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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 Level 3 

	Unit  4

Being Responsible for Other People’s Money   
	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 Know the importance of keeping other people’s money safe
	1.1 Give reasons for keeping other people’s money safe

	2  Know how to handle other people’s money responsibly
	2.1  Handle other people’s money responsibly
2.2 Outline the need to return any unspent money or money collected to the person concerned

2.3  Outline the need, when handling someone else’s money, to own up to any mistakes made and correct them 

	3  Be able to complete simple money calculations using other people’s money
	3.1  Complete simple calculations using money


Scenario 1
Your group carried out a car wash and valet service for staff during November.  The purpose was to raise money to buy toys for a local hospital.  Some staff paid immediately, the cost was £3.00 for a car wash and £5.00 for a wash and valet.
You did a total of 6 car washes and 3 wash and valet services.  You are waiting for payment from the following people: 

Mr Harrison – needs to pay for a wash and valet

Miss Coxley – needs to pay for a wash

Mr Rasheed – needs to pay for a wash

	Task 
	AC
	Tutor guidance and suggested evidence

	One

a) Based on the scenario you have been given, fill in the table below with the following information:

- The Customer’s name

- The service that they were given 

- The cost of that service
b) Work out the total amount of money that is still owed to you and out your calculations into the table. 
	3.1
	You may want to alter the scenario to make it more relevant.
A template is provided below.

	Two
a) Explain to your tutor how you would go about collecting the outstanding money owed to you 

b) Explain to your tutor how you would keep a record of the money you collect and of the customers that you have collected the money from.

c) Tell your tutor how you would look after the money once you have been given it.

d) Give TWO reasons why it is important to keep other people’s money safe.

e) Give ONE example of how the way you look after other people’s money might be different from the way you look after your own money
	1.1
	Tutor observation checklist.  This should include a note on the examples given by the learner. 

	Three
a) In groups of four you will need to do a role play to act out the plan you put together in Task Two for collecting the outstanding money that was owed to you from the charity car wash.  

b) Write a short script to help you remember everything that you want to say. 

c) Remember you will need to keep a record of the amount of money you collect and the name of the customer that you collect it from.

d) You should take it in turns to act the part of the person collecting the money. 
	2.1
	Tutor observation checklist 
The group should put together a short written script that will act as a guide when they carry out the role play. 


	Four 
Discuss with your tutor the following important points about handling other people’s money responsibly:

· Explain why you need to return any unspent money that you have been responsible for.
· Explain why it is important to be honest about any mistakes that you might make when handling other people’s money.

· Explain what you would do if you had given someone the incorrect change by mistake 


	2.2

2.3
	Tutor observation checklist 



Evidence Collection
Task One – Outstanding payments due

	Name of Customer


	Service provided
	Cost of service
	Payment received (Y/N)
	Total outstanding 


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	Total amount outstanding


	


Task two - handling other people’s money: Tutor observation checklist

	Date: 


	Learner Name:
	Agreed company/scenario: 

	The learner successfully participated in a one to one discussion and demonstrated that they understood: 
	Y/N
	Additional Comments

	1. How to handle other people’s money 
	
	

	2. The importance of keeping other people’s money safe
	
	

	3. The difference between handling other people’s money and their own
	
	

	The learner provided the following TWO examples of why it is important to keep other people’s money safe.

	1.
	2.

	The learner provided the following example to demonstrate how the way you look after other people’s money might differ from the way you handle your own money

	

	Tutor name: …………………………………………………………………  Signed:……………………………………………………………………………… Date: …………………………………………



Task three
Tutor observation checklist of the role play (complete one for each member of the group): 
	Date: 


	Learner Name:



	Entry Level 3 

Unit 4  Managing Other People’s Money 
	Task Three –  Group Role Play (Assessment Criteria 2.1)

	The learner successfully participated in a role play and demonstrated that they are able to: 
	Y/N
	Additional Comments

	1. Collect any outstanding monies owed to them in the appropriate way 
	
	

	2. Record the amount of money collected and the name of the customer
	
	

	3. Look after other people’s money properly after collecting it.
	
	

	Further comments: 

	

	Tutor name: …………………………………………………………………  Signed:……………………………………………………………………………… Date: …………………………………………

	Internal verifier: ……………………………………………………………………………  Signed:……………………………………………………………. Date: ……………………………………….


Task Four

Tutor observation checklist - Tutor/learner discussion 
	Date: 


	Learner Name:



	Entry Level 3 

Unit 4  Managing Other People’s Money 
	Task Four – Assessment Criteria 2.2, 2.3

	The learner successfully contributed to a discussion and  demonstrated that they are able to: 
	Y/N
	Additional Comments

	Explain why they need to return any unspent money that they have been responsible for.


	
	

	Explain why it is important to be honest about any mistakes that they might make when handling other people’s money.


	
	

	Explain what they would do if they had given someone the incorrect change by mistake 


	
	

	Tutor name: …………………………………………………………………  Signed:……………………………………………………………………………… Date: …………………………………………

	Internal verifier: ……………………………………………………………………………  Signed:……………………………………………………………. Date: ……………………………………….
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