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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.
	Level 2 

	Unit 23 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 Understand that both individuals and organisations encounter workplace problems


	1.1 Explain the main reasons that individuals encounter problems in the workplace

1.2 Describe some of the common types of problems that an organisation or company might need to solve



	2 Use sources of help effectively


	2.1 Explain how sources of help available to both individuals and to organisations can help in solving work- related problems

2.2 Extract relevant information or advice from several different sources to help solve workplace problems

	3 Consider possible solutions to workplace problems


	3.1 Describe possible solutions to different workplace problems

3.2 Rank the solutions to problems according to their likely effectiveness, providing explanations for the rank order

	4 Apply appropriate strategies to solve workplace problems
	4.1 Plan how to execute the solutions they consider most likely to work



Scenario

In any work environment you will encounter problems. Being able to deal with these issues effectively and efficiently is a skill that is actively sought by employers. This assignment will allow you to consider your current situations and identify solutions.
	Task 
	AC
	Tutor Guidance and recommended evidence

	Task One
As part of a group brainstorm and discussion:
i) Identify three reasons why individuals might encounter problems in the workplace

ii) Identify two types of work-related problems that an organisation or company might need to solve.  

iii) Identify two sources of guidance for employees experiencing problems at work and two sources of guidance to help organisations solve workplace problems

You should  draw on your own experience of part-time jobs, work experience, stories in the media and the story lines of current TV dramas/'soaps'.  You might want to interview your friends to investigate what other peoples’ experiences of workplace problems.
	1.1

1.2

2.1
	Completed worksheet for each individual learner.


	Task Two 

a) Produce a short leaflet entitled, “Don’t Panic; a guide to dealing with common workplace problems” that includes the following information:
i) TWO examples of workplace problems
ii) For each problem you have identified provide TWO relevant sources of information that would be useful for dealing with the problems.

b) As part of your leaflet you should include a section which offers solutions to workplace problems.  Use the two problems that you identified in Task One, and:
i) Write a strategy for dealing with each of the two problems you have identified, this section of your guide could be called ‘Effective solutions to workplace problems’.  Remember you must offer at least one solution to each problem.
ii) For each strategy/solution you have identified write a plan of action for implementing that strategy 
iii) Each plan may contain several actioned steps for each problem and these should be ordered logically.

	2.2

3.1

4.1
	Don’t Panic Guide – this can be handwritten or electronically produced but must be in the form of an advice/guidance leaflet.


	Task three
The discussion of potential solutions is an effective way of reflecting further on the problem. Think about the solutions you offered in your ‘Don’t Panic’ guide.  
In small groups discuss the solutions that you identified in Task Two and say why you think each is a relevant and effective solution to the problem. Place the solutions in rank order to help you complete this task.  
Is there anything about the strategy for solving the problem that could be improved on?
	3.2
	Tutor observation checklist to verify individual contribution to the group discussion



Evidence Collection

Task One

i) Identify three reasons why individuals might encounter problems in the workplace
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ii) Identify two types of work-related problems that an organisation or company might need to solve.  






iii) Identify two sources of guidance for employees experiencing problems at work and two sources of guidance to help organisations solve workplace problems


