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EXECUTIVE SUMMARY

Introduction

e Generic employability skills comprise a suite of ‘transferable’ skills which are independent of the
occupational sectors and organisations in which individuals work, and which contribute to an individual’s
overall employability by enhancing their capacity to adapt, learn and work independently. These skills
are required not only to gain employment but also to progress within an organisation.

e Generic employability skills are important because jobs today require flexibility, initiative and the ability
to undertake many different tasks. They are not as narrowly prescribed and defined as in the past and
generally they are more service oriented, making information and social skills increasingly important.

e This is the final report of a study of the teaching, learning and assessment of generic employability skills
in the South West of England, which was undertaken by the Centre for Developing and Evaluating
Lifelong Learning (CDELL), at the University of Nottingham.

e The aim of the project was to identify effective models of teaching, learning and assessment of generic
employability skills in the South West and to identify how these are employed in schools, further and
higher education, work-based learning and others supporting young people.

Project design

e The project was structured into four stages:

o Stage 1: Desk Research. This stage included a literature review and consultations with
practitioners and strategic agencies in the South West, in order to (1) identify current
employability-related programmes in the region and (2) develop criteria for identifying good
practice in teaching, learning and assessment of generic employability skills.

o Stage 2: Case Studies. This stage included case studies of 12 centres where the practice in
teaching and learning in generic employability skills provided evidence of good practice.

o Stage 3: Development of Good Practice Framework. This stage involved the development of a
framework for ensuring the effective delivery of generic skills in a range of settings and
programmes.

o Stage 4: Reporting. Following a presentation to the Steering Group/Research Forum, two

documents were produced: this report and a ‘guide’ for providers seeking to embed and deliver
generic employability skills training in their mainstream curricula.

Main findings
Definitions of generic employability skills
e While there is general agreement that generic employability skills are important (see below), there is no
one definitive list of such skills; instead a wide range of lists have been developed in recent years in the
United Kingdom, Europe, Australia and North America. These lists include:

o Fundamental skills — such as literacy, using numbers, technology skills.

o People-related skills — such as communication skills, interpersonal skills, influencing skills,
negotiation skills, team working skills, customer service skills, and leadership skills.

o Conceptualising/thinking skills — such as managing information, problem solving, planning and
organising skills, learning skills, thinking innovatively and creatively, reflective skills.
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o Personal skills and attributes — such as being enthusiastic, adaptable, motivated, reliable,
responsible, honest, resourceful, committed, loyal, flexible, well presented, sensible, able to
manage own time and deal with pressure.

o Skills related to the business world — such as innovation skills, enterprise skills, commercial
awareness, business awareness.

o Skills related to the community — such as citizenship skills.

e Although employability skills frameworks vary in terms of the particular skills and attributes they include,
all major generic skills schemes include people-related skills and conceptualising/thinking skills. Recent
lists of generic skills developed by employers have also emphasised personal skills and attributes.

e Generic employability skills and attributes are context sensitive, which is to say they may vary in detail
between different work contexts. A further complicating factor is that individuals and organisations not
only use different terms to refer to generic skills/attributes, but also give different meanings to seemingly
identical terms, especially when referring to personal attributes.

e Agreement on language and definitions is crucial to the development and implementation of generic
employability skills programmes. However, it is also important to recognise that there will probably
never be one definitive list of generic skills because they need to be open to review and re-interpretation
over time as working practices change.

Where generic employability skills are being explicitly developed

e The report contains an overview of the main contexts within which generic employability skills are being
developed and identifies the range of skills/attributes involved.

How generic employability skills are assessed and certified

¢ In some situations, the formal certification of generic employability skills can provide benefits to both
learners and employers. Learners will be motivated to acquire skills that are recognised and employers
will gain from knowing exactly what skills their prospective employees have attained. Details of
qualifications that are currently being offered by programmes in the South West are provided.

Aspects of Good Practice in the Teaching, Learning and Assessment of generic employability skills

e Good practice in delivering generic employability skills training requires the provision of a large variety
of experiences and learning strategies. Teachers/lecturers/mentors need to be passionate, enthusiastic,
knowledgeable, approachable and well organised in order to: communicate to learners the importance
of generic skills in the workplace; help learners to acquire such generic skills; ensure that learners are
then capable of transferring these skills to new contexts. A range of approaches are summarised in the
report.

Recommendations
Strategic Bodies should:

e Vigorously promote employability skills programmes and qualifications to a wide range of stakeholders
including young people, parents and employers.

e Assist in the development and operation of Education and Business Partnerships.

e Ensure greater continuity of funding for providers offering employability skills courses both to young
people who are in training but not in employment and to post-16 NEETs who are generally hostile to
‘formal’ education and training programmes and government initiatives. At present many providers feel
they are on a destructive cycle of funding, constantly applying for short-term grants.
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e Allow enough flexibility for providers to customize training/provision to the diverse needs and lifestyles
of young people, recognising that there is no ‘one size fits all’. For example, e2e is a very positive
programme for some, but the entry requirements were raised for it and it has become a barrier for some
young people. Many cannot achieve the required attendance within the 16 weeks as they have chaotic
lifestyles. As one provider commented, “they do not do make linear progress, it is more like Snakes and
Ladders, they make mistakes and fall down a snake, then pull themselves up’.

e Commission research to clarify the relationship between the growing range/array of qualifications
available for certifying employability skills.

e Ensure that employers are aware of the range and value of the employability skills qualifications and
certificates that are being awarded to young people.

e Develop resources, which help practitioners to identify the employability skills, courses and
qualifications that are best suited to different groups of learners and learning environments.

e Develop and promote more exemplars of good practice in the teaching, learning and assessment of
generic employability skills.

¢ Increase the supply of resources that describe good practice in relation to the integration/embedding of
generic employability skills in different curriculum areas.

e Plan programmes and design resource materials that make greater use of the experience of individuals
and institutions with a track record in delivering employability skills programmes/courses.

¢ Develop local and regional networking opportunities for teachers, lecturers, voluntary workers,
employers at all levels to share experiences and knowledge in this area, recognising the increasing
difficulties that many staff have in securing time to attend formal or distant events.

e Increase support for staff who are unfamiliar with the methods of assessment used in relation to
qualifications which recognise generic employability skills.

e Ensure that information, advice and guidance professionals are fully aware of the range of employability
skills programmes and qualifications that are available in the region.

Providers should:

e Ensure that employability skills are embedded in their mainstream curriculum offer at all stages from
Key Stage 3 to Higher Education.

¢ Ensure that information about the importance of employability skills is adequately disseminated to all
staff and particularly to those new to the delivery of such skills.

e Establish strong links with local employers.

Strategic Bodies and Providers should:

e Support and extend institutional commitment to employability skills across schools, colleges,
universities and other providers, securing the commitment of senior management and ensuring that
senior staff are involved in key roles.

e Develop strategies to deal with the fact that there may not be enough good quality work placements
available for students in some areas, paying particular attention to the fact that health and safety
regulations deter some employers from taking 14-18 year olds.

e Address the fact that in some sectors (e.g. engineering), employers are reluctant to provide work
experience opportunities for girls as their workplace is very male-oriented and they are reluctant to
change.
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e Put forward trainers for the training places on the Deloitte Employability Skills Programme. Deloitte will
fund twenty places per year for the next 5 years at a designated Deloitte Employability Centre in the
South West. (To manage expectations, most funded places for the current year's courses have already
been allocated.) Further training sessions will be delivered at cost of £2,500 and it is anticipated the
course fees will come down over the next few years.

e Establish partnerships with other providers with a view to getting teachers/tutors trained on the Deloitte
Employability Skills Programme and through this getting access to course materials and ongoing
support - this will keep the costs per centre down and enable partnership working amongst local
providers.
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Section 1

Introduction

1.1 This is the final report of a study of the teaching, learning and assessment of generic employability skills
in the South West of England, which was undertaken by the Centre for Developing and Evaluating
Lifelong Learning (CDELL), at the University of Nottingham.

1.2 The aim of the project was:

To identify effective models of teaching, learning and assessment of generic employability skills
in the South West and to identify how these are employed in schools, further and higher
education, work-based learning and others supporting young people.

1.3 The specific objectives of the project were:

10

To review the relevant literature on current policies and strategies in place to develop generic
skills in the workforce and in leavers from all areas of education and training.

To identify the various programmes in place to deliver generic employability skills and the range
of skills being delivered.

To conduct case studies of a selection of centres where the practice in teaching and learning in
generic employability skills provides evidence of good practice.

To develop a framework to identify and analyse the components of good practice in developing
learners’ generic employability skills in schools, further and higher education, work-based
learning, and training.

To formulate a set of guiding principles underpinning good practice in the delivery of generic
employability skills and their integration into mainstream curricula, especially in schools.

To identify factors which are necessary for the successful implementation of these principles.
To develop and disseminate a framework for ensuring the effective delivery of generic
employability skills in a range of settings and programmes.

To make recommendations for providers and strategic agencies in the South West region.
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Section 2

2.1

2.2

Project Designh and Methods

The core of the methodology was a direct study of 12 centres where the practice in teaching and
learning in generic employability skills is thought to provide evidence of good practice. The choice of
these centres, the methods used in monitoring what they are doing and the interpretation of the findings,
were determined in relation to a review of relevant literature and the development of a structured set of
criteria and issues.

The project was structured into four stages:

Stage 1 — Desk Research

Stage 2 — Case Studies

Stage 3 — Development of Good Practice Framework
Stage 4 — Reporting

Stage 1: Desk Research

2.3

This stage included the following aspects:

Consultations with the Generic Employability Steering Group over the conduct of the study, and
the establishment of the project structures.

A literature review and consultations with practitioners and strategic agencies in the South
West, in order to (1) identify current employability-related programmes in the region and (2)
develop criteria for identifying good practice in teaching, learning and assessment of generic
employability skills and the issues to be considered in studying this.

Consultation with the Steering Group over the identification of suitable centres and the
compilation of an appropriate sample. Initial contacts made as soon as possible.

The development of detailed procedures for studying centres involved in the delivery of generic
employability skills programmes and the development of instruments to support the first stages
of fieldwork.

Clarification of the structure of case study information required by the Steering Group and
identification of reporting requirements.

Stage 2: Case Studies

2.4

2.5

This was the main fieldwork stage. The purpose of the fieldwork was to gain objective insights into the
working of the approach to generic employability skills delivery in each centre, using information from
the following sources:

paper-based and other information provided by the centre;

interviews with selected staff, including team leaders/co-ordinators or similar individuals and a
small number of teachers/tutors/trainers concerned with aspects of generic employability skills
teaching;

discussions with small groups of students/trainees/employees;

evidence from those who have observed generic employability skills in operation in the centre
complemented by, as opportunities arose, direct observation of generic employability skills
programmes, targeted on specific issues;

mechanisms whereby practitioners (students/trainees/employees and teachers/tutors/trainers)
may offer written or other comments outside the interview structure.

All of these methods were supported by schedules for fieldworker or practitioner use, with direct written
or taped records of interviews and detailed fieldworker reports that identify issues that have arisen.
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Stage 3: Development of Good Practice Framework

2.6 The aim of this stage was to develop a framework for ensuring the effective delivery of generic skills in a
range of settings and programmes. This was presented in such a way as to be easily accessible and
understood by the range of policy makers, providers and teachers/tutors/trainers for whom the
framework will be most relevant. It identifies the components of good practice in relation to the delivery
of generic employability skills (teaching, learning, assessment and integration/embedding in curricula)
and the critical success factors necessary for their implementation in a range of contexts/programmes.

Stage 4: Reporting

2.7 This was the reporting and presentation stage of the project. Following a presentation to the Steering
Group/Research Forum, two documents were produced: this report and a ‘guide’ for providers seeking
to integrate/embed and deliver generic employability skills training in their mainstream curricula.
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Section 3 Generic Employability Skills

3.1

This section defines generic employability skills and explain why they are important.

What are generic employability skills?

3.2

3.3

3.4

3.5

3.6

3.7

Generic employability skills comprise a suite of ‘transferable’ skills independent of the occupational
sectors and organisations in which individuals work, and which contribute to an individual’s overall
employability by enhancing their capacity to adapt, learn and work independently. Put simply, generic
employability skills are those that apply across a variety of jobs, organisations and sectors. They are
also known by several other names, including key skills, core skills, essential skills, key competencies,
transferable skills and employability skills. These skills are required not only to gain employment but
also to progress within an organisation.

While there is general agreement that generic employability skills are important (see below), there is no
one definitive list of such skills; instead a wide range of lists have been developed in recent years in the
United Kingdom, Europe, Australia and North America. These lists include:

) Fundamental skills — such as literacy, using numbers, technology skills.

o People-related skills — such as communication skills, interpersonal skills, influencing skills,
negotiation skills, team working skills, customer service skills, and leadership skills.

J Conceptualising/thinking skills — such as managing information, problem solving, planning and
organising skills, learning skills, thinking innovatively and creatively, reflective skills.

. Personal skills and attributes — such as being enthusiastic, adaptable, motivated, reliable,

responsible, honest, resourceful, committed, loyal, flexible, well presented, sensible, able to
manage own time and deal with pressure.

. Skills related to the business world — such as innovation skills, enterprise skills, commercial
awareness, business awareness.
J Skills related to the community — such as citizenship skills.

Although employability skills frameworks vary in terms of the particular skills and attributes they include,
all major generic skills schemes include people-related skills and conceptualising/thinking skills.
Moreover recent lists of generic skills developed by employers have emphasised personal skills and
attributes.

Generic employability skills and attributes are context sensitive, which is to say they may vary in detalil
between different work contexts. As a recent DfES report on Employability notes:

“(the) demands for what might at first be assumed to be a generic skill (can) differ between
sectors to an extent that matters. Think about the communication skills required of health
workers compared to those retail employers expect - some common areas, some very
different (Employability: Reporting Progress. 2006. P.14)”

A further complicating factor is that individuals and organisations not only use different terms to refer to
generic skills/attributes, but also give different meanings to seemingly identical terms, especially when
referring to personal attributes. In the CDELL study of the perceptions of generic employability skills in
the South West of England, employers used over 30 different terms to identify personal attributes that
they believed were required of young people in their organisations. This was due in part to their use of
different terms to refer to the same attribute. Thus, for example, one employer used “time management”
to refer to “coming to work on time” (even though this phrase is often used in a much wider sense),
whereas other employers referred to this quality as “punctuality”. It should be noted, however, that even
when employers used identical terms to identify personal attributes, they did not always define the
attributes concerned in the same ways; for example, a nursing home employer defined “respect” in
terms of respecting the privacy and dignity of patients, whereas a retailer defined respect in terms of
politeness.

Agreement on language and definitions is crucial to the development and implementation of generic
employability skills programmes. However, it is also important to recognise that there will probably
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never be one definitive list of generic skills because they need to be open to review and re-interpretation
over time as working practices change.

Why are generic employability skills important?

3.8

3.9

3.10

3.11

3.12

14

Shifts in the UK economy, prompted by globalisation, technological change, increased competitiveness,
and the growing sophistication of customers and clients mean that employers are increasingly seeking
generic skills alongside technical skills as a means of developing a workforce that is able to cope with:

Increasingly complex work practices;
Team working;

Reduced supervision;

Greater job flexibility and rotation;
Increased interaction with consumers.

Generic employability skills are important because jobs today require flexibility, initiative and the ability
to undertake many different tasks. They are not as narrowly prescribed and defined as in the past and
generally they are more service oriented, making information and social skills increasingly important.
Thus, for example:

. the increase in jobs in business, finance and retail sectors all require more staff with
interpersonal skills — able to explain things and solve problems related to client needs;

. manufacturing workers are increasingly working in cells or teams and require more internal
communication;

. craft workers are often working with more complex processes, which require greater thinking,
reasoning and problem solving skills in order to operate machinery or deal with faults;

. decentralised supply chain management and systems integration require greater
communication, team leadership, business and commercial awareness from all staff;

. the use of standardisation of computer based packages in many insurance, banking and call

centres highlights the significance of communication skills and attitudes such as confidence,
judgement and personal organisation.

Increasingly, employers look for an understanding of appropriate behaviour and relationships in the
workplace, self-management skills, team-working to solve problems, balancing group work with the
ability to get on independently, and communication, including marshalling an argument and persuading
others. Valued attributes include being able to work under pressure, commitment, dependability,
imagination, creativity, getting on with people and willingness to learn.

Employers seek to recruit and retain employees with these skills; thus, education programs that
emphasise such skills offer learners a comparative advantage in the labour market. Education providers
are also interested in generic skills because they encourage learners to be more reflective and self-
directed.

The growing emphasis on generic employability skills has been discussed in a series of White Papers
and policy documents, including 21st Century Skills: Realising Our Potential (2003), Opportunity for All
in a World of Change (2001), Productivity in the UK: The Regional Dimension (2001), Opportunity for
All: Skills for the New Economy (2000) and In Search of Employability (1998). The perspective
underpinning these documents is illustrated by the following extract from Opportunity for All in a World
of Change (DTI & DfEE 2001:20):

The success of individuals and businesses in a knowledge driven economy will depend upon the skills,
creativity and imagination of our people. Basic literacy, numeracy, specialist craft and technical skills
remain vital, but today’s economy increasingly demands people with high-level skills and ability to adapt
quickly to changing requirements. Lifelong learning and continuous re-skilling are essential to enable
people to cope with change, achieve security in their lives and benefit from growing prosperity.
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3.13 Generic employability skills have thus become part of a national agenda in education and training for
primary, secondary, further and higher education, and their development is a priority for the UK
government. They are relevant for everyone from pupils in schools to Chief Executives in large
companies, and focus our attention on where and how we are using skills for the purpose of improving
the quality of our learning, work and performance.
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Section 4

Mapping Exercise

41 This section identifies (i) the contexts within which the generic employability skills of young people are
being explicitly developed and (ii) the main qualifications that are being used in the South West to
formally certify these skills.

Where generic employability skills are being explicitly developed

4.2 The table below provides an overview of the main contexts within which generic employability skills are
being developed and identifies the range of skills/attributes involved.
Age Range | Providers Types of course Skills Developed
1. 14-16 Schools The Key Skills are taught in Application of Number
schools at Levels 1-2. Some
schools are opting to deliver Communication
qualifications (such as ASDAN’s
Certificate of Personal ICT
Effectiveness) which incorporate
the wider key skills and which are Problem Solving
designed to provide formal
recognition for personal, key and Working with Others
employability skills.
Improving Own Learning and
Performance
2. 14-16 Schools (often Personal, Social and Health
with partners, Education Confidence
including
employers) These courses and activities are Teamwork
designed to promote pupils’ good
health and well being. The Presentation skills
curriculum covers developing
confidence and responsibility and Working to deadlines
making the most of their abilities,
preparing to play an active role as Project planning
citizens, developing a healthy,
safer lifestyle, developing good Giving and receiving feedback
relationships and respecting the
differences between people.
In the South West a number of
projects involving schools and
colleges or universities have been
developed in this area, including
several schemes funded under the
Arts Council scheme called
Creative Partnerships.
3. 11-14 Schools, colleges, | Alternatives to/modifications of the
training providers | National Curriculum (including the Learning to learn
RSA’s Opening Minds programme),
which encourage pupils to take Relating to people
responsibility for their own learning
and which emphasises the Managing information
development of generic skills.
Managing situations
Citizenship
16
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4. 14-16 Schools, colleges | Alternative provision for KS4
students, such as the Young Time management
Apprenticeship scheme, which is
designed to allow able and well- Independent learning skills
motivated students to gain
experience of real work and pursue | Team work
a qualification in a vocational area,
whilst continuing to study the core Self-esteem
National Curriculum subjects,
including English, Mathematics, Self-respect
ICT and Science.
Problem solving
Social skills
Codes of conduct for work
Responsibility
5. 14-16 Schools, training Alternative provision for disaffected
providers young people, which often involves | Key skills
a vocational component. In some
cases, this is delivered by Punctuality
independent training providers
such as YMCA Training and Skill Responsibility
Force (which uses team building
and problem solving skills of former | Team working
Armed Force personnel to deliver
Key Skills to young people).
6. 14 -23 Schools, Intra- and extra curricula
colleges, approaches to personal and Team working
youth clubs and academic development which
organisations, involve outdoor adventure and Problem solving
training providers, | sport, including programmes
employer offered by organisations like Young | Initiative
organisations Enterprise South West and the
Duke of Edinburgh scheme. Communication
Leadership qualities
7. 16 plus Education and Preparation for employment
business partner- | courses, such as e2e, which are Basic skills
ships, training designed to facilitate progression
providers, into employment, employment with | Interview sKkills
colleges training, apprenticeships, full time
further education courses, or full Writing a CV
time New Deal programmes.
Confidence
Punctuality
Independence
Attitudes towards others
Communication team working
Understanding
roles/responsibilities in the
workplace
8. 14-19 Training providers | Reengagement programmes for
those who are not in education, Reliability
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employment or training (NEET) —
such as Rainer’s Breaking the
Cycle programmes.

Taking instructions
Taking responsibility
Initiative
Dependability
Reliability
Punctuality

Basic skills (mainly at entry
level)

Key Skills
Communication
Written skills

Team working

9. 14 plus Schools, Enterprise education, which aims to
independent encourage young people to Interview skills
training providers | develop enterprise capability
supported by financial, economic Presentation skills
and business capability, This
includes the substantial provision Motivation
by Young Enterprise South West, a
UK registered charity, which runs a | Self-confidence
range of business and enterprise
education programmes for school Career planning
pupils, with the support of business
and volunteers. Business creation
Enterprise
Leadership
Handling change
Handling uncertainty
Implementing new ideas
Risk assessment
Communication skills
10. 16-25 Colleges, training | Employability skills initiatives for
providers young people from disadvantaged | Self-confidence
and social excluded communities.
Includes programmes for Self-esteem
minorities. For example, Active
Employability and Preparation for Communication
Employment programmes for
people with disabilities or from Personal planning and
black Minority Ethnic Groups. organisation
11. 16 + Employers, Apprenticeships funded by the
colleges Learning and Skills Council which Adapting to the workplace
18
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offer training in a wide range of
areas, including business
administration, construction,
accounting, travel, motor industry,
customer service, food and drink
and electronic services.

Punctuality

Managing relationships
Team work

Attitude

Confidence

Managing workload

12. 18+ Higher education | Graduate employability skills Self-management
institutions programmes which seek to develop
employability skills through Communication
curriculum-based and extra-
curricula activities. In some cases Teamwork
supported by work of ESECT,
which finished in Feb 2005 and is Managing others
now subsumed in HEA, which
mapped employability skills onto Problem solving
various curriculum areas.
Data handling
Management of learning
13. 18+ Higher education Foundation degrees which are

institutions

designed specifically around
workplace needs, involving a
combination of academic study and
advanced personal, professional
and employability skills.

Key skills
Reasoning
Professionalism

Work process management

How generic employability skills are assessed and certified

4.3

In some situations, the formal certification of generic employability skills can provide benefits to both
learners and employers. Learners will be motivated to acquire skills that are recognised and employers
will gain from knowing exactly what skills their prospective employees have attained. Details of
qualifications that are currently being offered by programmes in the South West are provided below.
Entry Level 3 and Levels 1, 2 & 3 are suitable for both 14-19 year old and adult learners while Level 4 is
aimed at undergraduates/postgraduates or employees engaged in Continuing Professional

Development (CPD) programmes.

Profile of Achievement (City and Guilds)

The overall aim of Profile of Achievement is to provide a method of assessing and reporting a learner's progress
throughout a period of learning and to provide a clearly understandable record of achievement at the end.

The Profile of Achievement:

Improves techniques of self-assessment, presentation and maturity in dealing with others
Helps identification of their own strengths and weaknesses
Clarifies their own future learning needs

Provides formal recognition of attainment.
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Certificate in Preparation for Employment, Certificate in Job-Seeking Skills and Certificate in Career
Planning (OCR): Entry Level 3 - Level 2

This qualification is part of the Career Planning and Preparation for Employment suite, which also comprises:

OCR Entry Level (Entry 3) Certificate in Preparation for Employment
OCR Level 1 Certificate in Preparation for Employment

OCR Entry Level (Entry 3) Certificate in Job-seeking Skills

OCR Level 1 Certificate in Career Planning

OCR Level 2 Certificate in Career Planning

The Preparation for Employment qualifications have been designed to develop candidates' knowledge of the
work environment and to encourage the development of practical skills which would be of bengfit in the
workplace. The qualifications will enable candidates to gain accreditation for both the preparation for work
experience and also for taking an active part in work experience.

Each of the Preparation for Employment qualifications consists of four units. Candidates can be entered either
for a complete qualification (all four units) or for individual units. All units are centre-assessed and OCR-
moderated. Work can be assessed and submitted at any time of year. The flexible arrangements enable
candidates to gain accreditation at their own pace or as course time permits. The qualifications are available at
three levels and represent a coherent progression path that candidates can follow.

The full qualifications are suitable for any candidate taking part in work experience. However, the individual
units address a variety of issues (such as health and safety and rights and responsibilities in the workplace) and
as such would suit any candidate looking to improve their knowledge and understanding of the world of work.

Candidates undertaking a course of study leading to these qualifications will have developed a range of generic
skills that may be applied in a range of different vocational contexts.

All three Preparations for Employment qualifications are supported by a Tutor's Handbook, Evidence Booklets
and optional training days. Purchasable candidate exemplar material has been available from December 2005.

http://www.ocr.org.uk/qualifications/qualifications.html

Certificate in Preparing for Employment (City and Guilds): Entry Level 3 — Level 1

The Entry Level Certificate aims to recognise small steps of learning and the skills you have acquired to enable
you to progress to other qualifications and employment.

The broad objectives of this qualification are to

Aid progression to vocational qualifications at Level 1

Address the learner directly

Be accessible to the learner with appropriate help from tutors/supervisors

Encourage an active learning style
Build confidence through the recognition of skills, knowledge and understanding acquired.

Progression is through the two levels of the qualification and on to Level 1 qualifications in all routes of the
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National Qualifications Framework, or to employment.

Level 1 Certificate in Preparing for Employment

The Level 1 Certificate aims to recognise small steps of learning and the skills you have acquired to enable you
to progress to other qualifications and employment.

The broad objectives of this qualification are to

Aid progression to vocational qualifications at Level 2

Address the learner directly

Be accessible to the learner with appropriate help from tutors/supervisors

Encourage an active learning style
Build confidence through the recognition of skills, knowledge and understanding acquired.

Progression is through the two levels of the qualification and on to Level 1 qualifications and progressing to
Level 2 qualifications in all routes of the National Qualifications Framework, or to employment.

Certificate in personal, team work and community skills (City and Guilds) - Entry Level 3 — Level 1 (City
and Guilds)

These qualifications are intended for learners who may not have realised their potential in mainstream activities
particularly. The overall aim of the qualifications is to provide opportunities and activities through an
understanding of a range of settings — individual and group work; community work and the work place. In
achieving the qualification learners will gain confidence, the skills, knowledge and opportunity to develop
positive attitudes and approaches to others and their own life.

On completion, you will achieve an accredited qualification at Entry Level 3 or Level 1 which may help you to
progress into employment or go on and do other qualifications/programmes of learning.

Certificate of Personal Effectiveness (ASDAN): Levels 1-3

The Certificate of Personal Effectiveness (CoPE) provides a qualification outcome for PSHE, Citizenship and
work related learning. It arises out of the well known ASDAN Bronze /Silver, Gold and Universities Awards (and
in the FE sector the FE level 1 and FE level 2 awards). Featuring an introduction to the 3 Wider Key skills, the
Certificate can be used as a stepping stone to the achievement of the three full Wider Key Skills qualifications.

CoPE is available at three levels, mirroring the Silver/FE Level 1, Gold/FE Level 2, and Universities/FE level 3
Awards. The qualifications are included in school/college performance tables with the following points allocated:

CoPE Level 1 (Silver/FE 1) 25 points (GCSE Grade E/F)
CoPE Level 2 (Gold/FE 2) 46 points (GCSE Grade B)
CoPE Level 3 (Universities/FE 3) is allocated 70 UCAS tariff points (Grade A at AS Level)

At Levels 1 and 2 the qualification requires approx 120 guided learning hours and at level 3 approx 150 hours.
These include time spent on activities as well as contact time.

The qualification aims to enable the candidates:

. To develop and demonstrate a range of personal, key and employability skills leading to
personal effectiveness;
J To broaden experience and manage learning through the enrichment activities provided by the

ASDAN challenges
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. To receive formal recognition and accreditation for the above.

They must complete the required challenges through which evidence of skill development in six areas is
demonstrated to the appropriate level. This involves three main strands:

. Taking responsibility for planning, organising and carrying out a number of activities or
challenges and evidencing this work in a portfolio.

o Developing and evidencing the three Wider Key Skills of Working with Others, Improving Own
Learning and Performance and Problem Solving at the required level. These provide an
introduction to the national standards for the Wider Key Skills and must use the ASDAN
Plan/Do and Review recording documents.

. Developing and evidencing the three additional skills of Planning and Carrying Out Research,
Communicating through Discussion, and Planning and Giving an Oral Presentation, at the
appropriate level, based on the Key Skill of Communication.

For further information on CoPE, including registration details, please contact ASDAN on 0117 9411126.

For further general information on ASDAN , see the ASDAN website: www.asdan.co.uk

For further information on ASDAN’s development role for the future, see the Nuffield 14-19 Education and
Training Review website: www.nuffield14-19review.org.uk/documents.shtml (then look for ASDAN
Discussion Paper entitled ‘Nascent Futures’.)

For further information on how schools and colleges are using ASDAN awards see the QCA website:
www.qca.org.uk/14-19 (click on '11-16 schools’, then click on ‘using qualifications and awards’, then click on
‘using ASDAN qualifications’)

BTEC Level 2 qualification in Skills for Employment (Edexel)

Course Duration
1-day training per week over the course of a full academic year, equating to 150 glh

Course Content
5 units:

Personal effectiveness at work
Developing personal communication skills
Preparation for finding work

Building positive working relationships
Understanding the working environment

Course Purpose
Highly innovative training delivery involving role-plays, workplace simulations, and practical exercises designed
to challenge and develop student’s attitudes and behaviours.

Trainer Qualification

The Deloitte Employability Skills project has now developed a new “train the trainer” course for
teachers/lecturers who wish to develop the skills to deliver not only the new BTEC qualification, but also generic
employability skills programmes in general. The training is a 5-day residential course and will support a new
Edexcel Level 4 Qualification in employability skills delivery:

BTEC Level 4 Professional Certificate and Awards for Trainers of Employment Related Learning
(Edexcel)

Course duration
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5-day residential training course. Qualification has 60 glh.

Course content

3 units:
. planning and developing strategies for delivering employability skills
J innovative delivery of employability skills training across a range of sectors
) personal development for employability skills trainers

Course purpose

The qualification equips college trainers to deliver employability skills training to students on a wide variety of
post-16 courses run by their colleges.

With the qualifications and course materials in place, Deloitte has committed significant funding over the next 5
years in order that many more colleges across the UK can be equipped to deliver the training that all employees
require and all employers expect. This funding will cover the full costs of the 5-day residential course, including
the costs of travel and accommodation and cover for college staff attending. The target is to train up to 800 new
trainers over the next 5 years and for those trainers in turn to deliver employability skills training to up to 80,000
young people. In addition, significant resource will be targeted to ensure sustainability of the programme well
beyond this 5-year period.

In order to roll out this teacher-training programme, Deloitte will appoint 5 regional employability centres. Each
centre will be a leading FE College with a well-recognised teacher training unit. Deloitte will invest in
supporting, training and coaching teacher training staff in order that they can deliver the Train the Trainer
programme and qualification in future years. Staff from these colleges will also receive priority-funded places on
the Train the Trainer course, enabling them to roll out the delivery of employability skills training across the
college. They will therefore be centres of excellence in both the training in and the delivery of employability
skills. It is also developing E-learning tools to reduce the number of residential days required in the longer term.
The cost per candidate at present is £3,000. In the South West, Delloite will provide 20 funded places each
year. The aim is to train 800 trainers in five years. In turn, it is estimated this will enable the programme to
reach 8,000 trainees.

For further information on the BTEC qualifications, please contact Bob Thust at Deloitte on 020 7007 7981
[Email: bthust@deloitte.co.uk].

For further general information, see the Deloitte Employability Skills programme website:
http://www.delivering-employability.co.uk/

Personal and Professional Development Awards (City and Guilds): Levels 2, 3 and 4

The Level 2 and 3 Personal Development Awards will help you gain recognition of learning which takes place
outside a formal programme of study. It is appropriate for 14-19 year old students in schools and colleges but
could also be used by adult learners, for example, those returning to study. These awards are of interest to
those who undertake a wide range of activities, including leadership, citizenship and entrepreneurship
programmes in schools and colleges, voluntary work in the community, or part-time paid work. The awards are
assessed at different stages of the activity or programme, on the basis of three interviews and accompanying
records, which are completed with the support of a tutor/mentor.

The Level 4 Professional Development Award is primarily aimed at students on higher level programmes,
including undergraduates, employees as part of their CPD, and voluntary workers. This award formally
recognises and demonstrates to employers, the transferable skills and knowledge that you gain 