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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 1

	Unit 24   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 problems/issues that arise at work


	1.1 Describe the main causes of problems or issues that arise at work

	2 Access sources of help


	2.1 Identify sources of help appropriate to a particular problem

2.2 Extract useful information and/or advice from these sources

	3 Understand possible solutions to workplace problems


	3.1 Suggest appropriate solutions to a workplace problem which draw on their own previous experience and that of others

3.2 Suggest appropriate solutions to a workplace problem which draw on

information/advice gained from sources of help

	4 Understand how to apply an appropriate strategy to solve a

workplace problem


	4.1 Select an appropriate problem-solving strategy to solve a workplace problem from a range of possibilities that they have identified

4.2 Explain why they have chosen the problem-solving strategy

4.3 Explain how the problem-solving strategy selected will be put into practice in relation to a particular problem/issue


Scenario:

In any job you will encounter problems. Knowing how to deal effectively with work related problems is a skill that is actively sought by employers. This assignment will allow you to consider different types of work related problems and identify effective solutions.  In order to successfully complete this unit and the tasks below you will need to identify a particular organisation or company and consider the types of work-related problems that might arise in that organisation.  You may want to draw on your own previous work experience or your tutor may provide you with a scenario. 
This unit could be successfully delivered by guest speakers from industry that were able to describe real workplace problems and solutions.
Preparation

Before beginning the tasks your tutor will begin by hosting a group discussion on the range of different problems or issues that might arise at work.  You may want to draw on your own experience for this exercise.  

	Task 
	AC
	Tutor Guidance and Suggested Evidence

	One

a) In small groups brainstorm examples of common work-related problems and the reasons they occur.  During the brainstorm think about your own experience of part-time jobs, work experience, stories in the media etc.  You could also interview each other to find out about other peoples’ experiences of workplace problems.
b) Use the form provided to write down THREE common reasons why workplace problems arise at work. 

	1.1
	Tutor observation checklist and evidence form provided.


	Two
a)  Think about the problems that you identified in Task One. Select ONE and identify THREE different sources of help for the problem
b) From the sources of help identified in task 2a identify THREE types of information, support or guidance that would be useful to someone who was experiencing the problem you identified in part a) of this task. 
c) Produce an advice guide titled, “Don’t Panic” which looks at different workplace problems and solutions.  This guide will be given to all employees as part of a new initiative to tackle workplace stress.  
Your guide should include:


· THREE common workplace problems (e.g. stress, bullying, discrimination, injury etc.)

· THREE sources of help, information or guidance that an employee might consult for each problem that you have identified. (e.g. 
company policy, Citizen’s Advice Bureau, HR Department etc.) 

· For every problem that you have identified you must provide TWO appropriate solutions for each. The solutions you identify must draw on both your personal experience of solving problems AND sources of formal guidance and information that you have found. DO NOT use people-based solutions for this task ie seek help from your line manager. Instead look at non-people-based solutions ie training manual.

	2.1
2.2

3.1
3.2


	‘Don’t Panic’ Guide.  Learners can work in small groups to produce this booklet.

It may be useful to provide learners with an example of a company policy on dealing with discrimination, bullying or stress in the workplace/


	Three
a) In pairs carry out a role play of a conversation between a company employee and a representative from the company’s Human Resources department. Your role play should follow this format:
i) The person playing the part of the employee should imagine that they are experiencing one of the problems that you identified in your ‘Don’t Panic’ guide. Explain the problem to the HR representative.

ii) The HR representative must provide the employee with advice and guidance on dealing with problems at work and should offer two possible solutions to the employee.

iii) At the end of the role play the person playing the part of the employee must choose the solution that they think is the best option and explain why. 
b) In the space provided write down the solution you have chosen and give TWO reasons why you think that is the most appropriate solution 
Your tutor will observe your role play.
	4.1

4.2


	Video evidence of the learner role play or a tutor observation checklist.

Tutor observation checklist should include a statement from the learner on the problem-solving strategy they decided to follow and why.


	Four

a) Using the problem and the solution that you chose for Task Three write a short case study which explains:

· What the problem is

· What the solution is

· A step by step guide to show how this problem-solving strategy would be put in place 

A case study template has been provided. You should add the case study to your ‘Don’t Panic’ guide to help employees understand how to out solutions into practice
	4.3
	 Case study template provided.  This should be added to the ‘Don’t Panic’ guide.
You may want to explain why case studies are a useful way of presenting this type of information. 


Evidence Collection
Task One – Workplace problems

	Learner Name: …………………………………………………………………………………………………  Date: ……………………………………………………

	Three causes of workplace problems: 

	1.
	2.


	3.



	For tutor use only

	This is to verify that …………………………………………………………… (learner name) participated in a group discussion to identify different causes of workplace problems.

Tutor name:…………………………………………………………………  Tutor signature:……………………………………………………………………………

Date: ………………………………………………… 


Task Three – Tutor observation of role play

	Learner Name: ……………………………………………………………………………………………………………  Date: …………………………………………………………………

	I played the part of the HR Representative / Employee (circle as appropriate) 

	The workplace problem that we discussed was:

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

	The most appropriate solution to this problem is:
……………………………………………………………………………………………………………………………………………………………………………………………………………………

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

	The TWO reasons why I think this is the best solution are:

1.


	2. 

	For tutor use only

	This is to verify that …………………………………………………………… (learner name) participated in a role play to discuss workplace problems and the most appropriate solutions.
Tutor name:…………………………………………………… Tutor signature:………………………………………………………… Date: …………………………………………


Task Four – Case study ‘Implementing a problem solving strategy’
……………………………………………………………………………………………………………… (insert problem you have identified) is a common workplace problem experienced by many employees.

An effective solution to this problem is ………………………………………………………………………………………………………………………………………………
Here is a step by step guide to show how to deal with the problem:

………………………………………………………………………………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………………………………………………………………………………..
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