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Unit 27 Learning Aim A & B: Assignment 1
Check List 
Before you submit your work you should ensure that you have included everything from this checklist. 
◊ Front Page - 
· Title of the report
· Images of the businesses you are investigating
· Learner name
· BTEC Unit & learning aims objectives references (header)
· Centre name (footer)
· Centre No: 10338 (footer)
· Page numbers (footer)


Learning aim A
Written Piece evidence required – A portfolio showing research, planning and preparation for work experience, and the benefits, including an evaluation of the process.
Research work
Identify 3 realistic opportunities for work in local businesses or voluntary organisations – (you should include each of the following examples:
· Work placement / work experience
· Voluntary work
· Part-time work

Written Report
Business 1 – voluntary work
Details about the business – type of business, size etc.….. Gaining information about the business, e.g. company leaflets, brochures or website, staff from the business, conversation or correspondence with business.
Details about the job opportunity to include;
· Opportunities for work 
· Key information, e.g. hours of work, absence procedures, and dress code, practical considerations such as DBS checks.
· The application process.
Details about the benefits of working in there
· Clarifying career goals.
· Gaining insight into the way businesses operate and the challenges they face.
· Increasing skills and knowledge.
· Networking.
· Understanding a particular job or industry.
· Gaining referees.
· Attending in-house training courses.
Business 2 – part-time work
Details about the business – type of business, size etc.….. Gaining information about the business, e.g. company leaflets, brochures or website, staff from the business, conversation or correspondence with business.
Details about the job opportunity to include;
· Opportunities for work 
· Key information, e.g. hours of work, absence procedures, and dress code, practical considerations such as DBS checks.
· The application process, examples of these
Details about the benefits of working in there
· Clarifying career goals.
· Gaining insight into the way businesses operate and the challenges they face.
· Increasing skills and knowledge.
· Networking.
· Understanding a particular job or industry.
· Gaining referees.
· Attending in-house training courses.

Business 3 – work placement
Details about the business – type of business, size etc.….. Gaining information about the business, e.g. company leaflets, brochures or website, staff from the business, conversation or correspondence with business.
Details about the job opportunity to include;
· Opportunities for work 
· Key information, e.g. hours of work, absence procedures, and dress code, practical considerations such as DBS checks.
· The application process.
Details about the benefits of working in there
· Clarifying career goals.
· Gaining insight into the way businesses operate and the challenges they face.
· Increasing skills and knowledge.
· Networking.
· Understanding a particular job or industry.
· Gaining referees.
· Attending in-house training courses.


Details of how did you go about getting your work placement

Choose one of the Businesses above, the one you did your work experience in and write up about how you went about organising this placement. 

Did you fill in an application form, did you visit the work place prior to starting there, and did you go for a chat to find out about work hours and dress code. You could also include your CV, as part of this process

Give a full and detailed account of the benefits of the placement and what you have learned about finding and preparing for a job at this stage


Learning aim B

Carry out your placement and complete the following evidence;
1. A report to reflect on your experiences during work experience – what did you do including induction and health and safety process.
2. A student log, with observations and witness statements 

Written Piece evidence required – A report

A report to reflect on your experiences during work experience – what did you do including induction and health and safety process?

What was the Induction training like – include details such as;
· Information about the business, e.g. structure, features.
· Work placement roles.
· Health and safety responsibilities, e.g. evacuation procedures, first-aid procedures, reporting hazards.
· Reporting absence and late arrival.
· Confidentiality.
· Shadowing.

What was involved in the Health & Safety Process? – include details such as;
· Identifying potential risks and hazards, e.g. slipping on wet floor, tripping over trailing
wires, loud noise resulting in hearing loss, breathing in toxic substances.
· Personal safe conduct, e.g. applying organisational procedures, following and upholding
health and safety rules, safe lifting, applying

What recommendations for improvement would you suggest for induction and health & safety – you could use images, document collected used during your placement etc.


Describe the work activities that you carried out and the skills you learned as a result - you could include the following points.

• Carrying out activities within the extent and limitations of role and responsibilities.
• Understanding how the role will develop key competencies needed for employability,
e.g. self-management, teamwork, problem-solving, communication skills.
• Following instructions.
• Communicating with others.
• Self-management.
• Appropriate interaction.

◊ Appendix 
◊ Bibliography 
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Please remember Header and Footer, Page Numbers, Appendices bibliography, and List
of Interviewees, visits etc., VISUALS
GOOD LUCK & PLEASE STICK TO THE DEADLINE – Tuesday 31st Presentations 
and Wednesday 1st Deadline hand in folder
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