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WorkSkills sample assignments – user guidelines

· These assignments are meant only as guidance and you should tailor the delivery scenario to suit your context of delivery and the needs of your learners.  

· The evidence collection area is meant as a guidance template and you should amend this as required.  You may also want to choose a different method of assessment and evidence recording.  Please always refer to the delivery guidance in the WorkSkills specifications for further advice on delivery and assessment.
· Please ensure the final assignment used is internally verified
· The assignments have been left as word documents to allow you to amend and tailor.

	Entry 3

	Unit 17 Solving Work-related Problems
	Assignment Title: 

	Assignment Issued: ………………………………………………………………………….     Hand in Date ………………………………………………………..


 
Learner’s Name: ……………………………………………………………………………...   Tutor Name: …………………………………………………………………………….

Internal verification date: ………………………………………………….   IV signature: …………………………………………………………………………………………..


	Learning Outcomes
The learner will:
	Assessment Criteria
The learner can:

	1 Be aware that a problem or issue has arisen which requires problem-solving skills
	1.1 Identify some common types of workplace problem or issue that require problem-solving skills

	2 Be able to access sources of help for work-related

problems
	2.1 With support, identify some general sources of help, support and guidance



	3 Know a range of ways to solve workplace problems or issues


	3.1 Outline the importance of listening to the suggestions of others when solving problems in the workplace

3.2 With support, identify possible solutions to the problem, using given sources of help, support and guidance

3.3 Identify any previous experience of similar situations to identify possible solutions

	4 Select an appropriate solution
	4.1 Identify an appropriate solution to a workplace problem or issue

	5 Know how to apply a problem solving solution to a workplace problem or issue
	5.1 Identify an agreed set of steps aimed at solving a workplace problem or issue




Scenario 
In any job you will encounter problems. Being able to deal with these issues well is a skill that is actively sought by employers. This assignment will allow you to consider your current situations and identify solutions.
	Task 
	AC
	Guidance to the Tutor and Recommended Evidence

	Task One 

a) In a group and with the support of your tutor have a brainstorming session to try and think of some examples of the different types of problems that you might face at work.

b) Make a poster called ‘Common workplace problems’ and include all of the examples that you thought of. 
	1.1
	Tutor observation to verify the learner’s contribution to the group discussion.

Poster - the learner must evidence at least THREE different workplace problems that require problem solving skills in order to achieve AC 1.1

	Task Two 
Your tutor will hand out cue cards which have examples of workplace problems and sources of advice written on them.
a) Work in pairs to sort the cards into two piles; ‘Problems’ and ‘Solutions’ 

b) Now write a list of the problems and solutions that you have identified from the cue cards.  Write your answers in the table provided.

	2.1


	Cue cards are provided below.  Cut out the cue cards and hand a set out to each pair.  

Learners should sort the cards into two piles: ‘Common Workplace Problems’ and ‘Advice for Dealing with Problems’
Cue cards and list.

Learners should write down solutions and problems in the table provided.

Learners must identify at least TWO different sources of help to achieve AC 2.1


	Task Three

a) Pick a problem from the ‘Common workplace problems’ poster that you produced for Task One.  

b) Think about the sort of help you would need to solve this problem.  Can you think of TWO reasons why it might be helpful to listen to suggestions from other people when you are deciding how to solve this problem?

c) Write down TWO ways that you would solve the problem, you might want to think about the sources of help that you identified earlier.

d) Decide which is the best solution and explain why.

e) Map out the steps that you would have to take put the solution you identified in Task Four (d) into action.  
A simple timeline diagram has been provided to help you plan the steps.

Your tutor will help you with this.

	3.1

3.2

4.1

5.1


	Worksheet and timeline diagram

For Task 3d, AC 4.1, an explanation is not necessary however it is good practise for the learner and should help their underpinning knowledge

	Task Four

Have you ever faced a problem like this before? 
Give an example of how your own experience of dealing with a problem could help you to solve the problem you identified in Task Three (a).

	3.3
	Complete the worksheet with an example of a problem they have experienced, the solution they chose and an explanation of how their experience of dealing with this problem could help them to deal with other problems.


RESOURCES 
Task Two – Cue cards game – Common Workplace Problems and Sources of Help

Workplace Problems - cue cards:
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Sources of help for workplace problems – cue cards
Evidence Collection

Task Three (c, d) – Identifying the best solution for a specific problem (A.C 3.2, 4.1)



Which is the best solution to the problem and why?

………………………………………………………………………………………………………………………………………………………………………………………………
          ………………………………………………………………………………………………………………………………………………………………………………………………


………………………………………………………………………………………………………………………………………………………………………………………………

Task Three (e) - What are the steps that you would take to solve the problem you identified in Task Three? (A.C. 5.1)
Use the timeline diagram to map out the steps you would take to solve the workplace problem you identified: 

Task Four - Have you ever experienced a similar problem to the one you identified?  (A.C. 3.3)








BROKEN PHOTOCOPIER











BAD TRAINING  














DISAGREEMENT WITH A COLLEAGUE














LATE DELIVERY OF STOCK














SHORTAGE OF STAFF














DISCRIMINATION














WORKPLACE BULLYING 














SUPERVISOR OR MANAGER














HUMAN RESOURCES DEPARTMENT 














TRAINING MANUAL














OTHER COLLEAGUES 














CITIZEN’S ADVICE BUREAU














COMPANY/ORGANISATION POLICY ON DISCRIMINATION 











HEALTH AND SAFETY GUIDANCE 














INJURY AT WORK 











COMPANY CODE OF CONDUCT 





Solution 1


………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………








Solution 2


………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………





Here’s the Problem:





………………………………………………………………….





………………………………………………………………….





………………………………………………………………….





What was the problem that you experienced?





What was the solution?





How could your past experience help you to solve this problem?











