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Candidate Name:

__________________________

WORKING WITH OTHERS - LEVEL 2 


UNIT SUMMARY 

Candidate _____________________________________________________________________
Provide at least two examples of meeting the standard for WO2.1, WO2.2 and WO2.3. One example must show you can work in a group or team situation. 

	COMPONENT 
	GROUP OR TEAM REFERENCE(S) 
	OTHER EXAMPLE REFERENCE(S) 

	WO2.1 Plan work with others. 
	
	

	WO2.2 Work co-operatively towards achieving the identified objectives. 
	
	

	WO2.3 Review your contributions and agree ways to improve work with others. 
	
	


I confirm that the evidence submitted is the candidate’s own work and that it meets all the evidence requirements for this key skill.
	ASSESSOR
	
	CANDIDATE
	

	
	
	
	

	DATE
	
	DATE
	

	
	
	
	

	
	
	
	Page Number
	


Activity 1 Group Work 

Researching Topics for One World –One Environmnet
Candidate Outline Plan and Confirmation Sheet

Candidate _______________________________________________________________

	What are the objectives of the job that you will be working on with others? 
	
	

	List all the things that everyone has to do to get the job done, and state who is responsible for each task. 
	Task 
	Who is responsible? 

	
	
	

	How was it decided who was doing what? 
	

	What arrangements have been made to work together to get the job done? 
	

	How did you confirm these arrangements for working together? 
	


Supervisor’s comments _____________________________________________________
(on how the candidate shared 

information with others to identify 

responsibilities, if not included above) ____________________________________________________
Supervisor’s signature ______________________________ Date: __________________
Assessor’s feedback _____________________________________________________




    ______________________________________________________

	ASSESSOR
	
	CANDIDATE
	

	
	
	
	

	DATE
	
	DATE
	

	
	
	
	

	
	
	
	Page Number
	


Candidate Plan, Log and Witness Testimony

Candidate ____________________________________________ Supervisor _____________________________________________
	List all the things that I have to do to get the job done
	Person/people I will be working with on this task
	When do we plan to start and finish?
	Venue, resources, who to ask for support/advice
	Health and safety points
	Supervisor’s comments (on how the candidate met their responsibilities, worked safely, worked with others and checked progress)

	
	
	
	
	
	


Candidate Plan, Log and Witness Testimony
Candidate ____________________________________________ Supervisor _____________________________________________
	List all the things that I have to do to get the job done
	Person/people I will be working with on this task
	When do we plan to start and finish?
	Venue, resources, who to ask for support/advice
	Health and safety points
	Supervisor’s comments (on how the candidate met their responsibilities, worked safely, worked with others and checked progress)

	
	
	
	
	
	


Assessor’s

feedback 
________________________________________________________________________________________________

	SUPERVISOR
	
	ASSESSOR
	
	CANDIDATE
	

	DATE
	
	DATE
	
	DATE
	

	Page Number
	


	TEAM MEETING MINUTES


	Course: 
	Date: 

	Present: 

	

	Apologies: 

	Minutes/Record of last meeting:

Reviewed
□
Not accepted
□
Accepted
□
Revised
□


	Agenda item
	Action /Discussion
	By whom
	Target Date

	
	SUGGESTED TOPICS:

· Allocation of job roles

· Complete Action Plan - Organising work

· Contact Details

· Health and Safety issues

· AOB

· Date of next meeting


	
	


	ALLOCATION OF JOB ROLES:


	JOB      
                 NAME

(PERSONAL QUALITIES / SKILLS / KNOWLEDGE)
JOB      
                 NAME 

(PERSONAL QUALITIES / SKILLS / KNOWLEDGE)
JOB      
                 NAME 

(PERSONAL QUALITIES / SKILLS / KNOWLEDGE)
JOB      
                 NAME 

(PERSONAL QUALITIES / SKILLS / KNOWLEDGE)
JOB      
                 NAME 

(PERSONAL QUALITIES / SKILLS / KNOWLEDGE)
JOB      
                 NAME 

(PERSONAL QUALITIES / SKILLS / KNOWLEDGE)
JOB      
                 NAME 

(PERSONAL QUALITIES / SKILLS / KNOWLEDGE)


	


	ASSESSOR
	
	CANDIDATE
	

	
	
	
	

	DATE
	
	DATE
	

	
	
	
	Page Number
	


	TEAM MEETING MINUTES


	Course: 
	Date: 

	Present: 

	

	Apologies: 

	Minutes/Record of last meeting:

Reviewed
□
Not accepted
□

Accepted
□
Revised
□


	Agenda item
	Action /Discussion
	By whom
	Target Date

	
	SUGGESTED TOPICS:

· Review minutes of last meeting

· Review progress to date

· Identify further resources or support needed

· AOB

· Date of next meeting


	
	


Group Review

What went well?

What did not go so well?

What would you do differently next time?

ADDITIONAL EVIDENCE

	· Copies of Minutes of meetings

· Marketing eg: copy of poster

· Copies of emails, letters etc
	· Sponsorship forms

· Transcript from VC linkup

· Media feedback


Candidate Review Sheet
Candidate _____________________________ Supervisor __________________________
	How did you check progress? 
	

	What went well in working with others on this job? 
	

	What did you do to help achieve things together? 
	

	What difficulties were there in working with others on this job? 
	

	What feedback did you get from the other people involved on how effectively you worked with others? 
	
	Who provided this feedback? 

	
	
	

	What ways of improving your work with others did you agree with the other people involved? 
	


Supervisor’s comments 
__________________________________________________
(on how the candidate responded to 
the feedback provided, if not 
included above) 


__________________________________________________
Supervisor’s signature 
_______________________________ Date: _______________
Assessor’s feedback 
__________________________________________________




__________________________________________________

	ASSESSOR
	
	CANDIDATE
	

	
	
	
	

	DATE
	
	DATE
	

	
	
	
	Page Number
	


Candidate _______________________________________________________________

YOU NEED TO KNOW HOW TO – Plan work with others. 
	( 
	Assessor Questions 
	Candidate response(s) 

	
	What things would you need to take account of when identifying deadlines? 
	· Time needed to complete each task 
· Other people’s availability 
· Availability of resources  (materials, tools, equipment) 

	
	When planning who is going to do what, which things should you consider? 
	· What individuals are good at doing 
· What individuals like doing 
· The amount of time individuals have got to work on the tasks Who works well with whom 

	
	As part of the planning process what working arrangements might you need to confirm with others? 
	· When I will be working 
· Where I will be working 
· Who I will be working with 
· Relevant health and safety procedures 


YOU NEED TO KNOW HOW TO – Work cooperatively towards achieving the identified objectives. 
	( 
	Assessor Questions 
	Candidate response(s) 

	
	When working with others on a job/task, what could you do to make sure that you get on with the other people? 
	· Avoid actions that offend or discriminate against others 
· Act assertively, when needed, to protect my own rights 
· Show willingness to sort out disagreements or other problems 

	
	What might stop you from making progress when working with others on a job and how would you deal with this? 
	· Problems 
· Conflicts 
· External changes 
	· Speak to someone in team 
· Speak to supervisor or line manager 
· Suggest ways to move forward 

	
	When working with others on a job/task, how might you offer support to others? 
	· Ask individuals if they need any help  
· Speak up for someone in sorting out a disagreement 
· Talk through a problem 


YOU NEED TO KNOW HOW TO – Review your contributions and agree ways to improve work with others.

	( 
	Assessor Questions 
	Candidate response(s) 

	
	How might other people affect the way you worked on a task together? 
	· Positively, eg help to motivate, offer help
· Negatively, eg disrupt the work by not pulling their weight or not co-operating


Assessor

feedback
_____________________________________________________________

(if applicable)



_____________________________________________________________

I confirm that I asked the candidate the questions indicated by a tick and that, for each question, the candidate gave a response that reflects the answer(s) circled.  

ASSESSOR _____________________________ CANDIDATE ________________________
DATE 
_____________________________________ DATE ___________________________
Activity 2 Group Work / 1 to 1 (delete as appropriate)

Making a Difference

Working with other people find someway that you can make a difference to any of the issues you explored in the research section.
Candidate Outline Plan and Confirmation Sheet

Candidate _______________________________________________________________

	What are the objectives of the job that you will be working on with others? 
	
	

	List all the things that everyone has to do to get the job done, and state who is responsible for each task. 
	Task 
	Who is responsible? 

	
	
	

	How was it decided who was doing what? 
	

	What arrangements have been made to work together to get the job done? 
	

	How did you confirm these arrangements for working together? 
	


Supervisor’s comments _____________________________________________________
(on how the candidate shared 

information with others to identify 

responsibilities, if not included above) ____________________________________________________
Supervisor’s signature ______________________________ Date: __________________
Assessor’s feedback _____________________________________________________




    ______________________________________________________

	ASSESSOR
	
	CANDIDATE
	

	
	
	
	

	DATE
	
	DATE
	

	
	
	
	

	
	
	
	Page Number
	


Candidate Plan, Log and Witness Testimony

Candidate ____________________________________________ Supervisor _____________________________________________
	List all the things that I have to do to get the job done
	Person/people I will be working with on this task
	When do we plan to start and finish?
	Venue, resources, who to ask for support/advice
	Health and safety points
	Supervisor’s comments (on how the candidate met their responsibilities, worked safely, worked with others and checked progress)

	
	
	
	
	
	


Candidate Plan, Log and Witness Testimony

Candidate ____________________________________________ Supervisor _____________________________________________
	List all the things that I have to do to get the job done
	Person/people I will be working with on this task
	When do we plan to start and finish?
	Venue, resources, who to ask for support/advice
	Health and safety points
	Supervisor’s comments (on how the candidate met their responsibilities, worked safely, worked with others and checked progress)

	
	
	
	
	
	


Assessor’s

feedback 
________________________________________________________________________________________________

	SUPERVISOR
	
	ASSESSOR
	
	CANDIDATE
	

	DATE
	
	DATE
	
	DATE
	

	Page Number
	


	TEAM MEETING MINUTES


	Course: 
	Date: 

	Present: 

	

	Apologies: 

	Minutes/Record of last meeting:

Reviewed
□
Not accepted
□
Accepted
□
Revised
□


	Agenda item
	Action /Discussion
	By whom
	Target Date

	
	SUGGESTED TOPICS:

· Identify Activity

· Allocation of job roles

· Complete Action Plan - Organising work

· Contact Details

· Health and Safety issues

· AOB

· Date of next meeting


	
	


	ALLOCATION OF JOB ROLES:


	JOB      
                 NAME
(PERSONAL QUALITIES / SKILLS / KNOWLEDGE)
JOB      
                 NAME 

(PERSONAL QUALITIES / SKILLS / KNOWLEDGE)
JOB      
                 NAME 

(PERSONAL QUALITIES / SKILLS / KNOWLEDGE)
JOB      
                 NAME 

(PERSONAL QUALITIES / SKILLS / KNOWLEDGE)
JOB      
                 NAME 

(PERSONAL QUALITIES / SKILLS / KNOWLEDGE)
JOB      
                 NAME 

(PERSONAL QUALITIES / SKILLS / KNOWLEDGE)
JOB      
                 NAME 

(PERSONAL QUALITIES / SKILLS / KNOWLEDGE)



	ASSESSOR
	
	CANDIDATE
	

	
	
	
	

	DATE
	
	DATE
	

	
	
	
	Page Number
	


	TEAM MEETING MINUTES


	Course: 
	Date: 

	Present: 

	

	Apologies: 

	Minutes/Record of last meeting:

Reviewed
□
Not accepted
□

Accepted
□
Revised
□


	Agenda item
	Action /Discussion
	By whom
	Target Date

	
	SUGGESTED TOPICS:

· Review minutes of last meeting

· Review progress to date

· Identify further resources or support needed

· AOB

· Date of next meeting


	
	


Group Review

What went well?

What did not go so well?

What would you do differently next time?

ADDITIONAL EVIDENCE

	· Copies of Minutes of meetings

· Marketing eg: copy of poster

· Copies of emails, letters etc
	· Sponsorship forms

· Transcript from VC linkup

· Media feedback


Candidate Review Sheet

Candidate _____________________________ Supervisor __________________________

	How did you check progress? 
	

	What went well in working with others on this job? 
	

	What did you do to help achieve things together? 
	

	What difficulties were there in working with others on this job? 
	

	What feedback did you get from the other people involved on how effectively you worked with others? 
	
	Who provided this feedback? 

	
	
	

	What ways of improving your work with others did you agree with the other people involved? 
	


Supervisor’s comments 
__________________________________________________
(on how the candidate responded to 

the feedback provided, if not 

included above) 


__________________________________________________

Supervisor’s signature 
_______________________________ Date: _______________
Assessor’s feedback 
__________________________________________________




__________________________________________________

	ASSESSOR
	
	CANDIDATE
	

	
	
	
	

	DATE
	
	DATE
	

	
	
	
	Page Number
	


Candidate _______________________________________________________________

YOU NEED TO KNOW HOW TO – Plan work with others. 
	( 
	Assessor Questions 
	Candidate response(s) 

	
	What things would you need to take account of when identifying deadlines? 
	· Time needed to complete each task 
· Other people’s availability 
· Availability of resources  (materials, tools, equipment) 

	
	When planning who is going to do what, which things should you consider? 
	· What individuals are good at doing 
· What individuals like doing 
· The amount of time individuals have got to work on the tasks Who works well with whom 

	
	As part of the planning process what working arrangements might you need to confirm with others? 
	· When I will be working 
· Where I will be working 
· Who I will be working with 
· Relevant health and safety procedures 


YOU NEED TO KNOW HOW TO – Work cooperatively towards achieving the identified objectives. 
	( 
	Assessor Questions 
	Candidate response(s) 

	
	When working with others on a job/task, what could you do to make sure that you get on with the other people? 
	· Avoid actions that offend or discriminate against others 
· Act assertively, when needed, to protect my own rights 
· Show willingness to sort out disagreements or other problems 

	
	What might stop you from making progress when working with others on a job and how would you deal with this? 
	· Problems 
· Conflicts 
· External changes 
	· Speak to someone in team 
· Speak to supervisor or line manager 
· Suggest ways to move forward 

	
	When working with others on a job/task, how might you offer support to others? 
	· Ask individuals if they need any help  
· Speak up for someone in sorting out a disagreement 
· Talk through a problem 


YOU NEED TO KNOW HOW TO – Review your contributions and agree ways to improve work with others.

	( 
	Assessor Questions 
	Candidate response(s) 

	
	How might other people affect the way you worked on a task together? 
	· Positively, eg help to motivate, offer help
· Negatively, eg disrupt the work by not pulling their weight or not co-operating


Assessor

feedback
_____________________________________________________________

(if applicable)



_____________________________________________________________

I confirm that I asked the candidate the questions indicated by a tick and that, for each question, the candidate gave a response that reflects the answer(s) circled.  

ASSESSOR _____________________________ CANDIDATE ________________________
DATE 
_____________________________________ DATE ___________________________
Level 2	Working With Others
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