision
making

CP2.2 (CT)

Be able to assess and
compare at least two
decision making techniques

Identify and compare
appropriate decision-making
techniques to solve the
problem/issue

In your Controlled Task you will need to show that you have:
Identified issues and questions:

You will be given a scenario or problem to solve — before you can
make a plan, you will need to understand what the real Issue is — e.g.
There is a new gardening club opening up in your local park. You
have been asked to help promote the launch day and put together the
prototype newsletter that the club will use for its monthly publication.
The issues are how can this launch day be promoted? What format
should the newsletter take — digital or print? What type of technical
gardening articles should be included as standard?

The questions you may need to consider are, has our team got the
skills to create promotional content for a launch? What skills do we
need to develop to design a digital newsletter? Do we have all the
details we need? How do we contact an expert who can help us?
What is the timescale for our team to complete this work?
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CP2.3 (CT)

Be able to demonstrate use
of an effective decision
making and problem solving
process

Select and use an appropriate
decision-making technique and
information to address a
problem/issue/task to:

identify reasons for conflicting
viewpoints

draw out alternatives

weigh up the strengths and
validity of arguments

gain consensus and make a
final decision

CP2.4 (SD)

Understand and illustrate the
effectiveness, or otherwise,
of the decisions made and
processes used to solve the
problem/issue/task.

Reflect on own thinking and
review the decision reached in
relation to the
problem/issue/task, describing
strengths and weaknesses of
the chosen method

Some other issues you may need to consider are: are there any health
and safety issues to consider? What are the risks? What are the
costs? What skills do I/'we need? What resources are available? What
do other people in the team think? Are there any ethical
considerations to be aware of? Issues and questions need to be
classified wherever possible e.g. skills based, resources based etc

Once you have identified the issues, you need to decide on how your
team will approach the solution. You will do this by using Decision
making techniques, for example:

¢ Create a mind map

¢ Compare advantages and disadvantages

¢ Produce trial and error reports

¢ Interview 2 experts and compare their views

¢ Set criteria and compare how each solution performs against it

¢ Debate the various solutions being proposed and take a vote

Or any other way that you usually make decisions and choices

Your team will need to assess and compare at least 2 decision making
techniques

In your Structured Discussion:

You will need to explain which decision making technique/s you used
to help solve your task. You will need to discuss the outcome achieved
from using the decision making technique chosen and be able to
describe the impact of using the methods you did. You need to be
able to identify where improvements can be made to your decision
making.
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| Planning and Organisation

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance:
(guidance on the skills you need)

PO2.1 (CT)

Be able to plan and organise
a solution to a straight
forward task, describing the
main purpose, identify
resources, and set targets,
activities and timescales

Construct a plan to address the
problem/issue/task

Identify targets which address a
particular problem/issue/task
and which are challenging,
measurable and achievable:

Identify and describe the main
purpose/s of the task

Identify resources required to
meet targets

Indicate timescales for target
completion and review
Identify specific activities to
allow for achievement of each
target

Identify arrangements for
reviewing the plan

In your Controlled Task you will need to show that you have:

Produce an Action Plan and Targets

¢ You need to plan out how you will complete your task

¢ You should make your targets Specific, Measurable,
Achievable, Realistic and Time bound (SMART)

¢ Targets should be ambitious and challenging — that is, they
should stretch the whole team and not be easy to achieve

¢ You should be able to judge the suitability of resources in terms
of availability, cost, relevance, manageability etc

¢ You need to show how progress is reviewed and recorded

Define, agree and assign Roles and Responsibilities

Your team need to identify the roles that your solution requires and
allocate them appropriately — you need to outline the
responsibilities that go with each role.

Select, record and organise information and evidence
Information and evidence might include e.g data; views; facts and
opinions; source material such as images or text. You will need to
store and arrange your work in an organised way e.g. identifying
common themes/concepts and interpretations, distinguishing
between fact and opinion; classifying into useful categories
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PO2.2 (CT)

Be able to agree and assign
appropriate roles and define
and describe roles and
responsibilities

Define identified roles and
responsibilities to solve the
problem/issue/task

Agree and assign roles and
outline responsibilities

PO2.3 (CT)

Be able to organise
information and resources
effectively to support the plan

Select, record and organise
information and evidence
effectively, relative to targets
set.

PO2.4 (SD)

Outline the planning and
organisation process used for
the task

Review and reflect upon the
planning process and assess
the factors which affected the
success or otherwise of the task
outcome including any
monitoring and revision
undertaken.

Your evidence could be presented in a number of ways, for
example:

A written document; Mind map; Flow chart; Storyboard; Video diary
or a combination of these methods or using a method you are
familiar with.

In your Structured Discussion:

You will need to be able to describe how you used planning to
complete your task, how you and your team organised the work you
did in your roles (even if some targets were not achieved) and how
your team monitored its progress. You should be able to identify
what went well and where you could do better in future by taking
some of the following factors into consideration — setting; time
constraints; conditions; team (dynamics, personalities, attitudes,
motivation etc); unexpected events; resources available
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| Creativity and Innovation

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance
(guidance on the skills you need)

Cl2.1 (CT)

Be able to generate ideas and
identify opportunities for
development, using creative
approaches.

Generate a range of innovative
ideas and identify and assess
opportunities in response to a
task demonstrating convergent
and divergent approaches.

Cl2.2 (CT)

Be able to assess several
possible solutions/approaches
to tackling the given
problem/issue/task

Identify and assess a range of
opportunities, seeking out and
assessing new ideas and
creating new possibilities, using
initiative and active
engagement.

Compare the advantages and
disadvantages of a range of
approaches, challenging own
thinking. Assess suitability and
impact alongside possible
uncertainties and risks.

In your Controlled Task you will need to show that you have:
Generated innovative ideas

Once you have identified the purpose of the task or problem to be
solved, you will need to come up with at least 3 ideas of how to
solve it. These do not need to be a new ideas but should be new
to you.

Used Convergent and Divergent approaches

Convergent approaches are based on knowledge that you already
have.

Divergent approaches are based on new ideas and experience.
You could do this by using some creative approaches e.g

practical exploration; testing; ideas mapping; collaborating; free
associating; serial and lateral thinking, instinct and intuition, mood
boarding

Make sure you store the evidence of your teams work to develop
your ideas — you could create a table or document which describes
each idea and compares its good and bad points and notes its
riskiness.
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Cl2.3 (CT)

Be able to choose and
develop a suitable idea and
approach for the task.

Select and implement one
approach to the
problem/issue/task:

contributing and/or combining
ideas

Identifying uncertainties and
risks

while demonstrating resilience.

Cl2.3 (SD)

Understand and illustrate the
creative approaches and
processes used to generate
ideas and identify
opportunities

Review and reflect upon the
process used to generate ideas
and to recognise opportunities,
describing what worked well and
what might be improved.

Challenging own thinking:

You should challenge your own thinking by questioning your own
decisions and assumptions and take account of the advice,
guidance and feedback from others — remember this is a team
activity!

Demonstrate resilience:

Some ideas will take a great deal of time and effort to develop only
to find they are not feasible — your team needs to show that it can
bounce back from setbacks and keep going until it finds a solution
which will work.

In your Structured Discussion:

You will need to be able to describe the creative approaches you
used to complete your task and how you and your team worked
with your idea/s to create your solution (even if your solution was
not successful). You should be able to Identify what went well,
when you had to demonstrate resilience and where you could do
better in future.
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| Personal Effectiveness

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance
(guidance on the skills you need)

P2.1 (CT)

Be able to demonstrate how
your personal skills and
attitudes can be transferred
to a variety of contexts and
to team working

In a variety of contexts, identify
and assess personal skills and
attitudes relevant to personal
aspirations and the task
including:

knowledge

strengths

interests

skills

talents

Describe and demonstrate
how personal skills can be
used effectively in relation to
the activities.

Assess and apply a range of
self-management skills.
Transfer the skills developed
to an alternative context.

In your Controlled Task you will need to show that you have:
Identified at least 2 contexts in which you have developed your
personal organisational skills e.g. skills you have in the context of
work, education & training, social, home

Identified and outlined a range, of at least 3, appropriate personal

organisational skills you will be using to complete the task, such as;

¢ Communication € Collaboration ¢ Trust

¢ Clear objectives ¢ Respect ¢ Participation

¢ Active listening € Valuing diversity € Taking
responsibility

¢ Constructive ¢ Ability to work on € Commitment

conflict resolution your own

Identified and outlined a range, of at least 3, appropriate self-
management skills you will be using to complete the task, such as;

q¢ time ¢ emotional ¢ determination
management literacy
¢ interpersonal ¢ resilience ¢ managing conflict

¢ relationship management

Working as part of a team will include demonstrating respect for
others.
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P2.2 (CT)

Be able to apply personal
organisational and self-
management skills
appropriate to the task, and
the team, where applicable.

Identify and agree an
appropriate role within a team,
relevant to personal skills.
Respond appropriately to and

provide constructive feedback.

Use effective team-working
skills by contributing fully and
demonstrating respect for
others.

P2.3 (CT)

Be able to solve the task and
evidence how this was
achieved by demonstrating
skills applied

Present outcomes relevant to
the activities using a range of
appropriate and innovative
methods.

P2.4 (SD)

Review and describe own
performance, as an
individual and within a team
in relation to personal
effectiveness and self-
management

Reflect upon own contribution
to the team and task,
describing what went well and
areas for improvement.
Describe improvements
needed in performance
relation to personal
effectiveness within a variety
of activities.

Feedback should be used to identify areas where you can improve
personal performance and effectiveness — be sure to store examples
of how you have used your skills in your evidence e.g. update the
action plan to show which skills you have used to achieve targets,
state the skills you used to challenge your own thinking or produce
your creative solution in the Mind map; Flow chart; Storyboard; Video
diary or written document your team has created for the task. When
providing constructive feedback to team members it may help to
remember it should be timely, improvement focused, consistent,
specific and goal oriented.

In your Structured Discussion:

You will need to be able to describe some if your skills and how they
might be used to solve a team problem or an individual problem. You
should be able to Identify what went well and where you could do
better in future.
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Essential Employability Skills — Level 3

The table below shows the skills you will need to have in order to achieve the Essential Employability Skills qualification. You and
your tutor/assessor should be confident that you can do all of these things before you complete the Controlled Task and Structured

Discussion.

Critical Thinking and Problem Solving

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance
(guidance on the skills you need)

CP3.1 (CT)

Be able to identify and
evaluate appropriate
information to solve a complex
problem/issue

Identify and explain underlying
iIssues and questions relating
to a problem/issue

CP3.2 (CT)

Be able to distinguish between
several decision making
techniques in order to make
decisions related to a complex
problem/issue

Identify and critically assess a
wide range of appropriate
decision-making techniques to
solve the problem/issue

CP3.3 (CT)

Be able to demonstrate an
effective decision making and
problem solving process

Using the most appropriate
decision-making technique,
make and justify a final
decision, classifying and
assessing reasons for
conflicting viewpoints,

In your Controlled Task you will need to show that you have:
Identified issues and questions:

You will be given a complex scenario or problem to solve — before
you can make a plan, you will need to understand what the real
Issue is — e.g. There is a new gardening club opening up in your
local park. You have been asked arrange the launch event, help
promote the launch day and put together the prototype newsletter
that the club will use for its monthly publication.

The issues are what activities are involved in putting on a launch
event? How can this launch day be promoted? What format should
the newsletter take — digital or print? What type of technical
gardening articles should be included as standard?

The questions you may need to consider are, what is the budget for
this launch event? What roles are needed in our team? What
venues are available locally? Has our team got the skills to create
promotional content for a launch? What skills do we need to
develop to design a digital newsletter? Do we have all the details
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extracting and critically
assessing alternatives and
weighing up the validity and
rationality of arguments

CP3.4 (SD)

Understand how to review,
evaluate and explain the
decision making and problem
solving processes used to
solve the task

Explain own thinking and
critically evaluate the decisions
reached in relation to the
problem/issue, clearly
explaining strengths and
weaknesses of the chosen
method and judgements about
reusing using this technique in
the future

we need? How do we contact an expert who can help us? What is
the timescale for our team to complete this work?

Some other issues you may need to consider are: are there any
health and safety issues to consider? What are the risks? What are
the costs? What skills do I/we need? What resources are available?
What do other people in the team think? Are there any ethical
considerations to be aware of? What are the consequences of
providing the wrong solution? How will we handle disagreement in
the team? Issues and questions need to be classified wherever
possible e.g. skills based, resources based etc

Once you have identified the issues, you need to decide on how
your team will approach the solution. You will do this by using
Decision making techniques, for example:

Create a complex mind map

Compare advantages and disadvantages

Produce trial and error reports

Decision making matrix

Interview 2 experts and compare their views

Set criteria and compare how each solution performs against it
Debate the various solutions being proposed and take a vote
Or any other way that you usually make decisions and choices
Your team will need to assess and compare at least 2 decision
making techniques and describe why you believe the technique you
have chosen is the most appropriate.
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In your Structured Discussion:

You will need to explain which decision making technique/s you
used to help solve your task. You will need to discuss the outcome
achieved from using the decision making technique chosen and be
able to describe the impact of using the methods you did. You need
to be able to identify where improvements can be made to your

decision making.
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| Planning and Organisation

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance
(guidance on the skills you need)

PO3.1 (CT)

Be able to plan and organise a
solution to a complex
problem/issue, describing the
main purpose/s by identifying
resources, setting targets,
defining activities and
timescales

PO3.2 (CT)

Identify and establish targets
which address a particular
problem/issue and which are
challenging, measurable and
achievable

Agree and apply timescales for
target completion and review
and critically evaluate resources
required to meet targets

Ascertain and detail specific
activities to allow for monitoring
and achievement of each target

Identify and clarify appropriate
roles and responsibilities to
solve the problem/issue

In your Controlled Task you will need to show that you have:

Produce an Action Plan and Targets

¢ You need to plan out how you will complete your task

¢ You should make your targets Specific, Measurable,
Achievable, Realistic and Time bound (SMART)

¢ Targets should be ambitious and challenging — that is, they
should stretch the whole team and not be easy to achieve

¢ You should be able to judge the suitability of resources in
terms of availability, cost, relevance, manageability etc

¢ You need to show how progress is reviewed and recorded

Define, agree and assign Roles and Responsibilities

Your team need to identify the roles that your solution requires
and allocate them appropriately — you need to outline the
responsibilities that go with each role and how each role holder
will be held accountable for delivery of their tasks.

Select, record and organise information and evidence
Information and evidence might include e.g data; views; facts and
opinions; source material such as images or text. You will need to
store and arrange your work in an organised way e.g. identifying
common themes/concepts, values and interpretations,
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Be able to differentiate
between roles and
responsibilities and decide on
appropriate roles, justifying
decisions made

Negotiate, agree and assign
roles and outline responsibilities
and accountability

PO3.3 (CT)

Be able to manage information
resources effectively to support
the plan

Conduct independent research
and select and record
information, data and evidence
effectively and organise and
classify into appropriate and
useful categories, relative to the
targets set, identifying and
critically assessing common
themes/concepts, values and
interpretations, and
differentiating clearly between
fact and opinion

Construct a logically structured
plan to address the
problem/issue

PO3.4 (SD)

Understand how to review,
evaluate and explain the
planning and organisation
processes used

Critically analyse and evaluate
the factors which affected the
success or otherwise of the
planning process and outcome,
including assessment of any
monitoring and revision of
strategies undertaken

distinguishing between fact and opinion; classifying into useful
categories

Your evidence could be presented in a number of ways, for
example:

A written document; Mind map; Flow chart; Storyboard; Video
diary or a combination of these methods or using a method you
are familiar with.

In your Structured Discussion:

You will need to be able to reflect upon and describe how you
used planning to complete your task, how you and your team
organised the work you did in your roles (even if some targets
were not achieved) and how your team monitored its progress.
You should be able to identify what went well and where you could
do better in future by taking some of the following factors into
consideration — setting; time constraints; conditions; team
(dynamics, personalities, attitudes, motivation etc); unexpected
events; resources available
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| Creativity and Innovation

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance
(guidance on the skills you need)

CI3.1 (CT)

Be able to generate innovative
ideas and seek and assess
opportunities for development,
applying creative approaches

Generate many innovative
ideas and critically assess
opportunities in response to an
identified problem/issue,
demonstrating and applying
convergent and divergent
approaches

CI3.2 (CT)

Be able to analyse, assess,
and critically compare a range
of innovative ideas, applying
approaches appropriate to the
complex task to generate
innovative solution(s)

Critically analyse and assess
many solutions, seeking out
and critically assessing new
diverse ideas and creating new
possibilities, using imagination,
initiative and active
engagement

Critically compare, contrast
and assess the advantages
and disadvantages of the
many solutions, challenging
own thinking

In your Controlled Task you will need to show that you have:
Generated innovative ideas

Once you have identified the purpose of the task or problem to be
solved, you will need to come up with at least 3 ideas of how to
solve it. These do not need to be a new ideas but should be new to
you.

Used Convergent and Divergent approaches

Convergent approaches are based on knowledge that you already
have.

Divergent approaches are based on new ideas and experience.
You could do this by using some creative approaches e.g

practical exploration; testing; ideas mapping; collaborating; free
associating; serial and lateral thinking, instinct and intuition, mood
boarding

Make sure you store the evidence of your teams work to develop
your ideas — you could create a table or document which describes
each idea and compares its good and bad points, assesses its
suitability and acceptability and notes its riskiness.
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CI3.3 (CT)

Be able to select and
implement one idea to solve
the problem/issue

Select and implement one
solution to the problem/issue,
contributing and/or combining
ideas, and critically assessing
its suitability, acceptability and
impact alongside possible
uncertainties and risks, while
demonstrating resilience

ClI3.4 (SD)

Understand how to review,
evaluate and explain the
creative approaches and
processes used to generate
innovative ideas and assess
opportunities presented

Critically evaluate the process
used to generate ideas and to
recognise opportunities,
critically assessing what
worked well and explaining
what might be improved

Challenging own thinking:

You should challenge your own thinking by questioning your own
decisions and assumptions and take account of the advice,
guidance and feedback from others — remember this is a team
activity!

Demonstrate resilience:

Some ideas will take a great deal of time and effort to develop only
to find they are not feasible — your team needs to show that it can
bounce back from setbacks and keep going until it finds a solution
which will work.

In your Structured Discussion:

You will need to be able to reflect on and describe the creative
approaches you used to complete your task and how you and your
team worked with your idea/s to create your solution (even if your
solution was not successful). You should be able to Identify what
went well, when you had to demonstrate resilience and where you
could do better in future.
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| Personal Effectiveness

Learning outcome
(EES Specifications)

You need to know how to:
(skills needed)

Learner guidance
(guidance on the skills you need)

P3.1 (CT)

Be able to apply personal
skills and effectiveness and
transfer them to an alternative
context and/or to team
working

Critically analyse and assess
knowledge, abilities,
strengths, interests, skills and
talents relevant to personal
aspirations and the
problem/issue

Evaluate and demonstrate
how these can be used
effectively in relation to the
problem/issue

P3.2 (CT)

Be able to assess and apply
personal organisational and
self-management skills
appropriate to complex task/s
and team working

Present findings relevant to
the problem/issue using a
wide range of innovative and
appropriate methods

Critically assess and apply
skills in time management
and managing conflict

In your Controlled Task you will need to show that you have:
Identified at least 2 contexts in which you have developed your
personal organisational skills e.g. skills you have in the context of
work, education & training, social, home

In your learning prior to the task, you will have used a range of
assessment tools and mechanisms to establish skills, knowledge and
aptitude. E. g. Bel bi-Briggs Typesiradicator, o
Transactional Analysis, EQ etc i use this information to describe your
skills and how you will use them in the task

Identified and outlined a range, of at least 3, appropriate personal
organisational skills you will be using to complete the task, such as;

¢ Communication € Collaboration ¢ Trust
Clear objectives Respect ¢ Participation
Valuing diversity € Taking

responsibility

q q
¢ Active listening €
q

q¢ L Commitment

Constructive
conflict resolution

Ability to work on €
your own

Identified and outlined a range, of at least 3, appropriate self-
management skills you will be using to complete the task, such as;
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Critically assess how skills
identified were useful,
appropriate and applied in
addressing the problem/issue
and critically evaluate and
clarify improvements needed
in self-development and
performance, relating to
personal effectiveness, both
in this instance and for a
range of alternative contexts

Identify, critically assess and
perform an appropriate role
within a team, relevant to
skills assessed and the
problem/issue

P3.3 (CT)

Be able to solve the problem
and evidence how this was
achieved by demonstrating
skills applied

Demonstrate effective team-
working skills by contributing
fully and effectively to the
team’s work, proving own
opinion and demonstrating
full consideration and respect
for others’ values and
opinions

¢ time ¢ emotional ¢ determination
management literacy

¢ interpersonal ¢ resilience ¢ managing conflict

¢ assertiveness ¢ negotiation ¢ action planning

¢ relationship management

Working as part of a team will include demonstrating respect for
others.

Feedback should be used to identify areas where you can improve
personal performance and effectiveness — be sure to store examples
of how you have used your skills in your evidence e.g. update the
action plan to show which skills you have used to achieve targets,
state the skills you used to challenge your own thinking or produce
your creative solution in the Mind map; Flow chart; Storyboard; Video
diary or written document your team has created for the task. When
providing constructive feedback to team members it may help to
remember it should be timely, improvement focused, consistent,
specific, goal oriented and actionable, formative and summative, on-
going, (preferably) from a variety of people.

Your task may require you to capture evaluations of your solution, this
could be provided by items such as;

consumer guestionnaires; participant questionnaires; focus groups;
One to one dialogue; Team evaluation
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P3.4 (SD)

Understand how to review,
evaluate and explain own
performance, as an individual
and within a team, in relation
to personal effectiveness and
self-management skills

Critically assess and evaluate
own contribution to the team
and problem/issue, identifying
and critically assessing areas
for improvement to team
working skills, relevant to this
experience and for future
team-working situations

In your Structured Discussion:

You will need to be able to describe some if your skills and how they
might be used to solve a team problem or an individual problem. You
should be able to Identify what went well and where you could do
better in future.
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