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Aims
This guide aims to support employers and learning 
providers to identify appropriate activities required 
during a Foundation Apprenticeship work placement. 
It provides the following information:

■  The purpose of Foundation Apprenticeships

■  The definition of work-based learning in the 
context of Foundation Apprenticeships

■  How a Foundation Apprenticeship is delivered

■  How employers can support learners

■  An understanding of the Vocational Qualification 
(SVQ) units within the Foundation Apprenticeship

■  Links to useful resources

■  Practical examples of work-based activities and 
evidence for the SVQ units within the Foundation 
Apprenticeship in Business Skills at SCQF level 6  
(Page 6)

“The Foundation Apprenticeship was 
an eye-opening experience - it’s a 
very proactive way to learn and gave 
me a clear direction.”

Milo, Foundation Apprentice



What are 
Foundation 
Apprenticeships?
Foundation Apprenticeships provide a work-based 
learning opportunity for senior-phase secondary school 
pupils¹. Typically commencing in S5 and finishing at 
the end of S6, a Foundation Apprenticeship develops 
knowledge and understanding of an industry. Alongside 
this, learners also spend time with a local employer to 
gain valuable industry experience. 

Foundation Apprenticeships are completed alongside 
other subjects like Nationals and Highers. They are  
linked to the growth sectors of the Scottish economy and  
are available in the following subjects:

Accountancy

Business Skills

Civil Engineering                              

Creative and Digital Media                             

Engineering 

Financial Services

Food and Drink Technologies 

Hardware and System Support

Scientific Technologies

Social Services and Healthcare                                             

Social Services Children and Young People

Software Development                              

Foundation Apprenticeships contain three distinct but 
related components:

Knowledge provides the learner with the relevant 
theories or reasons for the work-based learning activities. 
Knowledge allows individuals to evidence not only what 
they have done but to do so from an informed position 
of why they did it. This element of the Foundation 
Apprenticeship is typically aligned to National Progression 
Awards (NPA) or National Certificate (NC) units. 

Skills are the ability to carry out a particular activity, 
operation or task. Skills describe how something is done 
with proficiency and are crucial to progression. The 
expectation of the Foundation Apprenticeship is for skills 
acquisition to be consistent with the characteristics of 
applied knowledge, skills and understanding at SCQF level 6. 

Competence is defined by each industry or standard 
setting body as the performance that makes an individual 
fit to practise in a job. It involves both knowledge and skills. 
SVQ Units within Foundation Apprenticeships describe 
the performance criteria, knowledge and understanding 
requirements necessary for competence in a particular 
activity or function. Competence will vary from industry 
to industry but defining level of expected performance 
at SCQF level 6 will ensure like-for-like activity across 
different Foundation Apprenticeships, thereby supporting 
recognition or prior learning articulation to Modern 
Apprenticeship pathways. 

What is work-based learning and 
how does it apply to Foundation 
Apprenticeships?

For the purposes of this guide, work-based learning means 
learning that is directly linked to skills and knowledge 
required to operate competently in a workplace. A major 
component of a Foundation Apprenticeship is the sector 
specific work-based learning. In this context, work-based 
learning relates directly to the activities undertaken by 
learners whilst they are on a work-placement.  
 

This provides the first-hand experience for learners 
to acquire sector specific skills, apply knowledge and 
reflect on their learning. These activities count towards 
the overall learning and assessment of the units from 
the Scottish Vocational Qualification (SVQ) within each 
Foundation Apprenticeship. 

How is a Foundation Apprenticeship 
delivered?

Learning providers work alongside employers to develop 
the knowledge and skills learners need to meet all the 
outcomes of the Foundation Apprenticeship. 

This includes the classroom-based teaching of knowledge 
and understanding elements of the Foundation 
Apprenticeship. This is combined with work-based learning 
opportunities to provide learners with the experiential 
learning they need to apply their learning directly in the 
workplace, ultimately to meet the requirements of the SVQ 
units of the Foundation Apprenticeship. 

Foundation Apprenticeships are typically delivered 
over two years through S5 and S6 (though there are an 
increasing amount of shorter duration delivery models 
becoming available in some regions for selected 
frameworks). Learners attend a learning provider for one 
day a week (either on two afternoons or one full day as 
agreed with local authority) in year one to study a National 
Progression Award (NPA) or a National Certificate (NC) 
at SCQF level 6. During year one, participants will have 
engagement with industry through a series of industry 
visits, talks and an industry challenge where available. 
In year two, focus then moves to developing practical 
skills and competencies in the workplace required of the 
SVQ units, where learners attend a work placement for 
approximately one full day per week. 

1 The term ‘learners’ is used in this guide to refer to pupils.



Employer involvement 

The involvement of employers is a critical aspect of every 
Foundation Apprenticeship, and may include:

■   Providing learners with a work placement to enable 
them to gain valuable experience in the workplace

■   Providing learners with appropriate work-based 
opportunities to enable them to develop their learning 
and skills 

■   Ensuring all work-based learning provided is based on 
current expertise, equipment, practices and processes

■   Setting industry challenge projects 

Employers may also be involved in other activities, for 
example, the recruitment and selection process, guest 
speaking, coaching and mentoring, and in the assessment 
of practice of learners. 

Employers identify a suitable workplace mentor to act as 
the point of contact for learners when they are in the work 
placement. The mentor provides support to the learner 
within the workplace to ensure they access the range of 
activities required to complete the SVQ units from the 
Foundation Apprenticeship, and provides advice to the 
learner on their progress in relation to the work-based 
learning. The mentor also supports with developing a 
learning plan which provides details of the activities which 
the learner will undertake in the workplace to achieve the 
SVQ units. The centre will provide further details on mentors. 

Further details on employer involvement and workplace 
mentors can be found in the Foundation Apprenticeship 
Guidance Note: Employer Engagement (details provided  
in the useful resources section of this document). 

The learning provider meets regularly with employers to 
ensure learners are being supported and are working on 
the right types of activities. Further details can be found in 
the appendices of this document. 

About the Scottish Vocational 
Qualification units 

It is important that employers understand the SVQ units 
within a Foundation Apprenticeship, as this will help them to 
provide learners with access to work-based activities that are 
relevant to the SVQ units they need to complete.  

Within every Foundation Apprenticeship there are a number 
of SVQ units which relate to a particular occupational 
function, and which provide the standards upon which 
competence is assessed in the workplace. The SVQ units 
also form part of a Modern Apprenticeship2. 

The Foundation Apprenticeship in Business Skills at SCQF 
level 6 includes four units from the SVQ in Business and 
Administration at SCQF level 6. The SVQ units are delivered 
and assessed while on placement on the workplace.

SVQ units are derived directly from National Occupational 
Standards (NOS) which describe what an individual needs to 
do (performance criteria), know and understand (knowledge 
and understanding criteria) to demonstrate competence in the 
unit. Evidence (assessment) requirements specify the type and 
amount of evidence required for the unit and are developed 
by an Awarding Body to complete the unit development when 
it is used to form part of a qualification structure.  

Learners must provide evidence they are competent across 
all criteria to meet the requirements of all SVQ units within 
the Foundation Apprenticeship. All evidence is assessed 
against the standards and leads to an overall judgment 
being made by an assessor on whether the learner is 
competent or not yet competent. Where a learner is found to 
be not yet competent in any part of the standards, they will 
be given the opportunity for further training and to provide 
further evidence for assessment at a later date. 

Acceptable performance in a unit will be the satisfactory 
achievement of the standards set out in the SVQ unit 
specification. Every SVQ unit has knowledge statements 
which underpin competence. 

About the assessment of SVQ units 

Assessment is the process of evaluating an individual’s 
attainment of knowledge, understanding and skills. 
Assessment of the SVQ units involves generating and 
collecting evidence of a learner’s attainment of knowledge, 
understanding and skills and judging that evidence against 
defined standards. 

The Guide to Assessment covers a wide range of 
assessment methods in unit assessments for school, 
college and workplace qualifications as well as external 
assessment for National Qualifications. There are three 
essential forms of assessment: observation, product 
evaluation and questioning. Assessment can also use 
a combination of some or all of the three forms. All 
assessment methods, such as a project or performance, 
can be classified under one or more of these forms. 

SVQ units are assessed internally by centres, this means 
that work-place assessors are responsible for deciding 
whether evidence meets the standards for SVQ units. 
The assessors are identified by the centre, they are 
occupationally competent in the role and professionally 
competent in conducting work-based assessment (or 
working towards this). The internal assessment decisions 
are externally verified by the Awarding Organisation who 
offers the units. 

Evidence must meet the following requirements:

Valid

The assessment method chosen will 
be appropriate to the standards being 
assessed. It will produce evidence relevant 
to the standards.

Authentic The evidence will be the learner’s own work.

Current
The evidence will exemplify the current level 
of the learner’s performance. 

Reliable
The assessment decision is comparable  
and consistent with other assessors within 
the centre.

Sufficient
The evidence will demonstrate competence 
over time (e.g. not just a single occasion).2 A learner who completes the Foundation Apprenticeship will receive 

mandatory units from the relevant Modern Apprenticeship leaving them 
fewer units to complete if they start the relevant Modern Apprenticeship.

https://www.skillsdevelopmentscotland.co.uk/media/46389/fa-employer-guide.pdf
https://www.skillsdevelopmentscotland.co.uk/media/46389/fa-employer-guide.pdf
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Links to useful 
resources
Foundation Apprenticeship  
Guidance Note: 

Employer Engagement

The aim of this guidance is to share some best practice 
with learning providers to help support the delivery of 
the work-based element of Foundation Apprenticeships. 
This guidance provides details on how employers from all 
sectors and of all sizes can be involved in several different 
opportunities throughout the Foundation Apprenticeship 
programme. Refer to this document for information on work 
placement roles and responsibilities for employers and 
learning providers.

Developing the Young Workforce

Work Placements Standard: This document sets out the 
expectations for a young person, school, employer, local 
authority and parent/carer, before, during and after work 
placements. Refer to this document for information to help 
improve the quality of learning in the workplace. 

SQA Guide to Assessment

This guide is designed to provide support for everyone 
who assesses SQA qualifications. It covers the full range 
of SQA qualifications and is based around the principles of 
assessment, that all qualifications must be valid, reliable, 
practicable, equitable and fair. Refer to this document for 
information on unit content and standards, methods of 
assessment and acceptable evidence. 

https://www.skillsdevelopmentscotland.co.uk/media/46389/fa-employer-guide.pdf
https://www.apprenticeships.scot/media/2733/fa-employer-guide.pdf
https://education.gov.scot/documents/dyw_workplacementstandard0915.pdf
https://www.sqa.org.uk/files_ccc/Guide_To_Assessment.pdf


Practical Examples 
Examples of activities and evidence 
for the SVQ units: A Foundation 
Apprenticeship in Business Skills at 
SCQF level 6 (GL8J 46)

These examples support employers with identifying suitable 
work-based activities to develop the practical skills of S5 
and S6 pupils during the work placement component of the 
Foundation Apprenticeship in Business Skills at SCQF level 
6 (GL8J 46). 

The Foundation Apprenticeship in Business Skills at SCQF 
level 6 includes four units from the SVQ in Business and 
Administration at SCQF level 6. The SVQ units are delivered 
and assessed while on placement in the workplace. 

■   FD9Y 04  Plan how to manage and improve own 
performance in a  business environment

■  FE02 04  Communicate in a business environment

■   FE04 04  Support other people to work in a business 
environment

■   FE0X 04  Design and produce documents in a business 
environment

The table below provides generic examples of typical 
work-based activities and examples of possible evidence 
which may support the development of the practical skills 

for each of the three SVQ units. Please note, these are 
examples and are not intended to be prescriptive. Some 
examples of activities and evidence are holistic in nature 
therefore may cover several performance criteria (and 
knowledge and understanding) within a unit and/or across 
units, as opposed to aligning with a single performance 
criteria. This supports good practice in the holistic  
approach to assessment, which in turn reduces the 
volume of evidence required by leaners and reduces 
bureaucracy in assessment. 

It is important to note not all work-based activities may be 
suitable for a pupil to undertake (e.g. not an employee). 
For example, there may be a legislative reason a pupil/
non-employee cannot conduct a particular activity within 
a workplace. 

Performance Criteria   
What the learner needs to be able to do to  
demonstrate competence within the unit

Examples of work-based activities  
which may support learners to develop the 
required practical skills in the unit 

Examples of evidence which may support 
learners to demonstrate the practical skills in 
the unit (product evaluation, observation and 
questioning)

Plan communication 
P1   Identify the purpose of the communication, the 

audience and the outcomes to be achieved 

P2  Decide which method of communication to use 

Communicate in writing  
P3   Identify sources of information that support the 

purpose of the communication 

P4   Select information that supports the purpose of 
the communication 

⊲  Continues on next page

■   Responding to internal and/or external requests for 
information relating to products or services in line 
with organisational requirements

■   Preparing a PowerPoint presentation (e.g. to induct 
new employees into the organisation)

■   Referring to products/services/price lists and 
providing the appropriate information requested by 
customer(s)

■   Checking final documents through proofreading, 
spellchecking and grammar checks (e.g. letters, 
emails, presentation)

⊲  Continues on next page

■   Witness testimony and/or personal statement 
providing details of the activities carried out

■   Personal statement detailing the purpose of the 
communication (e.g. to announce, to update, to ask 
for something, who its meant for and any action 
taken in response to the communication)

■   Copies of team meeting agendas and minutes of 
meetings you have contributed to

■   Records of own involvement in project activity

■   Records of completing work in line with 
requirements

⊲  Continues on next page

FE02 04 Communicate In A Business Environment 

continues on next page ⊲



Performance Criteria  Examples of work-based activities Examples of evidence

P5   Present the information using a format, layout, 
style and house style that is appropriate to the 
subject matter, work situation and communication 
channel 

P6   Use language that is appropriate to the audience 
and the purpose of the communication 

P7   Organise, structure and present information to 
suit different audiences 

P8   Select and read written material that contains 
information that is needed 

P9   Identify and extract the main points needed from 
written material 

P10   Use accurate grammar, punctuation and spelling 
to make sure that meaning is clear 

P11   Proofread or check work and make any 
necessary amendments 

P12   Evaluate written material to identify how well it 
met its purpose 

P13   Produce the communication to meet deadlines 
recognising the difference between what is 
important and what is urgent 

P14   Keep a file copy of all communication 

Communicate verbally  
P15   Present information and ideas clearly to others 

P16   Make contributions to discussions that help to 
move the discussion forward 

P17   Use appropriate body language and voice tone 

P18   Listen actively to information that other people 
are communicating and respond appropriately 

⊲  Continues on next page

■   Locating and filing documentation in line with 
organisational requirements

■   Contributing to agenda items and discussions at 
meetings 

■   Delivering a presentation e.g. findings from the 
learner’s own research or project work

■   Responding to questions during meetings or 
presentations 

■   Providing a summary of key points from a meeting or 
presentation 

■   Taking into account different types of communication 
including  advantages/disadvantage and why the 
chosen communication was selected 

■   Following organisational processes and guidelines 
for communications

■   Demonstrating compliance with information security, 
confidentiality policy and procedures in everyday 
activities

■   Copies of correspondence, emails final documents, 
reports, presentation etc. annotated, where 
relevant, to indicate deadlines have been met

■   Screen prints showing file copy is appropriately 
stored

■   Records of verbal, written or face to face 
communication prepared by the learner indicating 
use of appropriate language, tone, capital letters, 
signature structure, cc, bcc, greeting and closure  

■   Screen prints of file locations 

■   Record of observation of the learner contributing 
to a discussion at a meeting or delivering a 
presentation 

■   Record of professional discussion relating to the 
learner’s completed work activities 

■   Personal statement identifying what worked or did 
not work and how to improve

continues on next page ⊲



Notes 
A holistic approach has been taken to provide examples of activities and evidence which cover performance criteria within and across units. This promotes efficient and effective 
gathering of evidence.

Guidance on simulation can be found in the Assessment Strategy. Where permitted, simulation should only be undertaken in a minority of situations, for example where there is a 
potential risk to the learner or others. To be effective, simulation must succeed in recreating the atmosphere, conditions and pressures of the real situation.

Performance Criteria  Examples of work-based activities Examples of evidence

P19   P19 Ask relevant questions to clarify anything not 
understood 

P20   Summarise the communication with the person/
people being communicated with to make sure 
the correct meaning has been understood 

After communication 
P21   Seek feedback on whether the communication 

achieved its purpose 

P22   Reflect on outcomes of communication and 
identify ways to develop communication skills 
further

⊳  See previous page ⊳  See previous page



FD9Y 04  Plan How To Manage And Improve Own Performance In A Business Environment

continues on next page ⊲

Performance Criteria   
What the learner needs to be able to do to  
demonstrate competence within the unit

Examples of work-based activities  
which may support learners to develop the 
required practical skills in the unit 

Examples of evidence which may support 
learners to demonstrate the practical skills in 
the unit (product evaluation, observation and 
questioning)

Plan and be accountable for own work 
P1   Negotiate and agree realistic targets for own work 

P2   Prioritise targets and agree achievable timescales 

P3   Plan how to make best use of own time and 
other resources needed and choose appropriate 
working methods 

P4   Keep other people informed of progress 

P5   Meet deadlines or re-negotiate targets, 
timescales and plans in good time 

P6    Take responsibility for own work and accept 
responsibility for any mistakes made

P7   Reflect on and learn from own mistakes 

P8   Follow agreed guidelines, procedures and, where 
appropriate, codes of practice 

P9   Set high standards for own work and show drive 
and commitment to achieve these standards 

Improve own performance  
P10   Encourage and accept feedback from other people 

P11   Evaluate own work and use feedback from other 
people to identify where to make improvements 

P12   Identify ways to improve work, consistently put 
them into practice and test how effective they are 

P13   Identify where further learning and development 
could improve performance 

⊲  Continues on next page 

■   Working with line manager to agree objectives based 
around team activity and personal development

■   Developing a plan of how you are going to 
undertake the agreed work activities

■   Prioritising targets and agreeing timescales

■   Preparing a to do list showing how you are going to 
effectively use your time

■   Outlining the impact of tasks and activities on 
other roles in the team and on own workload if not 
completed on time

■   Providing regular updates on progress to line 
manager and others 

■   Re-negotiating deadlines or targets, when required 
and updating the original plans and highlighting the 
changes

■   Keeping a record of any problems or mistakes in 
carrying out the work activities

■   Following company guidelines, processes and 
procedures

■   Reviewing and evaluating the work activities  
carried out 

■   Presenting your work to colleagues and asking for 
feedback

■   Accepting and taking forward feedback to improve

■   Identifying and acknowledging what went wrong

⊲  Continues on next page  

■   Witness testimonies by those who worked with the 
learner providing details of the work completed

■   Records of own involvement in work activities 

■   Records of completing work in line with 
organisational requirements

■   Copies of correspondence, emails, documents etc

■   Copies of appraisals, progress reviews, learning 
plans, to do lists, memos, work plans

■   Details of relevant written and verbal 
communications

■   Record of professional discussion with assessor

■   Record of observation of the learner following 
procedures and working to the expected standard 



Performance Criteria  Examples of work-based activities Examples of evidence

P14   Develop and follow through a learning plan that 
meets own needs 

P15   Review progress and update plans for 
improvement and learning 

Behave in a way that supports effective working 
P16   Cope with pressure and overcome difficulties 

and setbacks 

P17   Assert your own needs and rights when 
necessary

P18   Show a willingness to take on new challenges 

P19   Adapt readily to change 

P20   Treat other people with honesty, respect and 
consideration 

P21   Help and support other people

■   Conducting a self-evaluation of the work

■   Identifying how the work could have been improved

■   Developing, maintaining and revising own learning 
plan  

■   Maintaining record of own progress including 
highlighting any difficulties and how you assert 
yourself to keep things on track

■   Identifying any instances where you had to change 
your approach

■   Identifying the types of support required and 
providing support and feedback

⊳  See previous page

Notes 
A holistic approach has been taken to provide examples of activities and evidence which cover performance criteria within and across units. This promotes efficient and effective 
gathering of evidence.

Guidance on simulation can be found in the Assessment Strategy. Where permitted, simulation should only be undertaken in a minority of situations, for example where there is a 
potential risk to the learner or others. To be effective, simulation must succeed in recreating the atmosphere, conditions and pressures of the real situation.



FE0X 04 Design And Produce Documents In A Business Environment

Notes 
A holistic approach has been taken to provide examples of activities and evidence which cover performance criteria within and across units. This promotes efficient and effective 
gathering of evidence. 
 
Guidance on simulation can be found in the Assessment Strategy. Where permitted, simulation should only be undertaken in a minority of situations, for example where there is a 
potential risk to the learner or others. To be effective, simulation must succeed in recreating the atmosphere, conditions and pressures of the real situation.

It is important the purpose, content and style of the document is not overly simple or basic and reflects the degree of difficulty for the level of the Unit.

Performance Criteria   
What the learner needs to be able to do to  
demonstrate competence within the unit

Examples of work-based activities  
which may support learners to develop the 
required practical skills in the unit 

Examples of evidence which may support 
learners to demonstrate the practical skills in 
the unit (product evaluation, observation and 
questioning)

P1   Agree the purpose, content, style, quality 
standards and deadlines for the document 

P2   Identify and prepare the resources needed 

P3   Research and organise the content needed 

P4   Make appropriate and efficient use of available 
technology 

P5   Design and produce the document in the agreed 
style 

P6   Integrate non-text objects in the agreed layout 

P7   Check for accuracy, editing and correcting as 
necessary 

P8   Store the document safely and securely in 
approved locations 

P9   Clarify document requirements, when necessary 

P10   Present the text 

■   Identifying and agreeing the purpose, content 
and timescales for the document - examples of 
documents include a training manual, a work 
instruction, a procedure, a process flowchart, a 
presentation

■   Developing a plan on how you are going to 
undertake the work including the required resources

■   Producing a quality document using Word/Excel/
PowerPoint/Outlook in line with organisational 
requirements and within agreed timescales 

■   Producing an initial draft of the document using 
required house style and standard template

■   Comparing the final document with the initial plan to 
ensure it meets requirements

■   Checking the final document for accuracy through 
proofreading, spellchecking and grammar checks 

■   Presenting the completed document to line manager 
and/or others for feedback

■   Making any changes required to the document

■   Witness testimonies and/or personal statement 
detailing work completed

■   Copies of own detailed plan 

■   Copy of the draft and final document

■   Records of completing work in line with 
organisational requirements (e.g. email 
acknowledgement from line manager)

■   Copies of any correspondence relating to the 
work, emails etc

■   Records of relevant verbal, written or face to face 
communication  



FE04 04 Design And Produce Documents In A Business Environment

Performance Criteria   
What the learner needs to be able to do to  
demonstrate competence within the unit

Examples of work-based activities  
which may support learners to develop the 
required practical skills in the unit 

Examples of evidence which may support 
learners to demonstrate the practical skills in 
the unit (product evaluation, observation and 
questioning)

P1   Work in a way that supports your organisation’s 
overall mission and your team’s objectives 

P2   Welcome opportunities to work with other people 
to achieve positive outcomes   

P3   Follow policies, systems and procedures relevant 
to your job     

P4   Put your organisation’s values into practice in all 
aspects of your work    

P5   Share work goals and plan work objectives 
together     

P6   Share feedback with others on the achievement 
of objectives     

P7   Contribute to improving objectives, policies, 
systems, procedures and values in a way that is 
consistent with your role   

P8   Seek guidance from others when you are unsure 
about objectives, policies, systems, procedures 
and values     

P9   Work in a way that recognises the strengths of 
others within a team    

P10   Provide support to members of a team  

P11   Show respect for individuals   

P12   Produce quality work on time   

⊲  Continues on next page

■   Relating tasks/activities to corporate goals and team 
objectives via a plan or schedule that demonstrates 
how own output feeds into goals and objectives 

■   Taking part in working groups, focus groups, team 
meetings

■   Using meeting agenda’s and action plans 

■   Demonstrating compliance with health and safety 
policies, information security, confidentiality policy 
and procedures in your day to day activity (e.g. 
sending emails confidentially, maintaining a records 
management or filing system, undertaking a 
workstation assessment)

■   Supporting improvements in processes or 
procedures

■   Participating in organisational reviews, working 
groups or contributing ideas to team meetings

■   Obtaining guidance from an assigned buddy, mentor 
or line manager

■   Asking for help when needed

■   Communicating with others by email, call, face to 
face in an appropriate tone, language and body 
language that is open, warm, and approachable

■   Dealing with requests in a timely manner

■   Checking own understanding with others

■   Following processes to solve or escalate problems 
when required

 ⊲  Continues on next page

■   Witness testimonies and/or personal statement 
detailing work completed

■   Records of achieving behavioural objectives based 
on values 

■   Records of attending 121s, meeting invites,  
emails etc

■  Copies of team meeting agendas and minutes you 
have contributed to

■   Records of involvement in project activity 

■   Records of completing work in line with 
organisational requirements

■   Copies of correspondence, emails etc

■   Records of verbal, written or face to face 
communication  

■   Record of professional discussion relating to the 
learner’s completed work activities 

■   Personal statement identifying what worked or did 
not work and how to improve



Performance Criteria  Examples of work-based activities Examples of evidence

P13   Work with outside organisations and individuals 
in a way that protects and improves the image of 
your organisation    

P14   Communicate with other people  

P15   Identify and refer problems and disagreements

■   Delivering what is asked and updating line manager 
when not achievable 

■   Meeting the required standards as checked with by 
your line manager

■   Communicating with others by email, telephone, 
face to face in an appropriate tone, language 
and body language that is open, warm, and 
approachable

⊳  See previous page

Notes 
A holistic approach has been taken to provide examples of activities and evidence which cover performance criteria within and across units. This promotes efficient and effective 
gathering of evidence.

Guidance on simulation can be found in the Assessment Strategy. Where permitted, simulation should only be undertaken in a minority of situations, for example where there is a 
potential risk to the learner or others. To be effective, simulation must succeed in recreating the atmosphere, conditions and pressures of the real situation.


