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This guide on communication has been produced by OCR 
to help you understand the skills and techniques you will 
need to develop, practise and use in studying for your chosen 
qualification. This guide has not been written to accompany 
a specific qualification but focuses on communication 
skills that relate to many areas of both education and work 
environments. Other skills guides are available at
www.ocr.org.uk.
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You may find it useful, when reading this 


guide, to think about the different ways that 


you use communication at the moment and 


how you might use different communication 


tools to achieve your goals. The following 


questions might help you do this.


Communication questions


1. Do you think you are a good 


communicator? If so, why do you think 


you are a good communicator?


2. What kinds of communication do you 


think you’d need to use in your dream 


job?


3. How does the way you speak to your 


family differ from the way you speak to 


your teachers or your friends? 


4. How does the language you write in 


differ from the way you speak? Write 


down a few lines of conversation you’ve 


recently had with someone else and see 


how it looks compared to your normal 


writing style.  


5. When you’re working with someone 


to achieve a task, what information 


do you think it’s important to share? 


Try instructing someone to pick up a 


pen when they can only accept the 


most basic commands, e.g. forwards 5 


centimetres, right 20 centimetres, close 


forefinger and thumb together. Given 


the high level of detailed communication 


that this task requires, what does this tell 


you about the assumptions you make 


when completing a task with someone 


else? How do you know that your co-


workers are aware of the things that you 


assume and do not communicate to 


them?


6. How would you determine what style 


of communication to use. For example 


complexity of language and formality to 


use in speaking to someone you’ve not 


met before? What about if you are not 


aware of their context, i.e. they could be 


a friend’s parent, a reality TV star or your 


local MP?


Getting started


This document is optimised to be printed with reduced colours.


Disclaimer


Please note that whilst every effort has been made to ensure the accuracy of 


the content, OCR’s resources are provided for general information purposes 


only to be used at the discretion of practitioners and centres. The resources 


are provided for guidance purposes only and do not constitute an endorsed 


teaching method that is required by the Board.   


OCR shall not have any liability whatsoever for any losses, including losses for 


any misinterpretation, or subsequent impact howsoever caused. 
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We are all capable of communication and 


use a range of different skills to achieve this 


everyday. Good communication plays a key 


part in the success of everything we do and 


in the successful performance of individuals 


and teams. Effective two-way communication 


generates good relationships between 


individuals, enabling a better understanding of 


objectives and easier resolution of problems. 


Good communication can streamline 


activities, getting things done on time, on 


budget and to the required standard. 


Different types of communication?


Communication is about sending and 


receiving messages using different methods, 


such as speech, text (in hard or soft copy), 


signals, signs and body language. 


Receiving communication requires not 


only good listening skills but use of our 


other senses to understand the non-verbal 


information that is being given. Can we see 


that the communicator is upset or calm for 


example? Are they frowning or smiling?


 › Communication within groups


Everyone who undertakes activities 


together regularly, from sports to study to 


work, communicates with each other and 


develops ways of communicating that are 


acceptable to all group members. Each 


group has its own accepted norms which 


are unique to the group. For example, 


text, Twitter, social media sites, email or 


face to face, use of acronyms, slang or 


shorthand terminology.


Do you have in-jokes or words that you 


use with your friends that other people 


don’t understand? 


This type of communication can often 


be easier due to the knowledge that 


is developed and shared within the 


group. This can lead to an accurate 


assumption of how the person you are 


seeking to communicate with likes to 


receive information and their potential 


reaction. However this is not always 


true, can you think of an example of 


miscommunication that has led to 


disharmony or upset in a group? This can 


occur when the assumptions that we 


make about someone else are not correct. 


 › Communication outside groups 


It is unlikely that the groups you belong 


to operate in isolation, without any 


interaction with other individuals or 


groups. Your sports team will interact with 


other teams, your class will interact with 


different teachers and people outside 


What is communication? your group and, in a work context, you 


will engage with lots of different 


people in completing your work. The 


knowledge and assumptions that we 


make in respect of our friends and 


regular colleagues do not help us when 


interacting with people we are not as 


familiar with, and who may not share our 


normal style of communication.


You need to consider your audience 


and their needs and motivators when 


communicating in this way, so you can 


convey your message in a way that is 


most likely to receive a positive response..


 › Technical


You may need to use technical language 


when communicating with others. It is 


especially important to ensure that you 


understand the information enough to 


be able to convey it and also the context 


that it is being presented in. This will 


enable you to communicate it clearly and 


ensure that the recipient understands the 


message. 


Don’t be embarrassed to ask 


questions if you are not clear on the 


information presented, and a follow up 


communication with the other person to 


check their understanding can be helpful. 
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Can you think of examples where barriers 


to communication have been an issue? You 


might like to think about:


•	 Choice of language – too complicated, 


technical or confrontational?


•	 Distraction – bad telephone line, 


background noise, other activities going 


on?


•	 Assumptions – assumed agreement or 


views?


•	 Lack of concentration or willingness 


to listen – not equally prioritising your 


communication or not being receptive to 


your message. 


•	 Non-shared objectives - a common 


goal, or values – for example honesty or 


keeping to agreements.


Effective communication will only happen 


if the message is sent, received and then 


understood, so there are several stages to 


think about. 


Very often there is a difference between what 


we think we say and what we actually say. 


Also between how we think we have handled 


people, including customers, and how they 


think they have been treated. Communication 


is a two-way process with responsibilities on 


both sides. 


Some examples of these responsibilities are 


given below.


1. Do you listen actively?


Do you concentrate on what the 


person communicating with you is 


saying and ask questions to check your 


understanding and show that you’re 


listening? This will make them feel that 


you have heard their message and 


empathise with their position, increasing 


the likelihood of a positive outcome. 


2. Do you make the effort to use 


language, tone, volume and pace to 


suit your audience and make yourself 


seem approachable and receptive to 


communication?


Is the message clear?


Both parties have a responsibility to ensure 


that the outcomes of their communication are 


clear and mutually understood. This can be 


achieved by:


•	 asking questions


•	 discussion 


•	 meetings


•	 undertaking research and sharing the 


results.


Barriers to effective communication 


Effective communication is not always easy to 


achieve and there are sometimes obstacles in 


the way that have to be overcome in order to 


ensure that your message is sent and received 


as you intended. 


Effective communication
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The communication
process


Receiving the message – this is about the 


receptiveness of the person receiving the 


message. Have they got their phone switched 


on or logged into their email?


Message interpretation – this tests 


how competent the sender has been in 


transmitting the message and how well the 


receiver understands the message.


Feedback – has the message been 


understood, has the communication been 


successful? 


An example of the communication process


Intention of the sender - a hotel manager has 


decided to have a meeting with the head 


receptionist.


The message – the request for a meeting 


between the hotel manager and the head 


receptionist could be transmitted verbally or 


by sending an email.


Receiving the message - the hotel manager 


phones the head receptionist and says 


“meeting now”.  


Message interpretation – the head receptionist 


may think that the manager is in a meeting 


at the present time and doesn’t want to be 


disturbed and not what is intended, which 


is that the manager wants to meet with the 


head receptionist now. She asks a question 


of the manager to clarify his requirement and 


acts accordingly. 


Feedback – the head receptionist meets with 


the manager at the required time and in the 


right place.


Communication can take many forms but the 


features of the process are often similar:


Intention of the sender - this could be a 


set of instructions or an idea that needs to 


be passed on. The information to be passed 


on has to be put together in a form that the 


recipient will understand. The outcome of this 


stage is the information that the sender would 


like to convey in a format that they think is 


most appropriate. 


The message – this is about how the message 


is transmitted or sent to the intended receiver 


of the message. It is sometimes referred to as 


the method or channel of communication. 


This could be an email, telephone call, 


video-conference, face to face meeting, text 


message or similar. 


The 
message


Receiving the 
message


Message
interpretation


Feedback


Intention of
sender
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It is very important that you proof read your 


messages before you send them. Try using the 


following checklist to help you.


1. Have you correctly addressed the 


message? Is the email or postal address 


correct? If you are replying to an email, 


make sure that you do not press ‘Reply 


to All’ if your message is not intended for 


everyone on the original email. 


2. Try to re-read your message with fresh 


eyes. Does it make sense and clearly 


convey your requirement? 


3. Check your spelling and grammar, not 


just using standard tools but by eye 


yourself as the tools do not always pick 


up non-standard spellings. Try reading 


the message out loud to make sure it 


sounds right. 


Verbal communication


This method can be face-to-face, over the 


telephone or via video-conference.  


All 3 methods are used very frequently in all 


environments and so it’s important to get it 


right. Think about your audience and what 


type of language is most appropriate, e.g. 


formal or informal.


For example, what do you think is appropriate 


for the following conversations?    


 › A supervisor passing orders to operatives


 › A waiter taking an order from a customer


 › A mechanic using the telephone to order 


supplies for the workshop


 › A receptionist using the public address 


system to try to contact a guest.


When communicating verbally, it is important 


to think about the following factors;


•	 Appropriate language – is the style of 


language that you are using right for 


your audience? Is it too complex or too 


simple? Too formal or too informal?


•	 Pace – are you speaking at the right 


pace to allow your audience to 


understand what you are saying, process 


the information and respond where 


necessary? Are you confusing them by 


going too fast or boring them by going 


too slow?


•	 Tone – does your tone of voice command 


attention while still being friendly? Do 


you aggressive or submissive? Your tone 


can give away what you’re really thinking 


so be careful!


•	 Proximity – are you standing close 


enough to your audience to allow them 


to hear your message and read your body 


language? Are you intimidating them by 


being too close or showing disinterest by 


standing too far away? Bear in mind the 


needs of those who need to lip read or 


dislike intrusion into their personal space. 


There are a number of methods that can 


be used to communicate information in a 


business environment:


 › Written


 › Verbal


 › Non-verbal.


Written communication


This method provides a written record and can 


be used to communicate with internal and 


external customers. 


For example:                   


 › Letters - often used for communication 


with external customers and suppliers 


 › Memos – used for internal 


communication


 › Emails – can be used for both internal 


and external communication


 › Reports - can be used for both internal 


and external communication


 › Forms/questionnaires - often used for 


communication with customers


 › Notice boards - often used for 


communication with employees


 › Newsletters - can be used for both 


internal and external communication


 › Internet - can be used for both internal 


and external communication.


Have a look at our guide on producing 


documents for more information on this.


The written word is a widely established 


form of communication. The accuracy of 


the written word is extremely important. 


Communications, both to internal and 


external customers, should be clear, accurate 


and legible.


Methods of 
communication
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•	 Clarifying or repeating – are you 


presenting key points in different ways to 


ensure that your meaning is clear? Direct 


repetition is a simple way of doing this 


or you can clarify your meaning with an 


example or by making your point in a 


different way. 


Non-verbal communication


The difference between the words people 


speak and actually understanding what 


they are saying comes from the non-verbal 


communication that is exchanged. By 


developing an awareness of the signs and 


signals of body language and other non-verbal 


communication, it is easier to understand 


other people, and communicate more 


effectively with them.


Care must be taken with assumed meaning, 


particularly when communicating with 


individuals from other cultures.  There are 


sometimes subtle, and sometimes not so 


subtle, movements, gestures, facial expressions 


and even shifts in individuals’ whole bodies 


that indicate something is not quite right.


When talking to people, non–verbal signals 


as well as speech are often used, such as 


gestures, facial expressions, body positioning, 


and movement of the body, for example, 


smiling will convey friendliness. First 


impressions are often made from observing 


an individual’s body language; they do not 


even have to say anything at all. A person can 


convey whether they are confident or not 


through their body language, which


can have an impact on the effectiveness of the 


communication taking place.


Examples of non-verbal communication 


include:


 › Gestures of hand or arm movements 


that can portray a message to another 


person. Usually gestures are used to 


enhance the understanding of what 


is being said verbally, however some 


gestures carry their own meaning and 


can be misinterpreted by others. Gestures 


can be used to convey both positive 


and negative responses. For example, 


putting a hand-up with the palm facing 


a person gives the meaning of ‘stop that’. 


Shrugging shoulders can mean ‘not sure’.


 › Facial expressions are used to convey 


meaning in communication. They can 


be an indication of the emotional state 


of the person communicating. Facial 


expressions include smiling, frowning, 


or raising an eyebrow. A quizzical 


expression can show that the person has 


misunderstood or maybe has a question 


they want to ask. A sad expression can 


be an indication that the individual 


has something on their mind that may 


prevent them from being focussed on 


the matter under discussion. 


 › The position in which a person sits or 


stands can send out messages to those 


they are communicating with. Having 


crossed arms can mean ‘I’m not taking 


any notice’. Leaning back can send out 


messages of boredom or being relaxed, 


whereas leaning slightly forward is seen 


as positive as it shows interest in what 


the other person is saying. Leaning too 


far forward can be seen as intrusive and 


intimidating. Standing turned away 


from another person can show a lack of 


interest. 


The way an individual dresses and the clothes 


they wear play an important role in the way 


they are perceived by others. A person’s 


physical appearance and dress creates a 


definite impact on the communication 


process. This is why many establishments 


have a uniform for employees to wear when 


at work and sometimes a strict code for hair 


styles, jewellery, makeup, and other body 


decoration such as tattoos. What assumptions 


do you make about people based on their 


appearance? Are they always accurate?
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Formal and informal communication


You will already be used to using informal 


and formal styles of communication. In the 


first case, you communicate informally with 


friends, through text messages, conversation 


and on social networking sites. In the second 


case, you will speak to staff in your school 


or college formally, and also in professional 


contexts like a bank or when applying for a 


job. 


Informal communication can be defined 


as a friendly, unplanned and unstructured 


exchange between two people without a 


specific objective in mind. For example, two 


strangers chatting about the weather at a bus 


stop. Formal communication has a specific 


objective and it is often important that the 


message conveyed is very clearly defined 


and delivered. This can be about the method 


in which the communication is delivered, a 


letter rather than an e-mail for example, and 


the style of language used, being more formal 


and structured than that used in informal 


conversation.  


There are two factors to consider when 


deciding whether formal or informal 


communication is most appropriate. 


How important is the message? 


Will there be serious consequences if the 


message is not received and understood? 


Are there complicated or important pieces 


of information to convey? Does the recipient 


need to take urgent action as a result of the 


message?


Is a formal style of language necessary?


Is the content of the message only likely to 


be understood and taken seriously if suitably 


formal language is used, for example a bank 


overdraft letter? Does the recipient need 


to be convinced of the sender’s expertise 


and importance through the use of formal 


language?


The most important thing to think about 


when deciding whether to use informal or 


formal communication is what method and 


style will best convey your message and 


achieve your desired outcome.


Most enterprises rely on team effort and co-


operation to deliver the desired outcomes, 


whether that is a product, service or other 


outcome.


A team can be defined as two or more people 


who have set objectives, who communicate 


regularly to achieve the objectives and who 


determine the behaviour that is acceptable. 


Do you agree with this definition? Can you 


come up with an alternative?


Teams can have the following characteristics:


 › A regular membership


 › A sense of shared purpose


 › Interdependence in getting their tasks 


done


 › A need to communicate and interact to 


achieve their objectives


 › The ability to act as a unit when required.


There are many things that an individual 


can do to help build positive relationships in 


teams, for example:  


 › Speaking to people. To work effectively in 


a team you must communicate. 


 › Smiling at people. Non verbal messages 


make up 93% of all communication and 


a smile communicates positive intentions 


in all languages and cultures.


 › Calling people by name. The easiest 


way to remember a name is to look the 


person in the eye and repeat their name. 


The reason we forget names is because 


we don’t really pay attention and are 


thinking about what we are going to say 


next. 


 › Being a good listener. Listening is not 


about waiting for your turn to talk.


Team working
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 › Being friendly and helpful. To make a 


friend, you have to be a friend. Don’t wait 


for someone else to take action. 


 › Speaking and acting as if everything you 


do is a genuine pleasure. 


 › Becoming genuinely interested in people. 


You can like almost anybody if you try. 


Consider “difficult” people as a challenge 


or a puzzle. 


 › Being considerate about the feelings of 


others. There are always at least two sides 


to a story. 


 › Being alert and always giving a good 


service.


 › Having a sense of humour, patience and 


humility.


Teams can be formal or informal.  For example:


 › Formal teams are created by an 


establishment to carry out certain tasks.  


In a hospital there will be a nursing team 


responsible for looking after patients.


 › Informal teams are groups of people 


formed through friendship and/or 


common interest, or in a work context 


for less formal tasks like research or 


networking.


Visit our website for some printable Communication Activities.


Communication Activities
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Investigate the different ways a team/group with which you are familiar communicates. You might choose the example 


of your household, a club or a sports team.


Complete the spider diagrams below (by writing the name of a communications method at the end of each line) to 


show the ways the team/group communicate internally and externally.


Communications Activity 1


Internal 
communication


methods


External 
communication


methods
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Identify:


•	 How many teams/groups do you belong to?


•	 How long you have been a member of each team/group?


•	 What is the purpose of the team/group? Is the team/group successful/unsuccessful?  Why?


•	 What positive characteristics do members of the team/group show which help make it successful?


Communications Activity 2
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Use the tables below to compare different types of internal and external communication. Think about the advantages 


and disadvantages of each method of communication and where it is best used. 


Internal communications: 


Communication method Advantages Disadvantages Best used for


External communications:


Communication method Advantages Disadvantages Best used for


Communications Activity 3
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This guide on employability has been produced by OCR to help you 
understand the skills and techniques you will need to develop, practise 
and use in progressing your career. This guide has not been written to 
accompany a specific qualification but focuses on employability skills 
that relate to many areas of both education and work environments. 
Other skills guides are available at www.ocr.org.uk.
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Disclaimer


Please note that whilst every effort has been made to ensure the accuracy of 


the content, OCR’s resources are provided for general information purposes 


only to be used at the discretion of practitioners and centres. The resources 


are provided for guidance purposes only and do not constitute an endorsed 


teaching method that is required by the Board.   


OCR shall not have any liability whatsoever for any losses, including losses for 


any misinterpretation, or subsequent impact howsoever caused. 


What is ‘employability’?


Employability skills have been defined by the CBI 
(Confederation of British Industry) as “A set of attributes, 
skills and knowledge that all labour market participants 
should possess to ensure they have the capability of 
being effective in the workplace – to the benefit of 
themselves, their employer and the wider economy.”  


Source: http://www.cbi.org.uk/media/1121435/cbi_uuk_
future_fit.pdf - Page 8 of CBI report entitled ‘Future Fit’


More simply, employability skills are the knowledge, 
personal qualities, attitude and behaviour you need to:


•	 get work


•	 stay in work


•	 do your job well.


Why is employability important?


Employability is incredibly important because it affects 
your ability to realise your potential, both now and later, 
as you progress through education into your chosen 
career.  It is an opportunity to apply your learning to real 
life contexts and to use your personal skills and qualities 
in the work place.  Employability is also likely to give you 
the capacity to move between jobs – or career areas – in 
order to remain employable throughout your life.


Employability and your career


In practice, the combination of knowledge, skills and 
personal qualities required by employers will vary 
according to your chosen career.  Certain employability 
skills will be needed as you search for a career, submit 
a CV and get an interview regardless of your target 
industry.  These skills should be developed and improved 
as you start your career and on an ongoing basis to 
help you perform well in your role and progress to more 
responsible and challenging roles. It is unlikely that you 
will stay in the same job within the same organisation for 
your entire working life so employability skills are key in 
helping you to manage your career.  


Further skills can be acquired throughout your career.  
Lifelong learning will help you towards a fulfilling career 
– and is thought highly of by employers too as it shows 
an ability to be motivated, acquire new information and 
adapt to change.


Employability skills can also be referred to as transferable 
skills because skills developed in one area of your life can 
be transferred to other areas.  In the context of career 
planning and development, they may be called career 
management skills.


In the modern job market employers not only look for qualifications 
but also a range of skills and personal qualities often referred to as 
‘employability skills’. 
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Spoken communication Able to express your ideas clearly and confidently in speech


Teamwork Work confidently within a group


Commercial awareness Understand the commercial realities affecting the organisation


Analysing and investigating Gather information systematically to establish facts and principles; problem solving


Initiative/self-motivation
Able to act on initiative, identify opportunities and be pro-active in putting forward 
ideas and solutions


Drive
Determination to get things done; make things happen and constantly looking for 
better ways of doing things


Written communications
(Refer to study guide on docu-


Able to express yourself clearly in writing


Planning and organising Able to plan activities and carry them through effectively


Flexibility Adapt successfully to changing situations and environments


Time management Manage time effectively, prioritising tasks and able to work to deadlines.


Links to interactive exercises to further your understanding of terms relating to employability skills and to audit 
your skills and possible career path are given at the end of this guide.


So an assistant in a pre-school nursery may need the following employability skills:


Spoken communication


•	 Explaining activities to audiences with different levels of communication skills
•	 Giving encouragement
•	 Using body language – and watching that of others
•	 Listening carefully – and taking an interest
•	 Asking questions
•	 Persuading and negotiating if there are disagreements between children or some 


are reluctant to participate


Teamwork


•	 Working with other adults (who may be of different ages, cultures etc) to deliver 
activities as planned to children who may be from different backgrounds and at 
different stages of development


•	 Working with management and administration staff


Commercial awareness
•	 Knowing current trends in pre-school education, government guidelines and 


legislation relating to working with young children
•	 Being aware of the activities of other local pre-schools


Analysing and investigating
•	 Observing and gathering information about the development of children in the 


nursery


Initiative/self-motivation •	 Taking action to help a child cope better with an activity before being told what 


Drive
•	 Complete activities even if there are difficulties
•	 Consider more effective ways of doing tasks 


Written communications
(Refer to study guide on 
Producing documents)


•	 Referring carefully to guidelines and planned activities
•	 Recording accurately children’s achievements
•	 Writing to parents/carers


Planning and organising
•	 Able to contribute ideas (in conjunction with other team members) towards 


planning activities and carry them through effectively


Time management
•	 Punctual in arriving at work
•	 Able to prioritise tasks
•	 Keep to a timetable


Spoken and non-spoken communication:


•	 Body language – using it yourself and being sensitive to its use by others; for example, use of eye contact, gestures, 
head nodding, smiling 


•	 Listening – accurately hearing what people are saying and showing interest


•	 Motivating and supporting – giving encouragement; giving thanks for praise or help; working well in a team


•	 Telephone skills – being brief and keeping to the point; think through in advance what you want to say


•	 Gathering information – ask open and probing questions to understand the views and feeling of others.  Clarify and 
summarise what others say.


•	 Giving and accepting criticism – saying ‘sorry’ in a genuine way, when necessary; allow disagreements to be 
brought into the open; be constructive if criticising


•	 Persuading and negotiating – back up your points with facts and logic; be tactful to those you disagree with


•	 Presenting – use a logical structure, be clear and concise, encourage questions (see study guide presentation 
section of ‘documents’ for further information


What are employers looking for?
Based on a number of surveys undertaken by Microsoft, Target Jobs, the 
BBC, Prospects, and other organisations, this is a summary of the skills 
which were most often deemed important.
Source: www.kent.ac.uk 







Employability8 Employability 9


www.ocr.org.uk www.ocr.org.uk


Research a role that you are interested in and use the blank grid to identify aspects of that role that exemplify these 
employability skills.


Spoken communication


Teamwork


Commercial awareness


Analysing and investigating


Initiative/self-motivation


Drive


Written communications
(Refer to study guide on
Producing documents)


Planning and organising


Time management


Other skills that were seen as important by employers include:


Global skills Able to speak and understand other languages; appreciation of other cultures


Leadership Able to motivate and direct others


Numeracy
Multiply/divide accurately, calculate percentages, use statistics and a calculator, 
interpret graphs and tables


Computing skills
Word-processing, using databases, spread sheets, the Internet and email, designing 
web pages etc.


Self-awareness
Awareness of achievements, abilities, values and weaknesses and what you want out 
of life


Personal impact/confidence
Presents a strong, professional, positive image to others which inspires confidence 
and commands respect


Lifelong learning
Continues to learn throughout life. Develops the competencies needed for current 
and future roles


Stress tolerance Maintains effective performance under pressure


Integrity
Adheres to standards and procedures, maintains confidentiality and questions inap-
propriate behaviour


Independence
Accepts responsibility for views and actions and able to work under their own direc-
tion and initiative


Developing professionalism Pays care and attention to quality of work; supports and empower others


Action planning
Able to decide what steps are needed to achieve particular goals and then imple-
ment them


Decision making
Determine the best course of action; evaluate options based on logic and fact and 
present solutions


Interpersonal sensitivity Recognise and respect different perspectives; open to the ideas and views of others


Creativity Generate and applying new ideas and solutions.
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Dependable
People know you will do 
the job and do it well.


Hardworking 
Taking care with your work 
and persevere to complete 
tasks


Pro-active
Making things happen 
instead of waiting to be 
told what to do (sometimes 
referred to as showing 
initiative).


Co-operative  
Working well with others to 
get jobs done


Enthusiastic
Showing real and genuine 
interest in a job.


Punctual  
Always being on time or 
having things ready on 
time.


Integrity
Acting in a way that is open 
and honest; not being 
influenced by others to act 
inappropriately.


Responsibility 
Being able to say what 
you have done, how and 
why you have worked in a 
certain way.


Owning your actions.


Honesty 
Acting truthfully at all 
times.


Reliable
People can trust in you and 
in your work.


Fairness
Sticking to the rules 
without having a negative 
effect on others.


Independent
Not needing to rely on 
other people to get a job 
done.


Generic employability skills
Some skills sought by employers may seem rather daunting, at this point 
in your education, but below are some of the qualities you may have 
now which will be helpful in any job.  Refer to the interactive exercises at 
the end of this guide to audit your skills and qualities.


A combination of the following qualities is likely to contribute to being 
professional in whichever career path you choose.


Displaying professionalism in any job is striving for excellence.  Trying to 
put quality into everything you do is likely to separate the achievers, who 
make good progress in their career, from others.
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Problem solving
Problems can be opportunities as they allow you to see things differently 
and do things in an alternative way.
Source www.kent.ac.uk/careers


You solve problems on a daily basis, at school/college 
and in your day-to-day life, for example


•	 Finding time to revise for module tests and exams – 
and hand in coursework on time


•	 Dealing with an awkward customer when working 
part-time in a shop or restaurant


•	 Working out why your printer won’t respond


•	 Developing a strategy to reach the next level of a 
computer game.


Any job will also bring problems to be faced and the 
ability to solve problems is valued by employers. You 
need to be able to:


•	 Evaluate information or situations


•	 Break them down into their key components


•	 Consider various ways of approaching and resolving 
them – and decide on the most appropriate of these 
ways.


Analytical and critical thinking skills help you to evaluate 
the problem and to make decisions. A logical and 
methodical approach is best in some circumstances; in 
other situations, using creativity or lateral thinking will 
be necessary to come up with ideas for resolving the 
problem and find fresh approaches.  Sometimes you will 
need to be able to draw on your academic or subject 
knowledge to identify solutions of a practical or technical 
nature.  


As not everyone has these skills in equal measure, team 
working is often a key part towards problem-solving. The 
most important thing is to get the job done properly, 
not to solve it all by yourself so ask for advice or help 
if you need it! Further skills, such as communication, 
persuasion and negotiation, are important in finding 
solutions to problems involving people.


The IDEAL model of problem-solving involves these 
steps:


•	 Identify the problem


•	 Define the problem


•	 Examine the options


•	 Act on a plan


•	 Look at the consequences.


The final stage is to put the solution you have decided 
on into practice and check the results. 


Presenting yourself in a job application
or CV


A CV is a marketing document in which you are marketing: you!  
You need to ‘sell’ your skills, abilities, qualifications and experience 
to employers.  It is the most flexible and convenient way to make 
applications and you can put your personal details in a way that presents 
you in the best possible light.  
Preparing your CV is an opportunity for you to audit your 
employability skills, include relevant ones in your CV and 
demonstrate others – especially in the way in which you 
communicate.  Good business communication is concise 
and focuses on key facts and therefore your CV should 
try to reflect that.   By selecting key points and making 
your CV fairly economical with words, it leaves scope to 
add further details during the interview.


You can also demonstrate attention to detail by 
choosing a font size and style that is easy to read, uses 
white space well and displaying the contents of your 
CV clearly, logically and accurately – with no spelling or 
grammatical mistakes.


When should a CV be used?


•	 When an employer asks for applications to be 
received in this format


•	 When an employer simply states ‘apply to’ without 
specifying the format


•	 When writing to an employer who has not 
advertised a vacancy but who you hope may have 
one.  (This is a speculative application and an 
example of being pro-active.)


A CV can be used to make multiple applications to 
employers in a general career area but can also be 
adapted easily for more specific roles.


What should go in your CV?


There is no one ‘best way’ to construct a CV; it is yours 
to structure in the way you think best.  A ‘quirky’ style 
may be appropriate for a job that involves creativity; a 
more traditional approach may be best for some roles.  
However it should include the following points:


•	 Your personal details, including contact information


•	 Education and qualifications


•	 Work experience


•	 Interests and achievements


•	 Skills 


•	 References.


A personal profile is often provided at the start of 
a CV but, if used, it needs to be original and well 
written, focussing on the value you can bring to the 
organisation.  Don’t just use a phrase such as “I’m a good 
communicator who works well in a team …”


What makes a good CV?


The best CVs tend to have a lean, mean and clean look 
with the use of every inch of space carefully considered, 
so don’t make your CV too busy: if in doubt, leave it out! 


An employer may have hundreds of CVs to read in a 
short period of time – and only going to select, for 
example, five interviewees.  If your CV is hard work 
to read, unclear, badly laid out, contains irrelevant 
information and contains spelling or grammatical 
mistakes, they will just move on to the next CV.  







Employability14 Employability 15


www.ocr.org.uk www.ocr.org.uk


Therefore:


•	 structure your CV into bullet points or short 
paragraphs


•	 bring out your relevant skills


•	 be concise – don’t list every exam you have ever 
taken and every activity you have been involved in; 
decide which are most relevant and/or impressive


•	 be positive – highlight your strong points e.g. put 
your highest exam grades first


•	 be honest – although a CV does allow you to omit 
certain detail (such as exam resits) which you might 
prefer the employer not to know about.  CVs are not 
legal documents and you can’t be liable for anything 
within it, but if a recruiter thinks you are not being 
honest you are likely to be rejected. If you get the 
job and are subsequently found to have lied, either 
deliberately or by omission, then you may be subject 
to disciplinary action or dismissal. 


Some employers may spend as little as 45 seconds 


skimming a CV before branding it “not of interest”, 


“maybe” or “of interest”.


How long should a CV be?


There are no absolute rules but, generally, have no more 
than two sides of A4 paper.  Never back a CV; use a 
separate sheet of paper for each page.  Put your name in 
the footer area so that it appears on each sheet.


If you can fit all relevant details on to a single sheet, that 
is fine but take care not to leave out important items, 
to crowd the page or use a font that is too small to read 
comfortably.


If you are posting your CV, don’t fold it – put it in a full-
sized A4 envelope so that it doesn’t arrive creased.


It is important to attach a brief covering letter to your 
CV, giving information about your suitability for the job 
and your availability.  Find the name of the most relevant 
person in the company to write to.  Don’t just write to 
the Managing Director or ‘to whom it may concern’!


Links to interactive exercises to further your 
understanding of CVs as well as examples of good and 
bad covering letters are given at the end of this guide.


Application forms


An application form is designed to bring out the 
essential information and personal qualities that the 
employer requires.  Some application forms are quite 
lengthy and the time needed to fill out these forms is 
seen as a reflection of your commitment to the career.  
This is the reason that some large companies will not 
accept CVs and use their own application forms.


A CV must be truthful but does allow you to gloss over 
your weaker points.  An application form which you 
have signed to confirm that the contents are true is 
a legal document and forms part of your contract of 
employment if you are recruited.


Some do’s and don’ts – before your complete a paper 
based application form.


DO


•	 Do read the form carefully and follow all instructions


•	 Photocopy the application form and do your first 
draft on that to make sure that you can fit everything 
you want to include in the space available 


•	 Use black ink – your form will probably be 
photocopied (so that several people within the 
company can have a copy) and this makes it easier 
to read.


•	 Proof read your draft – or get someone else to do so 
– to check for mistakes in spelling or grammar


•	 Do make sure you are using the right form - some 
employers have different forms for different job 
functions. 


•	 Find a quiet place to fill out the actual form.  Keep 
coffee cups, bars of chocolate and small children 
well out of the way!


•	 Research the company, the career area and the 
actual job for which you are applying.  Make sure you 
can offer the qualifications, experience and personal 
skills required.


DON’T 


•	 Use a standard application form or CV where the 
employer specifies that you should use their own 
application form.


•	 Write on the actual application form until you’ve 
written and checked a draft version.


Keep a copy of each completed application form.  If 
you are invited to an interview it is incredibly helpful to 
remember what you have told the employer!


Presentation


The form should be neat and tidy with no crossings out 
or correcting fluid.  (Doing a draft first should help to 
avoid this.)


Try to fill all the space provided.  Leaving too much blank 
space may make your application look as if you don’t 
have the required skills or can’t be bothered to include 
enough detail.


Include a covering letter with your form to highlight your 
main skills and selling points.  If, in the form, you feel 
there is not enough space to say all that you need, put 
these points in the covering letter too.


General points


Be informative and detailed but concise.  (This is another 
example of written communication being one of the 
key employability skills.)  Give the employer the essential 
detail but leave them wanting to invite you to an 
interview to find out more!


Keep in mind the skills and qualities that the employer 
is looking for and answer questions in ways that 
demonstrate you have these qualities.


Don’t miss out any questions or dismiss anything as 
irrelevant.  For example, holiday jobs, work experience 
and/or voluntary work questions can be used to 
demonstrate your motivation and a range of skills.


Don’t make lists.  ‘Reading’, ‘films’, ‘sport’ under ‘Interests’ 
will not tell the employer anything useful about you.  
So give details of the extent of your interests and your 
involvement in clubs, societies and achievements related 
to them.


Links to interactive exercises to further your 
understanding of completing applications foms are 
given at the end of this guide.


Online application forms


Increasingly companies are using online application 
forms rather than paper-based ones.  They make the 
job application more efficient and practical for you and 
the recruiter.  However most of the same rules apply as 
for paper applications – it’s only the medium which is 
different – so learn good paper-based application skills 
first.


Applications are usually sent and handled securely so 
that only you and the employer have access to your 
details so normally you will have to register and make up 
a password.


Some applications allow you to view the whole form 
without filling it in.  In which case, download it or print it 
so that you can make a rough draft first.  Some questions 
may be compulsory and you may not be able to access 
the next page until you have filled them in. In either case, 
make sure you read the instructions carefully first so you 
know what you have to do. 


Some forms expect you to complete it one session 
and may ‘crash’ when you submit it, or before, so make 
sure you save your answers frequently.  Others will be 
saving your answers as you go along, so you don’t have 
to start again if the system crashes.  You may be able to 
save what you have done and can return to the form to 
complete at a later point.


You can cut and paste points from your CV or other 
applications.  It’s a good idea to do this for longer 
questions – and you can re-use some points for use 
in further applications.  Online forms may not have a 
spelling or grammar checker so use your word processor 
to allow you to do this.  However, remember that spell 
checkers can’t find all mistakes so try to get someone 
else, with a high level of literacy, to check what you have 
keyed in.


Never use informal English, as if you were 
communicating electronically with friends!  As with a 
paper application form use good quality English and 
give evidence to show relevant skills.


If a question specifies a maximum number of words for 
your answer, use the word count function of your word 
processor.  Going over the word count suggests you 
can’t follow instructions – or are not able to make your 
answers concise.


Check the form carefully before you click ‘submit’.  If you 
do accidentally submit an incomplete form, ring or email 
the company straight away and ask them to delete your 
application, so you can start again.







Employability16 Employability 17


www.ocr.org.uk www.ocr.org.uk


Interviews
Getting an interview is an achievement in itself.  Only a small proportion 
of applicants are selected for interview so you’ve already made a positive 
impression to have been invited to an interview!


INTERVIEW SKILLS


PREPARE
CAREFULLY RESEARCH 


THE JOB, INDUSTRY AND 
EMPLOYER.  PREPARE 


ANSWERS TO POSSIBLE 
QUESTIONS. Dress smartly 


THIS SHOWS YOUR 
INTEREST IN THE JOB 


AND COMMITMENT


BODY LANGUAGE
SMILE, MAKE EYE 


CONTACT AND SHAKE 
HANDS


Questions about your 
CV or application form 


MAKE SURE YOU READ 
THESE AGAIN CAREFULLY 
BEFORE THE INTERVIEW


SELL YOUR USPS (UNIQUE 
SELLING POINTS)


THE SKILLS AND QUALITIES 
THAT MAKE YOU STAND OUT 
FROM OTHER CANDIDATES


COMPETENCY QUESTIONS
E.G. DESCRIBE A SITUATION 
WHERE YOU WORKED IN A 


TEAM


HYPOTHETICAL 
QUESTIONS


E.G. HOW WOULD YOU 
DEAL WITH AN ANGRY 


CUSTOMER


HAVE QUESTIONS TO ASK
E.G. WHAT TRAINING 


WOULD I RECEIVE; HOW 
MIGHT I PROGRESS IN 


THIS CAREER?


Targetjobs.co.uk has a great on line 
simulator for trying out electronic 
application forms


www.selectsimulator.com


Selection tests


Some online applications also incorporate selection 
tests.  These may be:


•	 aptitude tests – for example, multiple choice verbal 
and numerical reasoning tests


•	 personality tests – matching your responses with 
profiles of successful employees


•	 cultural fit tests – to see if your values match the 
organisation’s culture.


There are links to some example aptitude tests at the 
end of this guide.
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The purpose of the interview


The interviewer has an indication of your suitability from 
your CV or application form but now wants to assess you 
in person to see if you match the requirements of the 
job, how well you express yourself and your motivation 
and enthusiasm.


Use the advice below to make the most of the interview 
opportunity – rather than be fearful of it.


Preparing for an interview


Research the career area for which you are applying and 
remind yourself why you are interested in this career.  
Enthusiasm is important.


Research the employer too.  From the company website, 
or using a search engine, find out things like:


•	 Size of the organisation


•	 How long has it been in business


•	 What are its future plans


•	 Who are its main competitors


•	 What sort of reputation or public image does it have


•	 What types of training and development does it 
have.


Re-read your application form as if you were the 
interviewer and try to anticipate questions that might be 
asked.  Also think about any awkward points that might 
be picked on and how you’d handle them.


Take a small notepad and pen with you to jot down any 
points you are told during or at the end of the interview.  
After the interview, write down any difficult questions 
you were asked so you can think of better answers 
should you need to in the future.


Prepare some questions to ask the employer.


What to wear


Whatever the job, you want the interviewer to remember 
you for your personality and performance not ‘the one 
with the weird tie/the short skirt/the nose stud etc’.  If 
you look smart you will feel confident and make a good 
first impression.  Once you have the job, you can wear 
whatever the employer approves of (many organisations 
have a dress code).  


So the first rule of dressing for interviews is – you can’t 
go wrong by being boring and conventional!  


You may well be interviewed by someone as old as your 
grandparents so ask them what they think of your choice 
of clothes for the interview rather than a friend of your 
own age.


Arriving for the interview


Plan how you will get to the venue – allow time for 
traffic jams or the bus/train being late.  You could even 
try out the journey in advance?  Aim to arrive about 10 
minutes early.  (Certainly arriving late will not display 
your employability to best effect!)  Time waiting in 
reception can help you to prepare yourself.  There may 
be publications about the employer or their industry to 
read and you’ll have chance to relax and focus before 
you go in.  Be polite and friendly to everyone you meet, 
including receptionists and security staff.


First impressions 


These are very important as they set the tone for the 
rest of the interview.  Many interviewers will make 
a decision about the candidate within the first two 
or three minutes.  Snap judgements may be made 
about your trustworthiness, attractiveness, likeability, 
competitiveness and aggressiveness and the rest of the 
interview will confirm or deny these opinions.


Interviewers may be put off by a weak handshake or 
lack of eye contact, by poor body language or by poor 
posture.  For example, slumped shoulders suggest lack of 
confidence.


Smiling appears to be a central ingredient 
for successfully interviewing for a job.


During the interview


Shake hands firmly and warmly but wait to be invited 
to sit down.  A firm handshake may communicate 
sociability and friendliness which are usually desirable 
qualities whilst weak handshakes may indicate being 
introverted or shy.  As a handshake is at the start of the 
interview it sets a positive tone.


Smile and keep up good eye contact with the 
interviewer.


You may be offered tea or coffee.  Accept this if you feel 
it will help you relax but it’s fine to refuse, politely.


Try to relax.  Don’t perch on the edge of your chair but 
don’t slouch either.  Try not to fidget.


Speak clearly and not too fast.  Give yourself a moment 
to think before replying.  Try to avoid phrases like ‘you 
know’.


There are no right or wrong answers to interview 
questions.  The impression you give, is as important as 
what you say.  Try to be yourself; if you have to put on a 
completely false act to get through the interview, will it 
really be the right job for you?


Drive was listed as one of the top ten skills that 
employers want.  Drive is the determination to 
get things done, to make things happen and to 
look for better ways of doing things.  This may be 
regarded by some employers as more important 
than sheer intelligence.  Drive or determination may 
be assessed on application forms and at interviews 
by asking you questions about when you faced a 
challenge or made a significant achievement in your 
life.  You may be able to evidence this through your 
interests, for example, training for a sporting event 
or learning to play a musical instrument to a high 
grade.


Links to interactive exercises to further your 
understanding of interviews are given at the end of 
this guide.
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Employment legislation
There is a wide variety of employment legislation to protect your 
rights and safety at work, to ensure that you are treated fairly, receive a 
minimum wage and paid leave.  


An employer must have policies and procedures 
to make sure that all employees are aware of their 
rights and responsibilities under these laws.  This will 
normally be done through induction when you start 
work, your contract of employment and, depending on 
the employer, you will have a staff handbook so that 
important information is easily accessible to you. 


It is also important to know what your employer expects 
of you, what you are entitled to in return for wages and 
the procedures you must follow to be safe at work and 
keep within the law.  You should refer carefully to the 
documentation provided by the employer. If you’d like to 
find out more about employment legislation, see OCR’s 
skills guide on legislation, available from www.ocr.org.uk. 


The Employment Rights Act 1996


This Act requires certain terms and conditions to be 
set out in a single written document which must be 
provided to employees within two months of starting 
work.  The terms and conditions will include statutory 
rights – those protected by law – and contractual rights 
– those negotiated between the employer and the 
employee.


The written statement must include:


•	 the names of the employer and the employee


•	 the date on which employment began and when 
continuous employment began


•	 rate of pay, intervals of payment and any other 
benefits


•	 hours of work


•	 holiday entitlement


•	 place of work and the address of the employer


•	 the job title and a brief description of the role


•	 the period for which employment (if temporary) is 
expected to continue


•	 any collective agreements affecting terms and 
conditions, for example, employment issues pre-
agreed between the employer and trade unions 
affecting all workers


•	 terms relating to sickness, notification of sickness, 
pay relating to this period and rules relating to 
statutory sick pay * 


•	 pension arrangements


•	 length of notice that the employee is entitled to 
receive or required to give to terminate employment


•	 disciplinary rules and procedure as well as the 
appeals and grievance procedure. *


•	 additional details in working outside of the UK for 
more than one month.


* This information may be in a separate document so 
that it’s easy to access.


The above are the legal minimum terms and conditions 
but most contracts contain other items too such as 
method of payment, maternity entitlements and terms 
for altering or varying the contract.


Self-employed workers, some trainees and those 
working for less than a month are not covered by these 
provisions.


Employment Act (2008)


This Act strengthens, simplifies and clarifies key aspects 
of UK employment law and brings together parts of 
previous employment legislation. 


It sets out details for resolving disputes between 
the employer and employee, makes changes to the 
enforcement of the national minimum wage and 
strengthens the powers of Employment Agency 
Standards inspectors.


Source: Department for Business, Innovation and Skills 


www.bis.gov.uk


 The Citizens Advice Bureau website gives information 
about ‘your rights at work’ 


www.adviceguide.org.uk/index/life/employment/basic_
rights_at_work.htm
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Ongoing training and development
Lifelong learning is one of the skills that employers have identified 
as being of importance to employability – for current and future 
roles.  Enthusiasm and motivation to continue training, and learning, 
throughout your life using both formal and informal learning is likely to 
increase your employability and lead to a fulfilling career.  Existing skills 
can be developed and improved and new skills can be acquired.


It is not sufficient to think that you have the skills - 
you have to be able to provide convincing evidence 
too.  Deconstruct your social, study and employment 
activities to reveal and evaluate the skills that you 
regularly use.  Make use of your existing involvement in 
extra-curricular activities, undertaking work experience, 
part-time work, volunteering and involvement in clubs 
or societies – or consider becoming involved in such 
activities. The knowledge and experience acquired will 
add to the skills acquired through academic study.


Employability skills mean that an employee adds value to 
the organisation and has the skills and qualities to help 
organisations move on in the face of continuous and 
rapid economic and technological change. 


“Underpinning all these attributes, the key 
foundation must be a positive attitude: 
a ‘can-do’ approach, a readiness to take 
part and contribute, openness to new 
ideas and a drive to make these happen.”
Source: http://www.cbi.org.uk/media/1121435/cbi_uuk_
future_fit.pdf - CBI report entitled ‘Future Fit’


Resources
Some of the following resources could be helpful to audit your 
employability skills and improve your CV, completing application forms 
and coping with interviews:
Moving On is a free resource from the BT Learning and 
Skills programme which offers easy-to-follow online 
modules to help young adults aged 14-19 to learn more 
about themselves, the skills they need in life and work 
and how best to develop and demonstrate these as they 
identify and apply for jobs that are a good fit for their 
personality, interests and skills.  Available as an iPhone 
app too:


www.btplc.com/Responsiblebusiness/
Supportingourcommunities/Learningandskills/
Freeresources/ResourceView.aspx?id=58


Personal Skills Journey consists of a series of twelve 
PDF downloads designed to provide young people 
with knowledge and skills to help in the transition from 
learning to the wider world:


www.btplc.com/Responsiblebusiness/
Supportingourcommunities/Learningandskills/
Freeresources/Personalskillsjourney/index.htm


Careersbox have worked together to identify seven 
fundamental stages of the interview process and 
presented them in fun and educational bite size levels:


www.careersbox.co.uk/films/level7/


Explore your skills and match them to world of work and 
training opportunities:


www.careersbox.co.uk/skillsexplorer/


The following resources are reproduced with permission 
of the University of Kent Careers Advisory Service www.
kent.ac.uk/careers who own copyright.


Contact Bruce Woodcock (bw@kent.ac.uk) for details.


What are your strengths?:


www.kent.ac.uk/careers/Choosing/strengths.htm


Identify your work related interests:


www.kent.ac.uk/careers/Choosing/InterestsProfile.htm


Analyse your employability skills:


www.kent.ac.uk/careers/sk/skillsinventory.html


Which jobs will suit my skills?:


www.kent.ac.uk/careers/sk/skillsjobs.htm


I want to work in …:


www.kent.ac.uk/careers/workin.htm


Skills game - Match the employability skills with their 
descriptions:


www.kent.ac.uk/careers/sk/cards5.html


CV quiz:


www.kent.ac.uk/careers/cvquiz.htm


Good and bad covering letters:


www.kent.ac.uk/careers/cv/goodbadcovlet.htm


General application form:


www.kent.ac.uk/careers/cv/exampleaf1.htm
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CONTACT US


Staff at the OCR Customer Contact Centre are available to 
take your call between 8am and 5.30pm, Monday to Friday. 


We’re always delighted to answer questions and give advice.


Telephone 01223 553998


www.ocr.org.uk


Bad application form:


www.kent.ac.uk/careers/cv/badaf.htm


Difficult application form:


www.kent.ac.uk/careers/cv/difficultapplications.htm


Psychometric tests:


www.kent.ac.uk/careers/psychotests.htm


 


Interviews - Common questions and how to answer 
them:


www.kent.ac.uk/careers/interviews/ivquest.htm


Interview skills quiz:


www.kent.ac.uk/careers/ivquiz.htm


Body language quiz:


www.kent.ac.uk/careers/interviews/nvc.htm


Time management quiz:


www.kent.ac.uk/careers/sk/time.htm
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This guide on legislation has been produced by OCR to help 
you understand the acts and other regulations that you may 
come across as part of your studies or in the workplace. 


This guide has not been written to accompany a specific 
qualification but focuses on legislation that relates to many 
areas of both education and work environments. Other skills 
guides are available at www.ocr.org.uk.
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This document will print with reduced colours.


In the UK there are three types of law:


•	 ‘Common’ law which is not written down 


but has come into being historically


•	 ‘Statute’ law which comes into being 


through an Act of Parliament


•	 European Union law.


A Bill is a draft law; it becomes an Act 


if it is approved by a majority in the 


House of Commons and House of Lords, 


and formally agreed to by the reigning 


monarch (known as Royal Assent).  An Act 


of Parliament is a law, enforced in all areas 


of the UK where it is applicable.


 


Source: www.parliament.uk/business/bills-


and-legislation/


This guide gives an explanation of some 


aspects of a range of statute laws (Acts).   As 


the UK is a member of the European Union, 


some earlier Acts have been amended in 


recent years so that the EU law applies to 


all member countries.   Sources of reference 


to full details of the legislation in this guide 


are given – as well as pointers towards 


other reliable sources of information about 


legislation.


Why is there legislation?


Legislation tries to ensure safety and fair 


treatment of all in every aspect of our lives.


Health and safety legislation is in place to 


provide a safe environment for employees 


and employers, as well as the general public.  


For example, the Health and Safety at Work 


Act requires a risk assessment to be carried 


out to identify workplace hazards – and 


measures put in place to control and minimise 


the hazards and risks.  Both employees and 


employers need to be equally aware of their 


rights and responsibilities under the law – and 


any penalties if the law is not followed. 


Contents
What is legislation? Page 5


The Human Rights Act (1998) Page 7


The Equality Act (2010) Page 8


The Health and Safety   
at Work Act (1974)  Page 9


The Data Protection Act (1998) Page 11


The Freedom of Information  
 Act (2000) Page 12


The Children Act (2004) Page 13


The Mental Health Act (2007) Page 16


Copyright Legislation Page 17


The Trades Description Act (1968) Page 20


The Consumer Protection   
(Distance Selling) Regulations  
(2000 as amended in 2005) Page 21


The Consumer Credit Act (1974) Page 22


The Companies Act (2006) Page 24


Criminal Records Bureau checks Page 25


Other Acts and Regulations Page 27


Finding out about other legislation Page 30


What is legislation?
Legislation is the term used to cover the laws governing us all.
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Consumer legislation gives the rights and 


responsibilities of suppliers and purchasers 


of goods and services.  For example, if the 


consumer buys an item which is not safe and 


free from defects, the Sales of Goods Act gives 


the right to a refund, repair or replacement.


Other legislation is aimed at giving fair and 


non-discriminatory treatment to all citizens in 


a wide range of circumstances.  For example, 


the Equality Act bans unfair treatment so that 


a person cannot be discriminated against 


or victimised due to their age, race, religion, 


disability etc. 


The Data Protection Act allows a person 


the right to know what information an 


organisation holds on them and the right to 


correct information that is wrong.


The Human Rights Act (1998)
Anyone who is in the UK for any reason has fundamental rights 
which the government and public authorities are legally obliged to 
respect.
These became law as part of the Human 


Rights Act (1998).  They add to the rights and 


freedoms laid out in the European Convention 


on Human Rights.


Individuals have a responsibility to respect 


other people’s rights and they must respect 


yours.  Your human rights are:


•	 the right to life


•	 freedom from torture and degrading 


treatment


•	 freedom from slavery and forced labour


•	 the right to liberty


•	 the right to a fair trial


•	 the right not to be punished for 


something that wasn’t a crime when you 


did it


•	 the right to respect for private and family 


life


•	 freedom of thought, conscience and 


religion, and freedom to express your 


beliefs


•	 freedom of expression


•	 freedom of assembly and association


•	 the right to marry and to start a family


•	 the right not to be discriminated against 


in respect of these rights and freedoms


•	 the right to peaceful enjoyment of your 


property


•	 the right to an education


•	 the right to participate in free elections


•	 the right not to be subjected to the death 


penalty.


If any of these rights and freedoms are 


breached, you have a right to an effective 


solution in law, even if the breach was by 


someone in authority, such as, for example, a 


police officer.


Source: 


www.legislation.gov.uk/ukpga/1998/42/


contents


Further details:


http://news.bbc.co.uk/1/hi/uk/946400.stm


www.liberty-human-rights.org.uk/human-


rights/human-rights/the-human-rights-act/


index.php


www.ocr.org.uk



http://news.bbc.co.uk/1/hi/uk/946400.stm

www.liberty

-human-rights.org.uk/human

index.php
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The Equality Act (2010)
This Act bans unfair treatment of individuals or groups because 
of ‘protected characteristics’ that they have. It helps achieve equal 
opportunities at work and in our wider society.


The protected characteristics are:


•	 age


•	 disability


•	 gender reassignment


•	 marriage and civil partnership


•	 pregnancy and maternity


•	 race


•	 religion or belief


•	 sex


•	 sexual orientation.


The Equality Act sets out the different ways in 


which it is unlawful to treat someone, such as 


direct and indirect discrimination, harassment, 


victimisation and failing to make a reasonable 


adjustment for a disabled person.


 


Source:


www.gov.uk/equality-act-2010-guidance


Examples of how certain cases would be 


regarded under this law can be found here:


www.legislation.gov.uk/ukpga/2010/15/


notes/contents


Previously there was a Disability Discrimination 


Act.  The Equality Act has replaced most of the 


points in that.  For further details:


www.legislation.gov.uk/ukpga/2005/13/


contents


www.gov.uk/definition-of-disability-under-


equality-act-2010


The Health and Safety at Work Act (1974)
All businesses, no matter how small, have a legal responsibility to 
reduce the risk of workplace dangers and provide safe and healthy 
conditions for employees, customers, suppliers and anyone else 
who could be affected by the activities of the business.


A business can benefit from good health and 


safety at work as it can help to avoid staff 


illness, accidents and the costs associated with 


these incidents.  They can also improve the 


reputation of the business with customers, 


employees and the general public.


The Health and Safety at Work Act (1974), also 


referred to as HASAW or HSW, is the main 


legislation covering occupational health and 


safety in the United Kingdom. 


The Health and Safety Executive is 


responsible for enforcing the Act and a 


number of other Acts and regulations 


about safe working.   Full details can be 


found here: www.hse.gov.uk


Employers’ health and safety 
responsibilities:


•	 appoint someone competent to help 


meet health and safety duties


•	 write a health and safety policy for the 


business


•	 use a risk assessment to identify 


workplace hazards – and put measures 


in place to control and minimise the 


hazards and risks


•	 provide training and information about 


how to work safely and without risks to 


health


•	 consult employees or their 


representatives about any changes that 


might affect their health and safety 


and the quality of health and safety 


information and training


•	 provide the right workplace facilities – 


every workplace must meet some basic 


standards of comfort and sanitation such 


as toilets and washing facilities


•	 report and keep a record of certain 


injuries, incidents and cases of work-


related disease 


•	 display the health and safety law poster – 


or provide each worker with a copy of the 


equivalent pocket card


Employee responsibilities:


Employees have a joint responsibility with 


the employer to ensure that health and 


safety is the number one priority in the 


workplace and to act in a safe and responsible 


manner.  Employees, and the business, may 


be prosecuted for failing to comply with 


www.ocr.org.uk



www.legislation.gov.uk/ukpga/2010/15/notes/contents

www.legislation.gov.uk/ukpga/2010/15/notes/contents

www.hse.gov.uk
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Health and Safety requirements.  Therefore 


employees should: 


•	 follow the training they have received 


when using any work items provided by 


the employer


•	 take reasonable care of their own and 


other people’s health and safety


•	 co-operate with the employer on health 


and safety


•	 tell someone – the employer, supervisor 


or health and safety representative – if 


it is thought the work or inadequate 


precautions are putting anyone’s health 


and safety at serious risk.


Further advice for businesses:


www.gov.uk/business


The Data Protection Act (1998)
This Act applies to personal information about an individual.


It is aimed at protecting the rights of the 


individual to privacy.  The Act is quite complex 


but there are basically eight common 


sense rules – known as the ‘data protection 


principles’.  They are:


•	 personal data should be processed fairly 


and lawfully 


•	 personal data should be held only 


for registered purpose/s and not be 


disclosed in anyway other than lawfully 


and within the registered purpose 


•	 personal data held should be adequate 


and relevant and not excessive for the 


required purpose 


•	 personal data should be accurate and 


kept up-to-date 


•	 personal data should not be kept for 


longer than is necessary 


•	 data must be processed in accordance 


with the rights of the data subjects 


•	 appropriate security measures must be 


taken against unauthorised access 


•	 personal data cannot be transferred to 


countries outside the European Union 


unless the country provides an adequate 


level of protection.


The Act also gives important rights to the 


person about whom data is held.  This includes 


the right to know what information is held, 


including information held by an employer, 


and the right to correct information that 


is wrong.  Compensation can be claimed 


through the courts if an organisation breaches 


this Act and causes damage, such as financial 


loss.  If it has, it is also possible to claim for 


distress caused as a result of the incident. 


If an organisation holds data on individuals, it 


must register under the Act.  Employees must 


also adhere to the Data Protection Act and 


the employer will have rules about this for you 


to follow.  The employer will be prosecuted 


if they break this law and if an employee is 


found to be negligent, he/she may be liable 


for prosecution too.


This link explains the principles of this Act and 


gives practical examples of how the principles 


apply in practice:


www.ico.gov.uk/for_organisations/data_


protection/the_guide.aspx


Further details:


www.gov.uk/data-protection/the-data-


protection-act



www.ico.gov.uk/for_organisations/data_protection/the_guide.aspx

www.ico.gov.uk/for_organisations/data_protection/the_guide.aspx
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The Freedom of Information Act (2000)
The Freedom of Information Act gives a person the right to ask any 
public body – such as local authorities and councils, hospitals and 
doctors’ surgeries, schools colleges and universities, the police - for 
all the information they have on a particular subject.


Everyone can make a request for information – 


there are no restrictions on age, nationality, or 


area lived in.


Unless there’s a good reason, the organisation 


must provide the information within 20 


working days. You can also ask for all the 


personal information they hold on you.  Some 


information might be withheld to protect 


various interests which are allowed for by the 


Act. If this is case, the public authority must say 


why they have withheld information.


There is often no fee attached to making a 


request under the Freedom of Information 


Act unless it is in excess of a certain cost limit. 


Administration charges, for photocopying and 


postage for example, may be levied at the 


discretion of the organisation. 


If a person asks for information on themselves, 


the request will be handled under the Data 


Protection Act.


Further information:


www.direct.gov.uk/en/


governmentcitizensandrights/


yourrightsandresponsibilities/dg_4003239


www.ico.gov.uk/for_organisations/freedom_


of_information.aspx


The Children Act (2004)
“The primary purpose of the Act is summarised as follows: to create 
clear accountability for children’s services, to enable better joint 
working and to secure a better focus on safeguarding children. An 
alternative ‘sound bite’ in relation to the underlying intention is ‘to 
maximise opportunities and minimise risks for all children’. ”   
Source: www.4bc.co.uk/articles/article/children-act-2004-by-isabelle-watson/


Background


The Children Act was designed to respond 


to Lord Laming’s findings that health officials, 


police and social services missed twelve 


opportunities to save the life of Victoria 


Climbié – due to a lack of information sharing.  


As there was a lack of joined up reporting, 


individual professionals were unable to gain 


a full picture of what was going on in a child’s 


life.


BBC news article on the timeline of Victoria 


Climbié’s death http://news.bbc.co.uk/1/


hi/uk/2062590.stm


www.ocr.org.uk



www.direct.gov.uk/en/governmentcitizensandrights/yourrightsandresponsibilities/dg

www.direct.gov.uk/en/governmentcitizensandrights/yourrightsandresponsibilities/dg

www.direct.gov.uk/en/governmentcitizensandrights/yourrightsandresponsibilities/dg

www.ico.gov.uk/for_organisations/freedom_of_information.aspx

www.ico.gov.uk/for_organisations/freedom_of_information.aspx

www.4bc.co.uk/articles/article/children

http://news.bbc.co.uk/1/hi/uk/2062590.stm

http://news.bbc.co.uk/1/hi/uk/2062590.stm
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The main provisions of the Act


It enables the government to create an 


electronic profile of every child in England, 


Scotland and Wales to make it easier to 


trace children across local authorities and 


government services.


It places a ‘duty to co-operate’ on all services 


who work to protect children.  Services include 


local authorities, the police, the probation 


board, the youth offending team, the Strategic 


Health Authority and Primary Care Trusts, 


Connexions partnerships, and the Young 


People’s Learning Agency.  This is designed 


to eliminate the risk of children ‘falling 


through the gaps’ due to lack of information 


sharing.  So, any agency that is aware of the 


maltreatment of a child – or the misconduct 


of a child’s legal guardian – should make their 


findings known to other agencies.


The Act also made provision for a Children’s 


Fund, which is designed to mitigate 


the poverty and financial hardship of 


underprivileged children or children whose 


family’s financial circumstances leave them 


disadvantaged.  The idea of the Children’s 


Fund is to ensure that children between 


the ages of five and thirteen attend school 


regularly, to help to reduce the risk of children 


between these ages committing crimes and 


to try to ensure these children have the best 


start in life.


Full information on this Act is available at:


www.legislation.gov.uk/ukpga/2004/31/


contents


This source also explains the Act in a very 


readable way:


www.workingwithkids.co.uk/childrens-act.


html


Working with children in any capacity 


you must know about, and follow, the 


principles of The Every Child Matters policy


The Every Child Matters policy


This was an outcome of the Children Act.  It 


applies to children and young people from 


birth to the age of 19 and is based on the idea 


that every child should have plenty of support 


throughout their life – regardless of their 


individual circumstances or background.  


Everyone who works with children in any 


capacity - teachers, social workers, social 


services, foster carers, hospitals, children’s 


homes, the police and voluntary groups or 


charities who work with children – should 


remember and put into action the principles 


of the policy.


Can you give example of ways in which 


you have encountered the five principles 


above?   Think about your school/college, 


extra-curricular activities, work experience 


and any voluntary work you have been 


involved in.


Part of the way the policy works is to get all 


the different groups of people who work with 


children to share information about how they 


can best promote the needs of children and 


help them gain the most out of life.


Full details of this and other related 


documents are free to download in pdf format 


at:


www.education.gov.uk/publications/standard/


publicationDetail/Page1/DFES-1109-2004


Another useful source can be found at:


www.workingwithkids.co.uk/every-child-


matters-policy-explained.html


Further details can be found by entering every 


child matters into a search engine.



www.legislation.gov.uk/ukpga/2004/31/contents

www.legislation.gov.uk/ukpga/2004/31/contents

www.workingwithkids.co.uk/childrens

-act.html

-act.html

www.education.gov.uk/publications/standard/publicationDetail/Page1/DFES

www.education.gov.uk/publications/standard/publicationDetail/Page1/DFES

www.workingwithkids.co.uk/every

-child-matters-policy-explained.html

-child-matters-policy-explained.html
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The Mental Health Act (2007)
This Act (which amends one created in 1983) says how a person 
with a mental disorder can be treated – and what his/her rights 
are.


What is a ‘mental disorder’?


•	 Words used in the law to describe 


someone who has:


•	 A mental illness


•	 A learning disability


•	 A personality disorder.


The law says when a person can be given 


treatment or taken into hospital (even if they 


do not want it), what their rights are and how 


those rights are protected.


The rights of a person with a mental 
disorder:


The people who give care and treatment 


should listen to the person’s views about their 


care and treatment.  


The views of other people involved in the care 


and treatment of the person must also be 


taken into account.  They may be:


•	 carers


•	 a named person (someone chosen by the 


person with the mental disorder to help 


them decide about care and treatment)


•	 a guardian (someone appointed by the 


court to make decisions if the person is 


unable to decide for him or herself )


•	 a Welfare Attorney (someone chosen by 


the person if he/she is too ill to make 


their own decisions).


www.ocr.org.uk


Copyright legislation
This information is from the document: 


Copyright: Basic Facts by the Intellectual 


Property Office. 


www.ipo.gov.uk/c-essential.pdf


Just buying a book, CD, video or computer 


program does not give you the right to 


make copies (even for private use) or play 


or show them in public. The right to do 


these things generally belongs to the 


copyright owner, so you will need their 


permission to use their material.


What is protected by copyright?


Copyright protects original literary, dramatic, 


musical and artistic works, published editions 


of works, sound recordings (including CDs), 


films (including videos and DVDs) and 


broadcasts.  The creator of the material has 


the right to control the way their work can be 


used.  Their rights cover such things as:


•	 copying


•	 adapting


•	 distributing


•	 communicating to the public by 


electronic transmission


•	 renting or lending copies to the public


•	 performing in public.


So copyright is a type of ‘intellectual property’ 


and, like physical property, cannot usually be 


used without the owner’s permission.  


What about computer programs and 
material stored in computers?


A computer program is protected as a literary 


work.  Converting a program into or between 


computer languages and codes counts as 


‘adapting’ a work – and storing any work in a 


computer involves ‘copying’ the work.  Also, 


running a computer program or displaying a 


work on a VDU will usually involve ‘copying’.



www.ipo.gov.uk

c-basicfacts.pdf
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Is material on the internet protected 
by copyright?


Copyright material sent over the internet 


or stored on web servers will usually be 


protected in the same way as material 


recorded on other media.  So if you want 


to put copyright material on the internet or 


distribute or download copyright material that 


others have put on the internet, you will need 


to make sure that you have permission from 


the people who own the rights in the material.


Does copyright have to be registered?


Copyright protection in the UK is automatic, 


so there is no registration system; there are no 


forms to fill in, and no fees to pay.


Does work have to be marked to claim 
copyright?


In some countries you must mark work with 


the international © mark followed by the 


creator’s name and the year of creation.  This 


is not necessary in the UK, but it may help if 


it’s necessary to take action against someone 


using the material without the owner’s 


permission.  Marking work in this way also 


gives automatic copyright protection in some 


foreign countries.  You could also include 


information about whether and how far you 


are happy for others to use your copyright 


material without permission.


Permission to copy or use copyright 
material


The permission of the copyright owner should 


be sought.  He/she may allow it to be used 


(free or for a fee) or may not give permission 


for it to be used.


However, you may be allowed limited copying 


of a work for non-commercial research and 


private study, criticism or review, reporting 


current events, judicial proceedings and 


teaching in schools. But if you are copying 


large amounts of material or making many 


copies, you may still need permission.  Also, 


you will need to include in your work an 


acknowledgement of the name of the 


copyright work and its author.


Crown copyright covers material 


created by civil servants, ministers and 


government departments and agencies. 


“It may be reproduced free of charge 


in any medium or format for research, 


private study or internal use within 


an organisation.  This is subject to the 


material being reproduced accurately and 


not used in a misleading context”.


Source: www.scotland.gov.uk/


CrownCopyright


What happens if copyright work is 
used without permission?


Using copyright material without permission is 


called ‘infringement of copyright’.  To save time 


and money the copyright owner may resolve 


the matter with the person who has infringed 


copyright but it may result in court action.  


Courts may issue an injunction – to the person 


using the material; or may make the person 


pay ‘damages’ for infringement.


Deliberate copyright infringement – especially 


on a large scale such as pirate or counterfeit 


copies of DVDs – is likely to involve the police 


or the local trading standards department. 


They will decide whether action, including 


possible prosecution, is justified.


Info on crown copyright:


www.direct.gov.uk/en/SiteInformation/


DG_020460


www.ocr.org.uk
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The Trades Descriptions Act (1968)
This Act was put in place to protect consumers when purchasing 
products and services.  


In general the Act states that traders must 


not mislead consumers. For example when a 


trader is describing a product or service they 


must be accurate in the description – where 


it was made, when it was made, what is was 


made of and who made it.


Also covered within the Trades Description Act 


are numerous regulations referring to the price 


of products. Traders must not indicate a price 


is lower than it actually is.


The Trade Descriptions Act 1968 used to be 


the most important piece of legislation aimed 


at protecting consumers from misleading or 


false description of goods.  Much of the Act 


has now been repealed and replaced by new 


legislation known as the Consumer Protection 


from Unfair Trading Regulations 2008 (CPRs) 


and the Business Protection from Misleading 


Marketing Regulations 2008.


As well as a general ban on unfair, misleading 


and aggressive commercial practices, the 


CPRs outlaw 31 specific offences and relates 


to business-to-consumer transactions.  Breach 


of the Regulations is a criminal offence 


punishable by a fine (currently up to £5,000) 


or imprisonment of up to two years. This gives 


a more comprehensive framework for dealing 


with sharp practices and rogue traders.


The Business Protection from Misleading 


Marketing Regulations covers business-to-


business transactions and prohibits advertising 


that misleads traders.


Further information:


www.gov.uk/government/topics/consumer-


rights-and-issues


The Consumer Protection (Distance Selling) 
Regulations (2000 as amended in 2005)
Many people buy goods and services over the internet, by phone 
or by mail order.


These are all examples of distance selling.  


An increasing range of goods and services 


are available to consumers in these ways.  


Businesses that sell by distance need to 


comply with this Act – sometimes referred to 


as the DSR.


The purpose of this legislation is to:


•	 give consumers confidence to buy goods 


and services where there is no face to 


face contact with the seller, and;


•	 to ensure that all traders selling at a 


distance in the normal course of their 


business meet certain basic requirements.


Full details can be found here:


www.legislation.gov.uk/uksi/2005/689/


contents/made


Further information can be found from the 


Office of Fair Trading:


www.oft.gov.uk/shared_oft/business_leaflets/


general/oft698.pdf


www.ocr.org.uk
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The Consumer Credit Act (1974)
“An Act to establish for the protection of consumers a new system, 
administered by the Director General of Fair Trading, of licensing 
and other control of traders concerned with the provision of 
credit, or the supply of goods on hire or hire-purchase, and their 
transactions, in place of the present enactments regulating 
moneylenders, pawnbrokers and hire-purchase traders and their 
transactions; and for related matters.” 
Source: http://www.legislation.gov.uk/ukpga/1974/39


This Act requires most businesses that lend 


money to consumers or offer goods or 


services on credit to be licensed by the Office 


of Fair Trading.  The licence may be suspended 


or taken away in the event of irregularities.  


Trading without a licence is a criminal offence 


and can result in a fine and/or imprisonment.  


The Act also regulates in which consumer 


credit licensees carry on business.  For 


example, there are rules on what may be taken 


as security, limits the ways in which credit 


organisations can advertise and gives the 


county courts the ability to get involved in the 


case of unfair credit agreements.


This Act gives protection to consumers 


including withdrawing from a credit 


agreement and early settlement of the debt.


Full details to be found here:


www.legislation.gov.uk/ukpga/1974/39/


contents


The Act (1974) was amended by the Consumer 


Credit Act (2006).


This Act updates and amends the previous Act 


and establishes a fairer, more transparent and 


competitive credit market.


It does this by:


•	 strengthening consumer rights by 


enabling consumers to challenge unfair 


lending agreements and making it 


possible for disputes to be resolved more 


easily


•	 improving consumer credit regulation 


by improving the licensing system for 


consumer credit businesses, requiring 


consumers to be given minimum 


standards of information


•	 increasing the effectiveness of regulation 


by extending protection to all types of 


consumer credit.


Full details:


www.legislation.gov.uk/ukpga/2006/14/


contents 


https://www.gov.uk/government/


publications/consumer-credit-regulations-


guidance-on-implementing-the-consumer-


credit-directive


Further information can be found from the 


Office of Fair Trading:


www.oft.gov.uk/about-the-oft/legal-powers/


legal/cca/


Further information about consumer rights – 


and the responsibilities of businesses – can be 


found here:


www.gov.uk/consumer-protection-rights


Local Authority Trading Standards services 


protect consumers and honest traders by 


ensuring that trade is carried out lawfully, fairly 


and safely:


www.tradingstandards.gov.uk


Consumer Direct is the government-funded 


consumer advice service. It offers information 


and advice on problems with goods and 


services, energy and post.


http://www.adviceguide.org.uk/england/


consumer_e.htm


www.which.co.uk/consumer-rights


http://whatconsumer.co.uk


www.ocr.org.uk



www.legislation.gov.uk/ukpga/1974/39/contents

www.legislation.gov.uk/ukpga/1974/39/contents

www.legislation.gov.uk/ukpga/2006/14/contents

www.legislation.gov.uk/ukpga/2006/14/contents

www.oft.gov.uk/about

www.which.co.uk/consumer

http://whatconsumer.co.uk
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The Companies Act (2006)
Companies Acts governing how UK limited companies operate 
have existed for over 150 years in various forms.


The Companies Act (2006) is the latest 


legislation to update and modernise company 


law to make it easier to set up and run a 


company both now and in the future and to 


allow companies greater flexibility in how they 


operate.  


One intention of this Act is that the starting 


point for company law should be small 


companies - this is known as the ‘Think Small 


First’ approach – to encourage small and 


medium sized companies to operate in the 


UK.  (There are additional provisions for larger 


companies where necessary.) 


Companies can choose to make more use 


of electronic methods.  Resolutions can 


be circulated by email or other electronic 


methods, with shareholder agreement.  This 


will speed up the decision making process 


so that most small businesses will be able 


to make most shareholders’ decisions more 


quickly without the need for a general 


meeting.  


Private limited companies no longer need to 


have a company secretary, an authorised share 


capital nor hold an Annual General Meeting.   


 


 


Company directors’ duties are clarified; 


directors must now be at least 16 years 


old and directors are no longer required to 


publish their residential address for all to see.  


A director’s private address will be held as 


protected information at Companies House.


The Memorandum of Association is now an 


historic document recording the facts at the 


time of incorporation; the Articles will set out 


the principles covering the way the company 


conducts its business.    Private companies 


may now, if they wish, use default model 


Articles of Association which are set out in 


clearer language.


Full details:


www.legislation.gov.uk/ukpga/2006/46/


contents


For further details:


www.berr.gov.uk/files/file42262.pdf


www.gov.uk/company-and-partnership-law--2 


www.companieshouse.gov.uk


Criminal Records Bureau checks
The Criminal Records Bureau (CRB) helps employers in England and 
Wales make safer recruitment decisions.  


You may be asked to apply for a criminal 


record check for jobs in which you will be 


working with children or vulnerable adults 


or in healthcare.  You can refuse to have a 


criminal record check carried out. However, 


there are some jobs for which a CRB check is 


required by law. In that instance, if you refuse 


the check your employer won’t be able to take 


your job application any further.


A vulnerable adult is someone over 18 


who has, or may need, help with their 


everyday living tasks.  This includes:


•	 disabled people who have physical or 


sensory impairments


•	 those with learning difficulties or who 


experience mental illness or emotional 


distress


•	 frail older people.


For a guide to eligibility for criminal record 


checks use this link: 


www.gov.uk/government/uploads/system/


uploads/attachment_data/file/260319/DBS_


guide_to_eligibility_v2.2.pdf


If you do need a criminal record check, your 


prospective employer will let you know and 


tell you what to do next.  The CRB check 


searches your details against criminal records 


and other sources, including the Police 


National Computer.   It will either confirm you 


don’t have a criminal record or it will list any 


relevant convictions, cautions, reprimands and 


warnings.  You, and your employer, will see the 


results of your search.  Whatever the results, 


your employer will decide whether they can 


still employ you.



www.legislation.gov.uk/ukpga/2006/46/contents

www.legislation.gov.uk/ukpga/2006/46/contents

www.berr.gov.uk/files/file42262.pdf

www.companieshouse.gov.uk





Legislation26 Legislation 27


www.ocr.org.ukwww.ocr.org.uk


Further details on the CRB:


www.gov.uk/government/organisations/


disclosure-and-barring-service


CRB checks must comply with the Data 


Protection Act.  Further details can be found 


here:


www.gov.uk/government/uploads/system/


uploads/attachment_data/file/152794/Code_


of_Practice.pdf


The Disclosure and Barring Service (DBS) is 


responsible for maintaining lists of people who 


are barred from working with children and/


or vulnerable adults. A person who is barred 


by the Disclosure and Barring Service will be 


breaking the law if they work or volunteer, or 


try to work or volunteer, with those groups. An 


organisation that knowingly employs a barred 


individual to work with children or vulnerable 


adults will also be breaking the law.


Further details on the Disclosure and Barring 


Service:


www.gov.uk/government/organisations/


disclosure-and-barring-service


This BBC news story gives the background to 


why a system of ‘vetting and barring’ was set 


up for people who apply to work with children 


and vulnerable adults.


http://news.bbc.co.uk/1/hi/uk/8156124.stm


The Disclosure and Barring Service 
(applicable from Nov 2012), as this 


will be relevant for learners accessing work 


placements.


There have been criticisms of the vetting and 


barring system (VBS) as it was thought to be 


a disproportionate response to the risk posed 


by a small minority of people who wished to 


commit harm to vulnerable people. Following 


a thorough review in February 2011, a number 


of its recommendations have been built in 


within the Protection of Freedoms Bill.   


The government has made commitments 


to scale vetting and barring services back to 


‘common sense’ levels – continuing to help 


safeguard children and vulnerable adults 


but reducing the burden on employers and 


respecting the civil liberties of the individual.


The Criminal Records Bureau and Independent 


Safeguarding Authority will be merged and 


a single, new non-departmental public body 


created.  This will be called the Disclosure and 


Barring Service (DBS) – to be operational by 


November 2012.


For further details:


www.homeoffice.gov.uk/crime/vetting-


barring-scheme/


Other Acts and Regulations
Sale of Goods Act (1979) 


This Act relates to problems consumers may 


face when making purchases from shops, 


online or by mail order.  Goods supplied by 


traders must be ‘as described’, ‘fit for their 


purpose’ and of ‘satisfactory quality’.   If they 


are not safe, durable and free from faults and 


defects, the consumer could have the right to 


a refund, repair or replacement.


Supply of Goods and Services Act 
(1982)


This Act aims to protect consumers against 


bad workmanship or the poor provision of 


services.  It covers contracts for work and 


materials, as well as contracts for services 


where there is no physical contract – for 


example, going to the hairdressers.


It also says that, unless a specific date is agreed 


for a service to be provided, it must be carried 


out within a reasonable time and a reasonable 


cost (unless the time-frame and cost have 


been specifically agreed). 


Sale and Supply of Goods to Consumer 
Regulations (2002)


This Act amended the Sale of Goods Act 1979 


and the Supply of Goods and Services Act 


1982. It added that manufacturers’ guarantees 


were a contract between consumers and 


manufacturers.


It also says that, if a product goes wrong 


within the first six months, the onus is on the 


seller to prove there’s not a fault, rather than 


on the consumer to prove that there is one.



http://news.bbc.co.uk/1/hi/uk/8156124.stm

www.homeoffice.gov.uk/crime/vetting
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The Consumer Protection Act (1987)


The Sale of Goods Act provides protection 


against goods which are of poor quality.  If a 


product is unsafe, the Consumer Protection 


Act provides information about consumers’ 


rights. 


To make a successful claim for damages or 


compensation as a result of using an unsafe 


item, the consumer doesn’t have to prove 


that the supplier was negligent but does have 


to prove the defect, that damage has been 


caused (death, personal injury, damage to 


private property in excess of £275), that the 


damage was caused by the defect and that 


the producer of the product can be identified.


The consumer must have been using the 


product only for the purposes for which it 


was reasonably intended and must not have 


ignored any safety instructions that were 


given.  Also if the product was marketed for 


expert or experienced users, a novice would 


have no-one to blame but themselves if 


damage was caused.


www.ocr.org.uk


Unfair Terms in Consumer Contract 
Regulations (1999)


These regulations (UTCCRs) protect consumers 


against unfair standard terms in contracts 


they make with traders.  Terms, for example 


the price and details of the product or service 


must also be expressed in plain language.  The 


Office of Fair Trading, and certain other bodies 


such as the Financial Services Authority (FSA), 


can take legal action to prevent the use of 


such terms.


www.oft.gov.uk/about-the-oft/legal-powers/


legal/unfair-terms


Unfair Contract Terms Act (1977)


Transactions between businesses are covered 


by the Unfair Contract Terms Act 1977 (UCTA).  


In general, businesses are assumed to be free 


to enter into whatever contracts they agree 


between themselves.


However, the UCTA places a number of 


restrictions on the contract terms businesses 


can agree to.  Specifically, it lays down rules for 


the ways in which the businesses selling the 


goods or services can use exclusion clauses 


to limit liability in certain areas. The business 


selling isn’t allowed to exclude liability for:


•	 death or injury - under any circumstances 


•	 losses caused by negligence - unless to 


do so is ‘reasonable’ 


•	 defective or poor quality goods - unless 


to do so is ‘reasonable’.


The UCTA doesn’t define precisely what is 


meant by ‘reasonable’, but courts will usually 


take into account:


•	 the information available to both parties 


when the contract was drawn up 


•	 whether the contract was negotiated or 


in standard form 


•	 whether the buyer had the bargaining 


power to negotiate better terms.



www.oft.gov.uk/about
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OCR Resources: the small print
OCR’s resources are provided to support the teaching of OCR specifications, but in no way constitute an endorsed teaching method that is 
required by the Board and the decision to use them lies with the individual teacher.   Whilst every effort is made to ensure the accuracy of 
the content, OCR cannot be held responsible for any errors or omissions within these resources. 


© OCR 2013 - This resource may be freely copied and distributed, as long as the OCR logo and this message remain intact and OCR is 
acknowledged as the originator of this work.


OCR acknowledges the use of the following content:
•	Page	5	–	gavel:		Andrey	Eremin/Shutterstock.com	•Page	6	–	legislation	text:	Constantine	Pankin/Shutterstock.com	•Page	8	–	equality:	
StockThings/Shutterstock.com	•Page	10	–	health	and	safety	symbols:	Barry	Barnes/Shutterstock.com	•Page	12	–	filing	cabinet:	Kameel4u/
Shutterstock.com	•Page	13	–	children:	Gladskikh	Tatiana/Shutterstock.com	•Page	14	–	hand	in	hand:	DVARG/Shutterstock.com	•Page	16	–	
head	with	puzzle	pieces:	D	K	Stewart/Shutterstock.com	•Page	17	–	copyright	stamp:	Arcady/Shutterstock.com	•Page	18	–	CDs:	ruzanna/
Shutterstock.com	•Page	19	–	copyright	symbol:	mstanley/Shutterstock.com	•Page	20	–	bright	shopping	bags:	Michael	Flippo/dreamstime.
com	•Page	21	–	iPad	and	shopping	trolley:	Discovod/Shutterstock.com	•Page	23	–	credit	cards:	Carsten	Reisinger/Shutterstock.com	•Page	
25	–	magnifying	glass:	Vitaly	Korovin/Shutterstock.com	•Page	26	–	fingerprint:	Kjpargeter/Shutterstock.com	•Page	27	–	justice	scales:	
graphixmania/Shutterstock.com	•Page	28	–	broken	TV:	adapted	from	Hilch/Shutterstock.com	and	Pil76/Shutterstock.com	•Page	29	–	
fountain pen: Vladimir Koletic/Shutterstock.com


To give us feedback on, or ideas about the OCR resources you have used, email resourcesfeedback@ocr.org.uk


Finding out about other legislation
If you’d like to find out more about the Acts or other regulations 
covered in this guide, you might like to start your research using:


GOV.UK is the website for the UK government:


www.gov.uk


Online resource for businesses and self-


employed:


https://www.gov.uk/business


Department for Business, Innovation and Skills 


(BIS):


www.gov.uk/government/organisations/


department-for-business-innovation-skills


The service provides free, independent, 


confidential and impartial advice to everyone 


on their rights and responsibilities:


www.citizensadvice.org.uk


Further information on health and safety at 


work:


www.worksmart.org.uk/rights/health_and_


safety


Further information on child protection 


legislation can be found here:


www.nspcc.org.uk/Inform/research/briefings/


child_protection_legislation_in_the_uk_


wda48946.html


Use relevant keywords in a search engine to 


find further information but look carefully at 


the list of results.  The first ones in the list may 


be adverts.  The information on those sites 


may be useful – but you may have to pay for 


the information offered.  If the site is operating 


commercially, the information provided 


may not be as unbiased and impartial as 


the information you may find on sites about 


legislation such as those from government 


sources and well established recognised 


organisations.  



www.citizensadvice.org.uk

www.worksmart.org.uk/rights/health





understanding  


learning  


guidance  resources  


communication  industry 


knowledge  skills  employment  


training  education  


qualification understanding  


learning  guidance  resources  


communication  industry 


knowledge  skills  


employment  training  


education  qualification 


understanding  


learning  


CONTACT US
Staff at the OCR Customer Contact Centre are available to take your 


call between 8am and 5.30pm, Monday to Friday. 


We’re always delighted to answer questions and give advice.


Telephone 01223 553998


www.ocr.org.uk
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This guide on managing projects has been produced by OCR to 
help you understand the skills and techniques you will need to 
develop, practise and use in progressing your career. This guide 
has not been written to accompany a specific qualification but 
focuses on project management skills that relate to many areas 
of both education and work environments. Other skills guides are 
available at www.ocr.org.uk.
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Disclaimer


Please note that whilst every effort has been made to ensure the accuracy of 


the content, OCR’s resources are provided for general information purposes 


only to be used at the discretion of practitioners and centres. The resources 


are provided for guidance purposes only and do not constitute an endorsed 


teaching method that is required by the Board.   


OCR shall not have any liability whatsoever for any losses, including losses for 


any misinterpretation, or subsequent impact howsoever caused. 


What is project management?


A project is different from ongoing activities in that it 
occurs over a set period of time with a clear endpoint 
as its objective. It has a beginning, a middle and an end, 
after which the project is concluded and the output(s), 
resources and knowledge are taken onto other activities. 
For this reason, projects are said to have a lifecycle, with 
milestone events at the end of each stage or part of a 
stage that mark significant progress towards achieving 
the project’s objective.  


Projects are typically driven by the need to deliver 
the desired outcome, to the level of quality required, 
while meeting the limitations of cost, time and scope. 
Each of these factors is usually defined by the project 
stakeholders. 


The stakeholders are those with responsibility for 
delivering the wider programme of work within which a 
project sits or have a formal interest in the project being 
completed successfully. So the stakeholders for a project 
to launch a new fashion line might be the owners of 
the fashion house, the retailers who sell the product, 
the representatives of the celebrity who is the face of 
the fashion house and the financial backers who have 
invested in the product.     


To successfully manage a project, you need to use a 
logical and organised approach to set out what you want 
to achieve, how you will know when you’ve achieved it 
and what is the most sensible way of getting there. This 
last point means thinking about the order in which you 
need to do things, the resources you will need and how 
you will make all of the activities happen in the right 
order and at the right time.  


Project management means using a structured approach to achieve a 
specific goal or objective. This could be a product or a service, a piece 
of written work or an event, anything you can think of in fact. Project 
management is not limited by the nature of the final outcome; it can be 
used in any context. 


RESOURCES


PEOPLE
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TOOLSKNOWLEDGE
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The key person on the project team is the project 
manager. They might not be the person with the most 
expertise or who will do the most work on the project; 
their responsibility is to organise and control the project 
itself and make sure everyone is doing their tasks to the 
agreed timescales. In a business context, the project 
manager’s role can be to represent the client’s needs and 
ensure that these are met over the course of the project. 
For this reason, and also to ensure that the project’s 
stakeholders are kept informed, the project manager 
needs to have good communication skills. 


An example of the project team structure for an IT 
project like rolling out tablet PCs to a team might look 
like this;


The interactions and activities of each member of the project team at different stages of the project will be different. 
Using the example on the previous page, can you suggest who might be involved in the different activities listed 
below?


Activity Project team members involved


Project scoping – what is the 
project trying to achieve?


Project constraints – what are 
the limitations (refer to the 
project management triangle 
on page 5)


Getting quotes from suppliers


Issuing contracts


Getting the end users ready 
for rollout


Resolving a problem around a 
delayed delivery date for the 
hardware


Making sure what has been 
delivered is of good quality


Making arrangements for 
ongoing support of the end 
users


Closing down the project


Getting the project team to work together effectively can be a challenge, so do have a look at the communications 
skills guide (available at www.ocr.org.uk) if you’d like more information on effective team working.  


The project team
The project team is the group of people who will be working on the 
project. These might be colleagues within a workplace, other students 
in your class or people in other organisations. Their role might be big or 
small but if their input is required to deliver the project, then they are on 
the project team. 


www.ocr.org.uk


PROJECT MANAGER


DIRECTOR AS 
STAKEHOLDER 


REPRESENTATIVE


EXTERNAL 
SUPPLIER 


INTERNAL 
TECHNICAL 
SUPPORT 


END USER GROUP 
REPRESENTATIVE


TRAINING TEAM 
REPRESENTATIVE


PROCUREMENT 
MANAGER



www.ocr.org.uk

www.ocr.org.uk

www.ocr.org.uk

www.ocr.org.uk





Managing Projects8 Managing Projects 9


www.ocr.org.uk www.ocr.org.uk


Project scoping is the stage of the project where you 
research what the product of the project should look 
and feel like, together with what will be delivered as 
part of the project (in scope) and what won’t (out of 
scope). When defining a project, it can be useful to use 
the project management triangle to ensure that you are 
clear on what will be delivered by the project (scope), 
the maximum amount it can cost (budget), the time it 
will take and what level of quality should be achieved. A 
simple example of making a drink in an office is shown 
below. 


Scope – To make a hot drink (tea or coffee) for the five 
people in the team before our meeting starts. This will 
include going to buy milk from the shop downstairs. Out 
of scope – Washing up dirty mugs as this takes too long 
or making filter coffee as the percolator is broken. 


Budget – £0.50 to buy milk. 


Time – The meeting starts in ten minutes and the team 
can’t be late. It takes four minutes to get to the shop and 
back.


Quality – The beverages should be drinkable and 
reflect everyone’s personal preference for milk and/or 
sugar. Drinks that reflects everyone’s personal preference 
on strength would be nice but is not essential. 


It is very important that the project’s scope is as clearly 
defined as possible as anything that is not clear has the 
potential to cause confusion, misunderstanding and 
costly mistakes as the project progresses. So a project 
scope that reads; 


‘To deliver a new way of making sure that clients receive 
the right care while at the day centre.’ 


Might be interpreted by one person as meaning;


‘To be friendlier, do more activities and talk to clients 
when they are at the day centre.’


Or by another person as; 


‘To have a process that logs clients’ medication and 
personal care needs and ensure that these are met while 
they are at the day centre.’


While another person might assume that it meant;


‘To undertake activities that mean that client satisfaction 
survey results are improved’.


Can you imagine how long it might take to unpick all of 
these assumptions once a project is underway and the 
expensive or time costly mistakes that might be made 
in the mean time? This is why it’s really important to 
ask lots of questions at the early stages of a project and 
throughout to ensure that everyone is working to the 
original objective. Stick it up on the wall or set it as your 
screensaver if it helps!


You will have seen that you need to do thorough 
research in order to complete a project scoping exercise 
effectively. For more information on research, read OCR’s 
research skills guide, which is available at www.ocr.org.
uk.


Project scoping
When managing a project, it is very important to have a clear definition 
of what you are trying to achieve and how you will know when you 
have successfully achieved it. Not having a clear definition could lead 
to confusion within the team on what you are trying to achieve or the 
finished outcome not being fit for purpose. 


Project planning and timescales means allowing 
enough time for each stage, looking at availability of 
resources (managing workloads/tasks) and thinking 
about external factors, like a submission deadline.


This can be a challenging exercise to complete as 
you might not know how long a particular piece of 
work might take and there are often lots of tasks to fit 
together. There are tools to help you though and often 
the best way of getting started is to break the project 
down into a list of all the tasks that are needed to deliver 
the project, so you can see what has to be done and 
start to group them into a logical order. 


Once you have defined all of the tasks that are needed, 
you need to arrange them into a logical order. What 
are the most important elements that have to be 
completed and which are less important? What has to 
be completed first and which tasks require another task 
to be completed before they can start? Do the tasks fall 
into logical groups of common activities? Can any tasks 
be worked on at the same time? How long will each task 
take?


Then you need to think about the resources (people, 
materials and equipment) that are needed to complete 
each task. Who has the skills and knowledge to complete 
the task? Are they available to do the work? Do you 
need to buy in the services of someone from another 
company?


Once you have all of this raw information, you might like 
to use a project management tool to help you assemble 
it all into a plan. 


www.ocr.org.ukwww.ocr.org.uk



www.ocr.org.uk

www.ocr.org.uk

www.ocr.org.uk

www.ocr.org.uk

www.ocr.org.uk

www.ocr.org.uk





Managing Projects10 Managing Projects 11


www.ocr.org.uk www.ocr.org.uk


Project management tools
There are lots of project management tools available but none are 
essential; the important thing is to use the right tool for the job and the 
people involved. What is the simplest means of setting up and tracking 
the project effectively, so that everyone on the project team can access 
and understand it?
You might use a spreadsheet with the tasks listed in one 
column, followed by the person who is responsible for 
the task and the start and end date. You can use colour 
coding to help to identify tasks owned by different 
people or to mark when they have been completed. 


The Microsoft Project (MSP) package will allow you to 
input the information mentioned above and help you 
to manage the project. The package has lots of useful 
functions but perhaps its most useful feature is the Gantt 
chart. Using the information entered, MSP will produce 
a Gantt chart to provide a visual representation of the 
project. A key feature is the grouping of the tasks into 
phases with the links between each task and phase 
shown, together with percentage completion figures for 
each task, as entered by the project manager. A Gantt 
chart can be a useful tracking and reporting tool if the 
information behind it is reviewed and updated regularly 
to ensure that it is an accurate representation of the 
project.  


As well as tools, there are different project management 
methodologies that can be used to manage a project. 
Their use varies across different industries and each has 
its own advantages. Your job as project manager is to 
decide what type of tools and methodologies best suit 
the project that you are working on, bearing in mind 
the questions at the start of this section. Some different 
methodologies are explained on the next page. 


Critical path analysis (CPA) is a way of processing the 
basic project information mentioned above, namely 
all the tasks that need to be completed, the shortest 
possible time each will take and the dependencies 
between the tasks.


Dependencies means the essential links between one 
task and another, so in our drinks example, you could 
not pour the water into the tea cup until the kettle had 
boiled, so the first task is dependent upon the second 
task having been completed.


The critical path is then calculated by separating the 
tasks into those that are sequential, i.e. have to be 
completed in a sequence due to the dependencies that 
have been identified, and those that are float or parallel, 
i.e. have no dependencies and can be completed at any 
time within a stage of the project without impact on the 
final output. Critical path analysis is often presented on a 
circle and arrow diagram to visually represent each task 
and its dependencies. 


CPA is useful as it has a strong focus on achieving 
the project’s objective and is particularly effective for 
complex projects. However, its focus on the shortest 
time that each task will take is sometimes not realistic 
and replanning is required if a task overruns. 


Another way of managing and presenting a project is a 
work breakdown structure, which uses a tree structure 
that subdivides the project down into the tasks and sub-
tasks required to deliver a project. This facilitates resource 
and work package allocation but the breakdown of tasks 
can be taken to a micro-management level and result in 
a plan that is enormous and hard to use. 


You might like to research other project management 
methodologies to expand your toolkit of project 
management techniques and resources. Have a look at 
PRINCE2 and Agile to get started and see what else you 
can find. 



www.ocr.org.uk

www.ocr.org.uk





Managing Projects12 Managing Projects 13


www.ocr.org.uk www.ocr.org.uk


A risk is a problem 
that might arise and 
affect the project 
but has not actually 
done so yet. It is 
hypothetical. 


An issue is a ‘live’ 
problem, a risk that 
has materialised and is 
causing a problem that 
needs to be resolved in 
order to keep the project 
on track. 


Live issues are recorded 
on the register so progress 
towards a resolution is 
recorded and it can be 
used as a reporting tool for 
the project team. 


Quality assurance
We have already mentioned how quality is a key factor in the success of 
a project but what does this mean? 
A good quality care plan has little in common with a 
good quality mobile phone at first glance but a general 
definition could be that both are fit for the purpose that 
they are intended for and meet their user’s requirements. 


When scoping a project, you need to be more specific 
than this in order to ensure that everyone shares the 
same understanding of what level of quality the project 
needs to achieve and the project is defined accordingly. 
So you need to ask lots of questions of all the 
stakeholders involved in the project and research what 
the end user (the person or people who will be using the 
product of the project) requirements are. 


Cost, time and resources will place limitations on the 
level of quality that can be achieved but your objective 
should be to deliver the best quality outcome possible 
within the confines of these factors. 


So how do you test the level of quality that has been 
achieved within the project? If you do not review the 
quality of the product until the very end of the project 
then there may not be time, budget or resources to 
address any problems and it will be harder to do this 
than if quality is reviewed and addressed as an ongoing 
part of the project. When planning your project, it is 
therefore sensible to build in quality review activities 
at the end of each milestone stage so issues can be 
identified and addressed before commencing the next 
stage. 


It is also important to think about who is the best person 
to quality assure the project. An existing member of 
the project team who has already worked on the tasks 
in question might not be objective enough to critically 
assess their own work or that which they already have 
had sight of. You may have experienced this when 
reviewing your own writing, as it’s hard to set aside the 
assumptions you made when first producing the work 
and look at it with fresh eyes. Therefore it is best practise 
to bring in a quality assurer who has not previously 
worked on the project to review the product against the 
original project brief and provide feedback to the team.  


To help the quality assurer do their job, you might 
need to prepare a test plan so they can assess how the 
product performs against specific criteria. For more 
information on testing, have a look at our testing skills 
guide, which is available at www.ocr.org.uk. 


Once the quality assurance checks have been 
completed, there may be some issues to deal with, 
where the quality of the product does not meet the 
desired level. Some issues may be simple to fix but 
others may require more time, budget and/or resources 
than are planned. In this instance it is important to 
communicate with the project team and stakeholders 
to make them aware of the situation, discuss options 
and ultimately seek a resolution with the approval of the 
stakeholders. 


Reporting


Communication can sometimes be forgotten when 
problems arise but it is more important than ever to 
keep everyone informed as promptly as possible. This is 
because the team needs to come together to solve the 
problem and stakeholders need to be aware that they 
may need to make decisions that change the project in 
some way in order to bring it back on track. 


TIP


If you are having to report a problem, stick to the facts 
and avoid blame, as this is not helpful in resolving the 
issue. The time to look at what went wrong and how it 
could be avoided in future is at the end of the project, 
as part of a lessons learned exercise.


A report that is used when a problem arises can be 
called an exception report, as it is needed in exceptional 
circumstances, i.e. has not been anticipated in the 
project plan.  This should have a very clear focus on 
what needs to be done to resolve the situation and the 
decisions and actions that are required to do this, as well 
as the impact on the project as a whole.


The other type of reporting that is key to project 
management is standard progress tracking reporting 
and recording of decisions. This is used to assess the 
progress of the project against the original plan and 
keep the project team and stakeholders informed of the 
project status. You might use your MSP plan to produce 
these reports or a template that you have produced 
for the project. The key thing to think about is what 
information does the audience need and what is the 
best way of presenting it? 


Whatever type of reporting you choose to use, the 
content (what information is included and what is left 
out), frequency (how often it is sent out) and circulation 
(who receives it) should be agreed at the start of the 
project and stuck to. 


Reporting can also take place in meetings with key 
stakeholders and/or members of the project team so 
there is an opportunity to discuss the progress of the 
project, any deviations from the plan and any risks or 
issues that have arisen.


We have just looked at communicating with the project team and 
stakeholders in exceptional circumstances to resolve an issue and this is 
a key part of managing a project successfully. 


A project management tool 
that can help to manage 
risks and issues is a risks 
and issues register, where 
risks are listed and potential 
solutions identified so there 
is a plan in place if a risk 
becomes an issue. 


A risks and issues register can be 
a key part of a lessons learned 
exercise at the end of a project 
as learning for future projects 
can be taken from the risks that 
did not materialise and the 
issues that did, together with 
how they were resolved.  
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Completing a project
As the project nears completion, it is important to not just focus on 
getting over the finish line but think about how the project’s final 
outcome will be handed over. 


When planning a project, it is important that the project 
team agrees on what type of meeting structure and 
schedule is appropriate to ensure that everyone can 
access the support they need to perform their roles. 
You will need to think about the geographic location 
of the project team members, the cost associated 
with attending meetings (billable hours and travel 
expenses for example) and who is needed for each 
meeting. Different meeting sub-teams or an agenda 
that allows team members to attend for the bits that are 
relevant to them might be more productive, as having 
everyone sitting in long meetings takes time away from 
completing actual project work. 


When arranging meetings, think about using tele- or 
video-conferencing if facilities are available to save on 
travel costs and time.


When a project critical issue arises, a meeting may 
be required to get everyone together to focus on the 
problem and agree a resolution. Getting time in diaries 
can be difficult at short notice so the project manager 
will need to decide who absolutely has to be there and 
ask them to change plans accordingly (tele-conference 
in or cancel a prior arrangement) for a serious issue.  


The ultimate aim of reporting is to ensure that, as far as 
possible, there are no surprises over the course of the 
project. Everyone who needs to be kept informed, has 
the right information at the right time and unforeseen 
circumstances are dealt with quickly and effectively. 


Reporting also serves as a record of what has happened 
over the course of the project lifecycle, giving visibility of 
the decisions that have been made and the reasoning 
behind them. A good reporting structure that has been 
followed by all members of the project team can provide 
the basis for a lessons learned report, avoiding the need 
to spend time trying to remember what has happened 
over the course of the project. Key details from long and/
or complex projects can easily be forgotten by the time 
the end of the project is reached so real-time reporting is 
important to ensure that this information is not lost. 


The form that this might take will depend on the nature 
of the product but examples could be:


•	 The handover of a new drug regime from 
development and testing to delivery and use by 
patients. 


•	 The handover of a customer service e-mail service 
from an in-house team to an outsourced function. 


•	 The handover of a suite of e-learning materials from 
development to promotion and distribution. 


Whatever the context, you will need to identify the 
relevant people, e.g. the end users, marketing team 
or other key stakeholders, obtain a representative and 
confirm the handover plan (which should be part of your 
project plan, but may need updating as project closure 
approaches) in advance of project completion. 


It is in the interests of all members of the project team to 
make sure that the outcome of all their hard work goes 
on to have a useful purpose as an endorsement of their 
skills and efforts! Wouldn’t you be disappointed if a piece 
of work you’d done was not fully appreciated or chucked 
in the bin?


Once a project has been completed and the project 
team have moved on to new activities, it can be 
tempting to consign the project to the past and not 
take the time to reflect on what has happened. But 
this is a big mistake as there is always learning that 
can be applied to future projects; saving time, cost or 
preventing issues from affecting the project. As a project 
manager, learning lessons from each project you do will 
help you to work more efficiently too. 


When thinking about what has been learned from a 
project, it can be helpful to group action, decisions and 
events into one of two groups; what went well (WWW) 
and even better if (EBI). The WWW group covers positive 
and useful things that happened, either as a result of 
a deliberate action e.g. a regular meeting schedule or 
unintentionally e.g. getting help from a colleague not on 
the project team to proofread documents to check for 
clarity and errors. The EBI group covers things that could 
have been done more effectively. 


As mentioned in the previous section, the reports you 
have completed over the course of the project can help 
you to recall the things that happened so you can pull 
out lessons learned from each stage. You might also 
like to use a lessons learned log over the course of the 
project, setting it up at the beginning to make a note of 
WWWs and EBIs as they happen. 


At the end of the project and if possible, arrange a final 
meeting of the project team, including stakeholders, 
to get their views on what lessons can be learned from 
the project. The project manager needs to structure the 
meeting and keep everyone focussed, as it can be easy 
to get bogged down in detail and lose focus on the key 
learning.


Everyone will need to remember that the lessons learned 
exercise is not about blame but about identifying ways 
of doing things better in the future.   


The lessons learned can be collated into a report based 
around the lessons learned log, with recommendations 
on how each WWW or EBI can be taken forwards. In 
order for the recommendations to be carried out, they 
must have an identified owner who is responsible 
for carrying out the recommendation. The senior 
stakeholder may take responsibility for the overall 
ownership of the lessons learned or they may be 
incorporated into a wider programme of quality 
improvement. 


As a project manager, you may find it helpful to revisit 
lessons learned reports when you are planning a new 
endeavour to identify relevant points that can help 
you in planning and executing the project. Your career 
in itself is a project lifecycle of activities, learning and 
improvement!
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This referencing guide has been produced by OCR to help 
you to reference assessments in your chosen qualifications 
accurately.  This guide has not been written to accompany 
a specific qualification but contains general advice on 
referencing, at a basic and more advanced level. Other skills 
guides are available at www.ocr.org.uk.
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What is referencing?
Referencing is the process of acknowledging the work of other 
authors.  When you have used the words and ideas of another author 
in an assignment, referencing is the process of acknowledging that 
use.  


Contents
What is referencing?  Page 5 


Why is referencing important? Page 6 


Keeping a record   Page 8 


Basic referencing skills  Page 9


Advanced referencing skills  Page 12


Bibliography   Page 16 


Appendix 1: Teacher guidance Page 17 


Appendix 2: Links to useful  Page 19 
resources    


There are a number of different 
referencing methods.  This guide is 
based on the Harvard system.  The 


most important thing to remember 
when using a referencing system is to 
be consistent, so it is straightforward 


for your reader to follow.
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Referencing demonstrates your wider 
reading and research


By referencing other texts you show that you 


have read widely and researched your topic 


in detail.   By engaging with, and assimilating, 


the ideas of professional authors, you are also 


likely to produce work that has more depth 


and complexity.


Referencing supports your ideas with 
reference to expert authors


You can use references to demonstrate 


your engagement with the ideas of others.  


Using references also lends your own work 


credibility, and quotations from professional 


authors can lend authority to your own ideas.


Referencing enables the reader to 
follow up your reference 


If you let your reader know where to find out 


more, they can expand their own knowledge, 


clarify a point if necessary and come to 


an understanding of how you may have 


developed another author’s original idea.


Referencing credits other authors’ 
ideas and thinking


The ideas and thoughts of other authors 


can be seen as their ‘intellectual property’.   


This intellectual property is not owned or 


purchased, but freely available to those 


who study.  In the academic world we make 


intellectual progress by building on the ideas 


of others, but it is important to acknowledge 


their influence on our thinking and credit the 


thinking of others.


Why is referencing important? Referencing helps to avoid accusations 
of plagiarism


Plagiarism is the practice of taking someone 


else’s work and passing it off as your own.   It 


is a serious offence because it can breach 


copyright, but in the academic world it is 


also seen as theft of intellectual property 


and morally wrong.  The consequences for 


students can be the failing of an assignment, 


a whole course or expulsion from a course.  


Serious offences, such as presenting a whole 


copied assignment as your own, are clearly 


plagiarism.   However, using the ideas of 


others without acknowledgement can also 


be deemed as plagiarism, and this is why 


referencing is so important.


OCR’s Referencing Skills Guide 
can be used in conjunction with 
our other skills guides, including 


Research Skills and Producing 
Documents, to help you to 


present your academic study in 
an appropriate and professional 


manner.
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For electronic sources:


As above, plus - the date you 
accessed the electronic text, the 


website or email address and 
identify the form of the resource 


(WWW page, email, blog etc).


Keeping a record
As you research and write your assignment, it is important to 
record the texts you refer to or quote from.


It is important to show when you have 


used someone else’s work or ideas.  For 


examinations you will be asked to sign 


a declaration that your assignment is all 


your own work.  It is important therefore to 


acknowledge any ideas which are not your 


own.  If you don’t, you put the acceptance of 


your work at risk, along with the qualification 


you have worked towards.


When to reference


You need to reference when:


•	 you are quoting directly from another 


source


•	 you are paraphrasing ideas and work from 


another source


How to reference (within the text of 
your assessment)


This is when you ‘borrow’ another author’s 


words and use them in your own 


work.  When you quote directly 


or ‘borrow’ the author’s 


words, it is important that 


you quote accurately and 


use exactly the same words 


as the author.  This includes 


exactly the same punctuation, 


capitalisation etc.  Here is a hypothetical 


example:


Mary Jackson (2002) states that celebrity 


culture ‘has a powerful effect on all our 


lives’.


The words ‘has a powerful effect on all our 


lives’ are exactly the same as in the original 


text.  You can use the whole, or part of, a 


sentence, or even a single word from a text, 


but it must be copied exactly.  This means 


that you have to fit your own words around 


the text you want to borrow, to make it make 


sense.  You must never change the original 


text to suit you.  Notice that the full stop at the 


end comes after the quotation mark.


The date in brackets refers to the 


date of publication, which can 


be found on the first few pages 


of a book, along with the 


author’s name and a copyright 


symbol ©.


Mary Jackson (2002) suggests that the cult 


of celebrity has significantly impacted on 


society.


Basic referencing skills
These basic referencing skills are recommended for Level 2 and GCSE 
level assignments..


For books:


Make a note of the author’s or 
editor’s name(s), the publication 


date, the title of the book, the 
city the book was published 
in, the publisher’s name, the 
pages you have quoted or 


paraphrased from.


Using direct 
quotations from 
another source


For articles from 
magazines and 


newspapers:


Make a note of the 
author’s name(s), the year 


of publication, the title 
of the article, the title of 


the publication, the page 
number(s).


Paraphrasing 
from another 


source
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You don’t need to use quotation marks for 


this, as you have put the text into your own 


words.  But to acknowledge the idea has come 


from another author, you still need to indicate 


clearly the name of the author and date of 


publication that you are referring to.


Another hypothetical example might be: 


Mary Jackson (2002) suggests that the cult 


of celebrity is not a modern phenomenon.


 


This paraphrases or summarises the main idea 


behind a book, and again needs the author’s 


name and book’s publication date. 


For newspaper and magazine articles, use 


the same system as above.  If an author isn’t 


indicated, format this way: 


The Telegraph reported in its article ‘Times 


are changing’ (2011), that the number of 


prison sentences for fraud have increased.


From a website:


The BBC website (www.bbc.co.uk/news/


health/ (accessed 13.3.13)) claims that 


‘Scientists have identified a group of 


brain cells which have the power to 


control appetite and could be a major 


cause of eating disorders such as 


obesity’.


How to reference (producing a 
reference list)


You need to list all your references at the 


end of your assignment.  Your references are 


the texts from which you have quoted or 


paraphrased.


Remember: 


•	 References should be on a separate page 


at the end, entitled ‘References


•	 List all forms of sources together (ie do not 


separate website sources from books, for 


example)


•	 List alphabetically by author’s  surname


•	 If the source’s author is unknown, use the 


title of the source instead of the author


The order of information for each reference 


should be as follows:


•	 The author’s or editor’s surname and 


comma 


•	 Their initial


•	 The year of publication, in brackets 


•	 Title of text, in italics or quotation marks


•	 Place of publication


•	 Name of publisher


•	 The year, place and name of publisher 


can be found in the first few pages of the 


book, usually on the left hand side.


Example:


References


Akbar,  J (2002) The Rise of the Criminal, London, Oxford Press


Smith, TD (1999) Criminal Law and Justice: A New Era, New York, Thomas Patton Ltd


The Wyden English Dictionary (1999), London, Wyden Press 


Your list of references 
should be attached 
to the end of your 


assignment when you 
submit it for assessment.
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More than 
one author


Using direct 
quotations 


from another 
source


It is important to show when you have used 


someone else’s work or ideas.   Referencing is 


the process of acknowledging any ideas which 


are not your own.  If you don’t reference, 


you put the acceptance of your work at risk, 


along with the qualification you have worked 


towards.


There are a number of referencing systems 


and this guide will focus on the Harvard 


system.  You may wish to check with your 


learning institution for their preferred systems.


When to reference


You need to reference when:


•	 you are quoting directly from another 


source


•	 you are paraphrasing ideas and work from 


another source


How to reference (within the text of 
your assessment)


This is when you ‘borrow’ 


another author’s words 


and use them in your 


own work.  When you 


quote directly or ‘borrow’ 


the author’s words, it is 


important that you quote accurately and 


use exactly the same words as the author.  


This includes exactly the same punctuation, 


capitalisation etc.  Here is a hypothetical 


example: 


Mary Jackson (2002: 4) states that celebrity 


culture ‘has a powerful effect on all our 


lives’.


The words ‘has a powerful effect on all our 


lives’ are exactly the same as in the original 


text.  You can use a whole sentence, or part 


of it, or even a single word from a text, but it 


must be copied exactly.  This means that you 


have to fit your own words around the text 


you want to borrow, to make it make sense.  


The date (2002) refers to the date of 


publication, which can be found on the first 


few pages of a book, along with the author’s 


name and a copyright symbol ©.  The colon 


and number 4 indicate the page reference 


where this quotation can be found.


Mary Jackson (2002: 22-33) suggests 


that the cult of celebrity has significantly 


impacted on society. 


Advanced referencing skills
These advanced referencing skills are recommended for Level 3 and A 
Level onwards.  


You don’t need to use quotation 


marks for this, as you have put 


the text into your own words.  


But to acknowledge the idea 


has come from another author, 


you still need to indicate clearly 


the name of the author and date 


of publication that you are referring to.


Another hypothetical example might be:


Mary Jackson (2002) suggests that the cult 


of celebrity is not a modern phenomenon.


This paraphrases or summarises the main idea 


behind a book, so there is no need to indicate 


a page reference.


You may also place the name of the author at 


the end of your sentence:


It has been suggested that the cult of 


celebrity has significantly impacted on 


society (Mary Jackson 2002: 22-33).


Morrison and Smith (2008: 44) 


state that healthy eating 


is not the only factor in 


maintaining a good digestive 


system.


You can add another name if there are three 


authors.  Any more than that, use the following 


format:


Simmons et al (2010: 121) claim that social 


class is an out-dated construct.


Et al stands for ‘and others’.


A knowledge of 


chemistry is helpful 


when studying hair 


colour in hairdressing 


(Colour Watch 2013: 5).


For newspaper and magazine 


articles, use the same system as above.  If an 


author isn’t indicated, format this way:


The Telegraph reported in its article 


‘Times are changing’ (2011: 13), that the 


number of prison sentences for fraud have 


increased.


From a website:


The BBC website (www.bbc.co.uk/news/


health/ (accessed 13.3.13)) claims that 


‘Scientists have identified a group of brain 


cells which have the power to control 


appetite and could be a major cause of 


eating disorders such as obesity’.


For electronic sources citation is similar to 


books and periodicals, but without page 


numbers.


Paraphrasing 
from another 


source


If you don’t 
know the 


author
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How to reference (producing a 
reference list)


You need to list all your references at the 


end of your assignment.  Your references 


are the texts from which you have quoted 


or paraphrased in the main body of your 


assessment.


Remember: 


•	 List all forms of sources together (ie do not 


separate website sources from books, for 


example)


•	 List alphabetically by author’s or editor’s 


surname


•	 If the source’s author is unknown, use the 


title of the source instead of the author


Order of information for each entry to be 


included:


1. The author’s or editor’s surname and 


comma 


2. Their initial


3. The year of publication, in brackets 


4. Title of text, in italics or quotation marks


5. Place of publication


6. Name of publisher


Example:


If you want to record a book with an editor:


If you want to record a chapter of an edited book, and the chapter has been written by someone 


different, record it like this:


Other electronic sources


Email:


Discussion from forums/blogs:


Your list of references should be attached to the end of your assignment when you 


submit it for assessment.


References


Akbar,  J (2002) The Rise of the Criminal, London, Oxford Press


Smith, TD (1999) Criminal Law and Justice: A New Era, New York, Thomas Patton Ltd


Troy F, Smith D, De Vere LD (2012) Everyday Physics, Australia, Outback Publications


The Wyden English Dictionary (1999), London, Wyden Press


Hussain, S (ed) (2009) Disability and Work, London, Hammersmith Press


Nimmo,  J (1999) ‘The workplace as enabling’, in Hussain S (ed) Disability and Work, 
London, Hammersmith Press


Jackson, S (2010) Re: Health Issues, email to NMC (nmc@nmc.org.uk), 9 Jun [13 Jun 
2010]


Simpson, H (2012) Nov 21  ‘MMR Debate’ Healthwise Forum [Online], 21 
Nov, available email:  healthwise@hw.ac.uk   [21 Nov 2012]


The year, place and 
name of publisher 


can be found in the 
first few pages of the 
book, usually on the 


left hand side.


The access 
date is in 


square 
brackets.







www.ocr.org.uk


Referencing 17


www.ocr.org.uk


Referencing16


By explicitly teaching students 
about plagiarism and giving them 


the tools to recognise and reference 
their reading, students are able to 


understand the value of intellectual 
property and where their learning 
and academic study rests within it.  


Some institutions like to have a bibliography 


as well as a reference page.  A bibliography is 


a list of all the texts or resources you may have 


referred to, however briefly, during the course 


of your study.  


You may have read some or all of a text, but 


not found it relevant or useful to refer to, but 


you can still include it in your bibliography, 


to show your wider reading.  Record your 


bibliography in alphabetical order by the 


author’s surname on its own page at the 


very end of your assignment, and after your 


referencing page.


It is very important for teachers to be aware 


of the requirements of individual awarding 


bodies.  Please see the specifications 


for specific qualifications.  Find out if 


your school or college has a plagiarism 


policy and make yourself aware of its 


recommendations.  If your school or college 


has referencing guidelines, follow these and 


encourage your students to be consistent 


in their use across all their subjects.


In the technological world we live in, 


information and the ideas of others are 


even more easily discovered through 


the world wide web, a stimulating and 


liberating resource when used correctly.  


This can lead to effective wider reading 


and a more critical approach, but there is 


a danger that students can copy and take 


ideas from texts without acknowledging 


them, along with using unreliable sources.  


Controlled assessment has gone some 


way to tackling this problem, but clearly 


teachers need to be ever-vigilant.  


Bibliography Appendix 1: Teacher Guidance
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Tips for teaching referencing skills


•	 Introduce the concept as early as possible 


in the course


•	 Seek the help of your librarian to introduce 


books and their cataloguing/conventions 


etc


•	 Get students to keep a reading diary, 


where they record author, title, publisher, 


place published and year of publication


•	 Discuss copyright and ‘intellectual 


property’ with students


•	 Monitor their use of referencing over time


•	 Model the process of referencing from a 


text studied by the class


•	 Ask students to find a piece of writing 


from a text and write a paragraph 


explaining how it might be useful for their 


assessment, then ask them to include a 


quotation and reference it correctly


•	 Use peer assessment to check for 


consistent referencing


•	 Recommend online referencing guides/


tutorials (see Appendix 2)


OCR Resources: the small print
OCR’s resources are provided to support the teaching of OCR specifications, but in no way constitute an endorsed teaching method that is 
required by the Board and the decision to use them lies with the individual teacher.   Whilst every effort is made to ensure the accuracy of 
the content, OCR cannot be held responsible for any errors or omissions within these resources. 


© OCR 2013 - This resource may be freely copied and distributed, as long as the OCR logo and this message remain intact and OCR is 
acknowledged as the originator of this work.


OCR acknowledges the use of the following content:
Page	5	man	thinking:	amasterphotographer/Shutterstock.com	•	Page	6	books:	victoriaKh/Shutterstock.com	•	Page	8	man	with	newspaper:	
Jojje/Shutterstock.com	•	Page	10	laptop:	Elnur/Dreamstime.com,	screenshot:	www.bbc.co.uk/news/health/	•	Page	14	man	with	checklist:	
AnatlyM/Shutterstock.com	•	Page	16	library:	Amy	Johanssen/Shutterstock.com	•	Page	18	man	reading:	amasterphotographer/Shutterstock.


com


To give us feedback on, or ideas about the OCR resources you have used, email resourcesfeedback@ocr.org.uk


Appendix 2: Links to useful resources
Links to useful resources


•	 http://www.vtstutorials.ac.uk/detective/  - Free online tutorials on using the internet and 


referencing effectively, aimed at higher and further education


•	 http://learnhigher.ac.uk/Students/Referencing.html  - referencing for students, with tips and 


activities


•	 http://learnhigher.ac.uk/Staff/Referencing.html  - guidance for teachers, with teaching 


approaches, activities for students and further recommended sites
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Research Skills1


Use the following to help you think about your research activity.


Q1 What is the purpose of the research? Who is the research for?
 Write out the question you want answered or describe the topic of your research.


Q2 What are the main ideas or key words you have written for Q1.


Q3 What are the types of research or research strategy/strategies are you going to use and why? For example   
 primary, secondary, quantitative, qualitative etc.


 
Q4 What data and/or information do you need to collect/obtain?


Q5 Where will you get this data and/or information from and why?


Q6 What will you include in your research plan?


Q7 How will you present the data and/or information?  Remember the purpose of the research and who the   
 intended audience is.


Research Activity -
Developing a research strategy
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This guide on research has been produced by OCR to help 
you understand the skills and techniques you will need 
to develop, practise and use in studying for your chosen 
qualification. This guide has not been written to accompany a 
specific qualification but focuses on research skills that relate 
to many areas of both education and work environments. 
Other skills guides are available at www.ocr.org.uk.
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Page 16 Research Activity - 
Developing a research strategy


Research is the systematic study of something 


in order to discover new information or to 


have a better understanding of the topic in 


question. You are likely to need to use research 


skills in almost every area of study and work 


so it is important to know how to ask the right 


questions, find information, assess its reliability 


and use it appropriately.  


It could be that you are asked to research 


potential venues for a conference. You will 


need to know the preferred location, what/


who the conference is for, what the budget is, 


how many people will be attending, will there 


be any special requirements, the date of the 


conference etc.  


You may be working as a web designer and 


have been asked to produce a website for 


a company. You would need to know the 


purpose of the website, the products and/


or services the company offers, who the 


intended audience is, and if they want the site 


to be interactive for their customers, e.g. online 


shopping or submitting questions online.


Research is not something that can be rushed; 


a systematic approach must be taken in order 


for it to be effective. Think about research 


you have carried out e.g. choosing a holiday, 


finding the best tariffs for mobile phones, 


where to buy gaming consoles at the best 


price. You always had a clear idea as to what it 


was you were trying to achieve.


What is research ?


This document is optimised to be printed with reduced colours.


Disclaimer


Please note that whilst every effort has been made to ensure the accuracy of 


the content, OCR’s resources are provided for general information purposes 


only to be used at the discretion of practitioners and centres. The resources 


are provided for guidance purposes only and do not constitute an endorsed 


teaching method that is required by the Board.   


OCR shall not have any liability whatsoever for any losses, including losses for 


any misinterpretation, or subsequent impact howsoever caused. 
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Primary research - this is when data and/


or information are collected first hand as 


opposed to obtaining them from published 


sources. This may be conducted via 


experiments, tests or investigations, such as 


questionnaires.


Experiments are research methods for testing 


different hypotheses, frequently used by 


mathematicians and scientists. You may have 


conducted experiments in science classes to 


test a theory. 


Tests are research methods where a person 


observes, evaluates or examines something 


under actual or simulated environments. 


An example of this would be a computer 


technician who has built a new computer. 


They will conduct numerous tests, trying to 


break it, to ensure that it works efficiently and 


effectively before deploying to their customer. 


Investigations are direct methods of 


gathering information in response to your 


research topic. For example, let’s assume 


that you have been asked to carry out 


research to find out what people’s opinions 


are of a particular film. You would create a 


questionnaire so that you could gather the 


information from a wide range of people.  


Or you may have been asked to create 


document templates for the organisation in 


which you work. You would need to gather 


information as to what the intended house 


style is, what templates are required and 


what information they need to include. You 


may even look at house styles used by other 


organisations and identify how effective they 


are in promoting its image.


Key types of research Secondary research – this is when you use 


data and/or information collated by someone 


else.  This is known as secondary data and/or 


information. It is important to check that it is 


reliable i.e. not out-of-date, based on fact not 


fiction and is not biased. An example of this is 


where you are trying to research into popular 


holiday destinations. You may look at research 


that has been conducted by a variety of travel 


agents and base your findings on analysing 


the various results that they have identified. 


You could also look at independent review 


websites to see comments made by people 


who have been there. What sort of bias would 


you expect from these different sources?


Quantitative research – this usually involves 


collecting data and converting it to a 


numerical format so that statistical calculations 


can be made and conclusions drawn from the 


results.  The researcher will have at least one 


hypothesis e.g. more young people between 


the ages of 8 and 16 play computer games 


or use social networking sites than those 


participating in outdoor activities, such as 


sports. The researcher would collect data using 


various means e.g. questionnaires. The data 


would be converted into numerical data and 


calculations carried out to analyse the data. 


The researcher would then use the results to 


prove or disprove their hypothesis. 


This type of research gives a very clear 


outcome, i.e. true or false, yes or no. 


Qualitative research – this is about 


answering questions, as well as understanding 


different issues.


You might be a student, a healthcare worker, 


an administrative assistant, or an ICT specialist. 


Although you might not think you are a 


researcher, if you’re analysing documents, 


surveys, audio, videos or pictures, then you 


are involved in qualitative research. Qualitative 


research looks at the “why” of a subject as 


opposed to the “how” e.g. why are people 


attracted to this particular brand of product; 


why do people use this particular website; 


why do people understand the contents of a 


document better if it contains images to help 


explain the information.


This type of research is less definitive 


than quantitative research and may give 


conditional results, e.g. result A is true in these 


circumstances but not in others. For example, 


hospital patients prefer watching television 


in a communal lounge but not all of them 


wanted to do this all the time. 
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In order to carry out research effectively you 


need to follow these steps:


 › Identify the purpose of the research – 


ask the following questions


 » What am I trying to find out?


 » Who is the information for?


 » Where will I get the information 


from?


 » How will I analyse and interpret the 


information I collect?


 » How will I present the results of my 


research?


 › Produce a plan which includes:


 » the purpose of the research


 » what data and/or information needs 


to be collected


 » methods to be used for collecting 


the data and/or information


 » identification of potential sources 


of data and/or information which 


could include the designing of 


questionnaires, tests etc


 » methods to be used for analysing/


interpreting data and/or information


 » deadlines for completion of various 


stages of the research


 » evidence of review of completed 


research


 › Collect the data and/or information you 


require ensuring that it is reliable and 


relevant.


 › Analyse and interpret the data and/or 


information and check that it is providing 


you with the information that you require 


i.e. does it meet the purpose of the 


research.


 › Review your research and consider 


whether it has enabled you to achieve 


the overall purpose.


 › Present your findings.  This may be, for 


example, as a report or as a presentation.


 


Steps in conducting research
Ethics


When conducting research, it is important to 


think about the ethics that apply to your work. 


Ethics are the principles that are applied to 


ensure that the data is;


 › gathered in a way that does not exploit 


or mislead the participants


 › not manipulated to show an incorrect 


result


 › presented in such a way that the reader is 


not misled


 › credited appropriate to reflect those who 


have taken part, those whose work has 


been referenced and those who have 


worked on the exercise.  


So ethics are about honesty and integrity, so 


we can trust the results of a research exercise. 


Peer review is a way of ensuring that research 


is ethical, where an independent person or 


group review the research to ensure that the 


above criteria have been met. 


Is your research ethical?


 › Have you told your participants what 


your research will be used for and have 


they consented to this?


 › Are you using your results to support a 


hypothesis that is not true?


 › Have you changed any of the results to 


support your hypothesis?


 › Have you used someone else’s work 


without crediting them or asking their 


permission?


 › Has anyone else looked at your raw data 


and research?
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Sources of information for 
research


World Wide Web (Internet)


Advantages:


 › Easily accessible.


 › Contains vast amount of information 


from lots of different sources.


Disadvantages:


 › Data and/or information may be biased 


(i.e. based on opinion rather than fact).


 › The information may be broad in scope 


i.e. generalised and not focused.


 › Requires the use of advanced search 


techniques such as the use of filters.


 › Results are based on popularity not 


necessarily on accuracy!


 › You may not always have an Internet 


connection available.


Keyword and subject searching on the 


Internet


Keyword searching is where you retrieve all 


occurrences of a given word or combination 


of words, regardless of whether it is in the title 


or the main text of the article. This can be an 


advantage, but on the other hand, you could 


get far more information than you want or 


have time to look through.


Subject searching is where the headings 


assigned to online articles, books etc are 


searched.  Subject headings have very specific 


terms and phrases used to describe the 


topic of a book or article. The disadvantage 


is that you are limited to an exact word or 


combination of words.


Books (non-fiction)


Advantage:


 › Focuses on the chosen subject in detail.


Disadvantage:


 › The information may be out of date 


depending on when the book was 


published.


 › Can be biased according to the views of 


the author.


Magazines


Advantages:


 › Widely accepted.


 › Focuses on the topic.


 › Easy to get hold of.


Disadvantages:


 › Limited space available therefore minimal 


coverage of the topic.


 › May contain only recent information.


 › Not always very detailed.


 › Can be written to provoke a reaction or 


get publicity.


Newspapers


Advantage


 › Contains up-to-date or recent 


information.


Disadvantages


 › Very generalised in the coverage of the 


topic.


 › Limited space available therefore minimal 


coverage of the topic.


 › Can be written to provoke a reaction or 


get publicity.


Journals


Advantages:


 › Of a generally accepted standard.


 › Written or published by a person or 


organisation who are specialists in their 


fields.


 › Articles can be peer reviewed to confirm 


accuracy.


Disadvantages:


 › Limited space available therefore minimal 


coverage of the topic.


 › May contain only recent information.


You have identified that you need to carry 


out some research, so how do you go about 


finding the data and/or information that you 


want? The choices you make with respect to 


sources will influence the kind of information 


you retrieve so it is important to get this 


right. Here are some examples of sources you 


could use with some of the advantages and 


disadvantages of each.
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Libraries


Advantages:


 › Wide variety of information available.


 › Can get help from a librarian to help you 


find up-to-date and relevant information.


 › Usually have books, journals, newspapers, 


videos, audio and Internet access 


available.


Disadvantages:


 › Location – you may have to travel to 


access a good library.


 › Cost implications – cost of travel to 


library.


 › Convenience – not always open when 


you need.


Surveys – usually used to gather information 


on individuals.


Advantages:


 › Useful for obtaining information on 


the characteristics of a large number of 


people and/or organisations about their 


opinions, behaviours, attitudes, personal 


facts.


 › Can be relatively inexpensive to carry out.


 › Can be conducted remotely by 


telephone, email, post or online.


 › A range of questions can be asked about 


a specific topic.


 › Standardised questions can get a more 


precise response from similar groups of 


people.


Disadvantages:


 › Relies on the researcher being able to 


develop questions general enough to be 


appropriate for all respondents and may 


require a ‘free response’ section to enable 


participants to express what they really 


think or feel.


 › The researcher must ensure that enough 


people respond to the survey to provide 


sufficient valid data and/or information 


for research purposes.


 › Relies on the participants completing 


the survey honestly, and not being 


influenced by what they think the 


researcher wants to know.


Whichever method you use for presenting the 


research, it must be appropriate to the task 


and the intended audience.


Formal report


Reports are usually written to comply with 


certain conventions. Below are some key 


points to help you produce a formal report.


A report could contain the following sections:


Front Page – this could include:


 › The title of the research e.g. ‘Research 


into changes in the popularity of holiday 


destinations’.


 › The period over which the research was 


carried out, this could be the date range 


that the data and/or information was 


collected over. So, following our example 


of changes in the popularity of holiday 


destinations, you may choose to obtain 


information from the last ten years.


 › Who the research was carried out by, i.e. 


you!


Contents Page - list the page numbers of 


each section of the report including any 


appendices.


Summary – an overall summary of your report 


on no more than one page. For example, it has 


become apparent in the last ten years that the 


British public have changed their opinion as 


to where they want to spend their holidays.  


Ten years ago, the most popular destinations 


were in Spain. This was usually due to lower 


costs and people being reluctant to fly long 


distances. Since then, it is thought that the 


British population has tended to choose long 


haul holidays, like Florida, and this report looks 


into whether this is true and, if so, why this has 


happened.


Ensure that you use a sensible numbering 


system for your report.  Here is an example:


1. Introduction – this will contain an 


overview of what you were required to 


research and what you intend to cover 


within the report.


2. Findings – within the main body of 


the report you will use sub-numbered 


sections e.g. 2.1, 2.2, 2.3 etc. Sub 


headings should either be emboldened 


or underlined (not both). If graphs, 


charts, tables, diagrams, images of any 


description are appropriate to presenting 


your findings then they should be 


included in this section. They should be 


clearly and correctly labelled and should 


be combined within the body of the text 


and not on separate pages.


Presenting research
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3. Conclusion – this will contain a summary 


of your findings i.e. the result of your 


research.


4. Recommendations – these are the 


actions you think are necessary in order 


to make use of what you’ve found out. 


Depending on your research topic, this 


section may or may not be required.


References - sources of information should be 


referenced, this includes web sites as well as 


information from books and all other sources 


your have used. You may need to research the 


correct and appropriate way of referencing 


your information sources. 


Appendices – this should only contain 


information that is required as evidence or 


may be referred to out of interest.


 › Use a font and text size that is simple and easy to read.


 › Limit the use of font changes or sizes and italics.


 › Set margins to 2cm top, 2cm bottom, 2.5cm left and 2cm right.


 › All text should be justified.


 › Paragraphs should be blocked and not indented.


 › Use tabs and/or bullets to emphasis points.


 › Keep line spacing consistent e.g. single line spacing between paragraphs, two line spaces 


between headings and the first paragraph.


 › Try not to use ‘can’t’ or ‘don’t’, use ‘cannot’ or ‘do not’. 


 › Use phrases such as ‘the evidence suggests that’, ‘this report aims to’.  Do not over 


personalise it by using phrases such as ‘I believe’ or ‘I think’.


 › Ensure you proofread it and spellcheck it.


Other useful points to remember:


Formal Presentation


The results of your research could be 


presented orally using presentation software. 


If you are going to use presentation software, 


here are a number of things for you to think 


about:


 › What sort of room will you be presenting 


it in? Is it light or dark, as this may affect 


your decision about the colour scheme 


that you use.


 › How far away will you be from the 


audience? People need to be able to see 


your presentation. You need to ensure 


that you select a colour scheme and font 


style and size that will enable people 


at the back of the room to see your 


presentation. Also consider that some 


people viewing your presentation may 


have dyslexia and this also has a bearing 


on what font you use. Remember – who 


is your audience?


 › How much information should you have 


on each slide? Do not put too much 


information, use bullet points as the 


slides are supposed to be an aid to your 


presentation and not be a repeat of what 


you are intending to say.


 › Should you use animation and/or sound 


effects? If so keep them consistent. Do 


not use different entry styles for each 


slide. Do you want each bullet point to 


come in one at a time or appear all at the 


same time?


 › You must think of copyright and 


intellectual property – can you use 


information or images etc from others on 


your presentation and still comply with 


copyright law? Have you acknowledged 


all the sources of information that you 


have used?
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This guide on testing has been produced by OCR to help you 
understand the skills and techniques you will need to develop, 
practise and use in progressing your career. This guide has not 
been written to accompany a specific qualification but focuses 
on skills that relate to many areas of both education and work 
environments. Other skills guides are available at www.ocr.org.uk.
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Disclaimer


Please note that whilst every effort has been made to ensure the accuracy of 


the content, OCR’s resources are provided for general information purposes 


only to be used at the discretion of practitioners and centres. The resources 


are provided for guidance purposes only and do not constitute an endorsed 


teaching method that is required by the Board.   


OCR shall not have any liability whatsoever for any losses, including losses for 


any misinterpretation, or subsequent impact howsoever caused. 


What is testing?


You use testing when you want to understand and gain 
confidence that a product, system, process or device will 
perform well when it is eventually issued to customers 
and/or users. 


When you are involved in complex projects, such as 
software development or designing business systems, 
testing is important as it often identifies the end of 
the ‘development’ phase. It is also frequently used to 
establish the criteria on which a customer or end user 
will base their decision to either accept or refuse the 
project.


DEFINITIONS:


End User(s) - The person or persons that actually use 
a particular product or piece of software.


Customer - A person or business that buys products 
or services. Customers can be end users however a 
business can purchase a product to include it, as a 
component, within one of its products to sell on to 
end users.


What are the purposes of testing?


There are two basic purposes of testing: 


1. Testing checks that what has been produced and 
delivered is what was described in the specification 
agreed between the developer and the customer. 
It verifies that the system or product meets the 
performance, design, functional and implementation 
requirements identified within the specification. 


2. Testing also has the function of managing risk for 
both the customer and the supplier. In business, a 
testing program identifies whether a project has 
been completed to the satisfaction of both the 
customer and supplier so that the contract can be 
closed and paid for. It is at this point that the product 
or system moves into the ‘maintenance’ phase of the 
project life.


When should testing take place?


If a generic product or software lifecycle is considered, 
testing commonly takes place between the 
‘development’ phase and the product or application 
launch or handover (see the later section on when 
testing should take place for a more detailed 
explanation).


The purpose of testing is to make objective judgments about how well 
something meets, exceeds or fails to meet an identified set of criteria.
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There are three types of testing:


Testing under normal conditions. This is where the 
software application, business system or physical 
artefact is tested under normal working conditions 
and, in the case of software development, data is 
provided that is within the expected range.


Testing under extreme conditions. This is where the 
software application, business system or physical 
artefact is subjected to conditions within the 
operating range but at the limits of performance 
expectations.  


Testing error behaviour. This is where the software 
application, business system or physical artefact is 
subjected to conditions outside of the performance 
expectations. This is where a set of tests are 
performed that purposefully attempts to make 
things go wrong, to see if things happen when they 
shouldn’t or things don’t happen when they should.


A typical example of these processes is the testing 
of databases. Under normal conditions a database is 
interrogated using data that it is well within its limits, so 
if the operating limits of a field is 0 – 99, then ‘normal’ 
tests would expect to receive results that are well within 
that range. Under extreme conditions a database is 
interrogated using data at the limits of a fields range, so 
if we take our field with the limits of 0 – 99, then ‘extreme’ 
tests would expect to receive results that are 0 or 99. 
Finally, error tests would be carried out on our field with 
the limits of 0 – 99, where the known results should be 
a negative number or a number of 100 or greater to 
discover how the software behaves.


Within software development and business systems, 
testing is done in conjunction with the processes of 
‘verification’ and ‘validation’. It is common to see these 
two terms used interchangeably within industry but this 
is incorrect as they have the following precise definitions:


1. Verification is the evaluation of systems, 
products or items with regard to conformance and 
consistency against pre-determined requirements. 
In other words “Have we built the product right?” 
Verification is usually checked by carrying out 
functional testing, which refers to activities that 
verify a specific action or function of software code 
or product or system functionality against a desired 
response.


2. Validation is the process of checking the product 
that has been built against the specification 
identified or agreed with the customer. In other 
words “Have we built the right product?” Validation is 
usually checked via non-functional testing that may 
not be related to a specific function or user action. 
Non-functional requirements tend to be those that 
reflect the quality of the product, particularly in the 
context of suitability from the perspective of the 
customer or end users. The non-functional testing of 
software describes the attributes of the system as a 
whole. In other words how well the complete system 
should carry out its purpose. Below are a selection of 
examples of non-functional software tests:


•	 Load Test: The measurement of the system 
behaviour for increasing system loads. For 
example the number of users that work 
simultaneously or the number of transactions. 
An example of this could be the testing of a 
client/server website, for instance to investigate 
the number of hits per unit of time and what 
kind of performance is required under such 
loads (such as web server response time or 
database query response times).


•	 Performance Test: The measuring of the 
processing speed and response time for 
particular use cases, usually dependent on 
increasing load. What kind of performance is 
expected on the client side of our website (e.g 
how fast should pages appear, how fast should 
animations, applets etc. load and run)?


•	 Volume Test: The observation of the system 
behaviour dependent on the amount of the 
data (e.g processing of very large files).


•	 Stress Test: The observation of the system 
behaviour when it is overloaded.


•	 Security test: The testing of security against 
unauthorised access, denial of service attacks 
etc. Again, in the case of a website this could 
involve the testing of firewalls or the fallibility of 
a password or encryption system.


•	 Robustness Test: The measuring of the 
system’s response to operating errors, wrong 
programming, hardware failure etc, as well 
as examination of exception handling and 
recovery. 


Types of testing
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Defining test criteria


Pass/Fail Criteria


When test engineers conduct tests on software code 
or a new business system, some aspects will pass and 
some will fail. The criteria for passing or failing need to be 
described in clear, unambiguous language and agreed 
with the customer. A procedure needs to be defined 
in advance of the tests to allow the engineers or test 
participants to log the problems they experience and 
other issues they believe need to be resolved. 


Pass/fail criteria are sometimes known as entry/exit or 
compliance criteria.


Pass/fail test criteria is commonly used in the testing of 
Graphical User Interfaces (GUIs).


Acceptance Criteria


Acceptance testing is a validation test that is conducted 
to determine if the requirements of a specific criteria or 
a whole contract has been met. The criteria by which 
acceptance testing is conducted need to be clearly 
defined and agreed between the customer and the 
supplier or developer. Additionally, the procedures by 
which the acceptance criteria are tested need to be 
defined and agreed, these may involve processes such as 
chemical tests, physical tests or performance tests.


An example of a specific acceptance criterion within a 
software testing situation could be:


A (named user role) can (select/operate) a (feature/
function) so that (output) is (visible/complete/etc.) 
This would lead to a yes/no decision for the user or 
developer.


Within systems engineering, acceptance testing may 
involve ‘black box testing’ to be performed on a system, 
such as a piece of program code, a sub-assembly of 
manufactured components or chemical products 
prior to its delivery or commission. Black box testing 
is a functional test which is also known as application 
testing, confidence testing or quality assurance testing.


Alpha tests


Alpha testing can either be simulated or actual 
operational testing by potential customers or by an 
outside independent testing company.  This type 
of testing is often applied to off-the-shelf software 
or systems and is often used as a type of internal 
acceptance testing procedure, prior to the software 
being submitted for beta testing.


Beta tests


Beta testing follows on from alpha testing and can 
be looked upon as a kind of external user acceptance 
testing. Software versions (known as beta versions) 
are released to a limited group of users outside of the 
development team. This further layer of testing ensures 
that when the new software is put on general release it 
has as few faults and bugs as possible.


Beta versions are sometimes even released to selected 
members of the public who have an interest in using a 
new version but who are also willing to feedback to the 
organisation about issues and bugs they discover.


An example of this could be the testing of a new version 
of an image-manipulation package. The alpha testing 
would be carried out at the software company’s site until 
a level of performance is reached. Then, for a limited 
time the company will issue a release of the program to 
a select group of users for beta testing; this is the beta 
testing. 


Recently Adobe’s Lightroom 4 has just come through a 
beta testing period and has now been released for sale. 
The beta testing versions no longer work on user tester’s 
computers unless they buy a registration code and 
download an update.


When creating a test plan, there is a range of different approaches that 
can be called upon for different testing situations however, in each 
scenario, specific criteria need to be defined and agreed between 
customer and supplier.
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A test script is a set of instructions that are performed on 
the code or system, which is being tested, to replicate 
user actions and investigate whether it performs as 
expected. A simple example of a test script to save 
a current file that has been saved before in a word 
processor could be:


STEP ACTION RESULT
1 Click on the file 


option of the 
main menu bar.


A drop down menu 
appears, one of the op-
tions is ‘Save’.


2 Click on the 
‘Save’ option 
from the drop 
down menu.


The disk whirs and the 
date/time stamp of the 
file in explorer matches 
the time that the file 
was saved.


There are two methods of executing test scripts:


1. Manual testing, within which test scripts are more 
commonly known as test cases, uses a set of 
conditions or variables under which a tester will 
determine whether a software system is operating 
correctly or not.


2. Automated testing which can involve:


•	 A small piece of code written in a programming 
language which is used to test an area of 
functionality of a software system,


•	 Short, data-driven programs that contain 
extensive parameters.


•	 Keyword-driven or table-driven testing using 
reusable steps.


The last two elements can also be used within manual 
testing.


The advantages of automated testing over manual 
testing using scripts:


•	 Tests can be executed without the need for human 
intervention.


•	 Tests can be carried out much faster and are easily 
repeatable so are worth considering if a test is 
required to be executed several times.


The disadvantages of automated testing over 
manual testing using scripts:


•	 Test scripts can be poorly written and breakdown 
during use.


•	  Ideally, it is helpful if a human tests the system at 
some point, as a trained manual tester can observe 
if the system being tested is misbehaving without 
being prompted or directed, whereas automated 
tests can only examine what they have been 
programmed to look at.


•	 Manual testers can discover new bugs while 
ensuring that old bugs do not reappear, while an 
automated test can only ensure the latter. 


The ideal situation is to employ both manual and 
automatic types of testing with both using test scripts. 
This offers the best results by automating tests that are 
needed to be done frequently and that can be easily 
checked by a machine; and using manual testing to run 
new test scripts initially which can then be added to the 
automated test suite. 


Test scripts
Test scripts are specifically applicable to software testing. 


Test plans and test strategies


It is not uncommon for some companies to include a 
test strategy inside the test plan and this is acceptable 
for small projects. However, for larger projects there 
is usually one test strategy document and a number 
of different test plans aimed at each phase or level of 
testing.


Test strategies


Test strategies are outlines that provide a description 
of a testing approach for a software or hardware 
development cycle. It is a high-level document whose 
purpose is to inform project managers, test engineers 
and developers of some of the key issues associated 
with the testing process. These could include the testing 
objectives, methodologies of testing new functionality, 
details of the total testing time and the resource 
requirements for the testing environment or site. A 
typical test strategy document of a software company 
could include:


•	 Scope and Objectives


•	 Business issues


•	 Roles and responsibilities


•	 Communication and status reporting


•	 Test deliverability


•	 Industry standards to follow


•	 Test automation and tools


•	 Testing measurements and metrics


•	 Risks and mitigation


•	 Defect reporting and tracking


•	 Change and configuration management


•	 Training plan.


Here is an example of a software test strategy template 
https://docs.google.com/document/pub?id=1sepo46jl
HllxY1QDGVBxz2Nv0aemMtEkhyVYPpzSNJQ (you will 
need a Google account).


Test strategies describe how risks for the company 
associated with a product or system are reduced by 
conducting the tests. The documentation also describes 
which kind of tests will be performed and what entry/
exit criteria will apply (if this applicable to the product or 
software).


Test strategies are created based on development design 
documentation and for every stage of development 
design, a corresponding test strategy should be created 
to test the new and adapted features.


Test plans


Test plans are documents that detail the systematic 
approach to each phase or level of testing of a product 
or piece of software. The test plan documentation is 
usually written by the test manager and focuses on 
describing what to test, how to test, when to test and 
who will conduct which test; it is a detailed description 
of the eventual test workflow, together with the planned 
outcomes and associated expectations.


Large test projects occasionally have one master test 
plan that is a common document for all the test phases.


Here is a link to comprehensive example of a sample 
software test plan http://bazman.tripod.com/frame.
html


There is a common misconception that test plans and test strategies are 
the same and therefore the terms are interchangeable. This is untrue as 
the two documents are very different and have different purposes.
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•	 If an electrician needs to record the results of a 
compliance test of an electrical installation he 
can simply read the information displayed by the 
test equipment and record the results on a form 
manually which is then attached to a certification 
form. 


•	 Often test analysis equipment used in industries 
such as engineering, chemical or mining industries, 
will record the test results electronically. The 
equipment can then be connected to computers 
and the results downloaded in the form of a .csv file 
and easily transformed into a spreadsheet.


•	 With regard to software testing, there are a wide 
variety of both open source and proprietary testing 
tools available for this purpose. These can be 
manually operated or automated. Obviously there 
are differences in the manner in which software 
testing tools work but they typically all follow a 
similar format. A defect tracking or debugging 
system within the programs uses facilities such as 
instruction set simulators, program animations or 
benchmarks to detect and record any errors or bugs 
it finds and documents what occurred, where within 
the code it occurred and a preliminary assessment 
of the severity of the error. The information is then 
transformed into measurements of different aspects 
of the software or its specification called ‘metrics’ (see 
below). 


•	 In User Acceptance Testing of software, ‘user stories’ 
are written. These are one or more sentences that 
are written in the everyday or business-like language 
of the end user. A ‘user story’ captures the ‘who’, 
‘what’ and ‘why’ of a requirement in a simple, concise 
way and is often limited in detail by what can be 
handwritten on a small paper notecard. They can 
be written by or for the business user as the primary 
way that they can influence the functionality of the 
system or application being developed. User stories 
may also be written by developers in order for them 
to convey non-functional requirements such as 
security features, performance or quality. Follow this 
link for examples of ‘user stories’ - http://en.wikipedia.
org/wiki/User_story#Examples.


What happens to the results?


When software testing is completed, testers generate 
‘metrics’, which are measurements of some property or 
aspect of a piece of software or its specifications. These 
could be bugs per line of code, program load time, 
number of lines of customer requirements or simply 
program size. These are then passed to the development 
team for them to decide what defects should be 
assigned, fixed, rejected or deferred to be dealt with later. 


An example of a test metrics document can be seen 
here: www.cyreath.co.uk/papers/Cyreath_Software_
Test_Metrics.pdf


With regard to the testing of the product, the most 
common procedure is for the test engineers who carry 
out the tests to gather the results and write a report 
summarising what errors or issues were discovered 
during the test. This is then passed to the development 
team who then decide the course of action to rectify the 
problems.


Recording test results
As you can imagine there are many ways in which to record test results 
with a lot depending on the actual test being carried out.


Retesting


Retesting could entail the submission of the application 
or artefact to the full range of original tests or maybe 
just a selection of the tests that the item originally failed. 
However, the same stringent recording and reporting 
procedures are still applied to any retests.


Regression testing


Part of the process of retesting software may include 
‘regression testing’. This is a type of functional testing 
that seeks to uncover new issues, called ‘regressions’, 
in existing functionality after alterations have been 
made to an application or system such as functional 
enhancements, patches or configuration changes.


The purpose of regression testing is to ensure that a 
change, such as the fixing of a bug, did not introduce 
new errors. One reason for carrying out regression 
testing is to investigate whether a modification in 
one part of a program has affected other parts of the 
software.


Regression testing does not only test the ‘correctness’ 
of the program but is often used to track the quality 
of its output. For example, when designing a compiler, 
regression testing can be used to track the code size or 
the simulation time.


Regression testing can be automated and there are a 
number of software tools available for this purpose such 
as ‘Tinderbox’, ‘Hudson’ and ‘Jenkins’.


Typical regression testing methods include re-running 
previously executed run tests and checking whether the 
software behaviour has altered and whether previously 
corrected bugs have reoccurred.


Regression testing is an efficient method of testing an 
application or system due to the ability of the tester to 
systematically choose the appropriate minimum number 
of tests required to satisfactorily cover a particular 
modification.


When a development team are satisfied that rectification process 
has been completed they will submit the application or product for 
retesting.


Tinderbox


http://en.wikipedia.
org/wiki/Tinderbox_


(software),


Hudson


http://en.wikipedia.
org/wiki/Hudson_


(software),


Jenkins


http://en.wikipedia.
org/wiki/Jenkins_


(software)
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Who should undertake testing – in-house 
vs. external test houses?


There is an ongoing debate regarding which is more advantageous, 
using in-house or external testing.


In-house testing is when an organisation employs its 
own test engineers or programmers to test the products, 
systems or programs that it developers itself.


External testing companies are companies whose main 
business focus is testing. These companies usually 
specialise in the testing for particular industries or 
products, for example aerospace, marine equipment, 
nuclear technology or software applications for different 
purposes.


Below is a list of points that highlight the advantages of 
each of the approaches.


The links below are to the websites of a number of 
typical external software testing companies:


•	 BugHuntress - www.bughuntress.com


•	 Elinext - www.elinext.com/softwaretesting


•	 Testing Circle - www.testingcircle.com/
consultancy.html


The advantages of using in-house testing


Although for a number of years it has become usual for 
companies to outsource testing recently, and as a result 
of companies wishing to cut costs, in-house testing has 
begun to become attractive once more. The advantages 
to in-house testing are:


It is significantly cheaper than outsourcing testing to 
external testing organisations.


Companies can employ people with skills additional 
to their testing expertise so that when they are not 
engaged in testing they can be utilised within other 
departments.


In-house test engineers understand the product 
and there are no issues with regard to mis-
communicating the details of complex products or 
systems, which can potentially put projects at risk.


If the system is being developed for use within the 
business then in-house engineers will have a better 
knowledge and understanding of how people work 
within the organisation and will be aware of any 
potential issues within specific departments. They 
will also be able to organise targeted field testing 
more efficiently as a consequence of knowing which 
management personnel to approach.


1
2


3


4


When should testing take place?
For a generic product or software lifecycle, testing takes place during 
and between the development phase and the product or application 
launch. 


During the latter stages of the development phase, the 
person responsible for quality assurance (this could be 
an individual or a department, depending on the size 
of the organisation) prepares test plans and may also 
configure a test environment. 


Testing often happens on an iterative (repeated) basis 
with each iteration checking off issues identified in the 
previous round of testing, together with looking at new 
content or product.  


This happens alongside other functional groups that 
might prepare documentation to support customers, 
trainers and suppliers. Only when the required 
completed documentation has been compiled and 
signed off will the handover to testing occur.


The testing of business IT systems could involve 
readiness tests that take place within a laboratory 
environment or IT department where controlled system 
or network operational tests may be performed to 
ensure operational readiness. Additionally, field tests may 
occur with small target groups of users within the actual 
business environment.
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The advantages of using external test houses


There are a number of benefits to outsourcing product 
and software testing to external testing organisations. 
These are detailed below:


The company can gain confidence in the knowledge 
that their product is being tested by certified, trained 
and experienced test engineers.


Test companies usually have a great deal of expertise 
in automated testing which allows the repeated tests 
to be done quickly, accurately and efficiently.


There is a minimum amount of time spent on 
specific knowledge transfer as the engineers derive 
their product understanding from the requirement 
documentation provided by the customer.


As a consequence of their expertise in test data 
management the test data that is critical to 
replicating real-time scenarios becomes easily 
accessible.


Testing companies apply robust, objective and 
procedural engineering approaches to software 
testing which offer confidence and efficiency.


Testing houses usually have flexibility with regard to 
team size and so can increase or decrease numbers 
in accordance to customer requirements.


Professional testing companies commonly have 
access to cutting-edge equipment and software.


Quality assurance methods
Quality assurance methods are defined as scheduled and systematic 
events implemented within a quality system to ensure that quality 
requirements for a product, application, system or service will be fulfilled. 


6


7
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QA systems incorporate methods of consistent 
measurement, procedures to compare the resulting 
measurements with a standard, monitoring of processes 
and the inclusion of associated feedback loops, which 
prevents errors. 


Quality assurance should not be confused with quality 
control where the emphasis is on process outputs.


The essence of quality assurance is basically two 
principles:


•	 ‘Fit for Purpose’, which refers to the fact that the 
product, system or software should be suitable for 
its intended purpose and;


•	 ‘Right First Time’ which refers to the 
implementation of procedures with the sole 
purpose of eradicating mistakes.


QA covers a wide range of aspects associated with 
the production of products, systems or applications 
including the management of the quality of raw 
materials, assemblies of components, production 
methods and services, management procedures and 
production and inspection processes.


It should be understood that acceptable quality is 
decided upon by users or customers and not society 
in general. It is a common misconception that quality 
is linked to price or descriptions such as ‘high’ or “low’ 
quality. This is in fact untrue, for example a low-priced 
product may be regarded as having ‘high’ quality as a 
consequence of being biodegradable (for example these 
bowls www.ecologicearth.net/products/74/palm_leaf_
bowl_mini/), whereas another could be considered as 
having ‘low’ quality because it too is biodegradable, such 
as the paper used to print most newspapers.


Quality assurance processes can take many forms and 
vary in scope and complexity. It is very common for 
standard QA processes to be modified to suit a specific 
production process. A typical quality assurance process 
may include:


•	 the testing of previous products or systems


•	 the creation of a plan to improve


•	 the production of a design that includes 
improvements and requirements


•	 the manufacturing with improvements


•	 an evaluation of the new product or system with the 
improvements


•	 the testing of the new product or system.


Here is a link to an example Quality Assurance manual of 
a network installation company:


www.quality.co.uk/example/manual.htm
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Ongoing testing
Many software houses now use a post-release facility where, in the event 
of users encountering a bug or experience a crash, a window appears 
which invites the user to complete a bug report. 


User feedback


This is then sent to the company along with a file 
identifying which area of the program crashed and 
details of the crash. From this feedback the software 
house can understand whether there is a persistent 
problem and helps them to decide whether to issue a 
patch or an update.


This is a link to an example of a user feedback form 
- http://webscripts.softpedia.com/screenshots/
Feedback-and-Complaint-Form-26491.png


User experience programs


A lot of software companies are now inviting new 
customers to be participants in a user experience 
program in exchange for gifts or free upgrades. When 
a user installs the new application it will ask them to 
register their purchase with the software company. 
Within this registration process, there will be an invitation 
to participate in the program and if the user agrees the 
company will periodically request feedback about their 
experience when using the program. Some companies 
even include a function within their programme’s 
facilities where, with the user’s permission, they can 
capture performance data direct from the software over 
the internet.


Ongoing reliability tests


Ongoing reliability tests are hardware tests commonly 
associated with manufacturing to ensure that the quality 
of the products that are coming off the production line 
after a period of time after release are still of the same 
specifications as the early models manufactured soon 
after release.


Products are sometimes placed in a ‘burn-in’ chamber 
that matches the upper limits of the specification 
temperature in order to bring the product to early 
maturity. The quality of the product is then measured 
and if the unit fails then an investigation proceeds to find 
out if parts bought from other manufacturers are the 
items that caused the failure. If this isn’t the case then the 
whole batch of units that were produced at the same 
time as the failed unit are tagged for retesting or repair 
to either verify or correct the issue.


This website explains the differences between software 
and hardware reliability testing including some useful 
graphs - www.ece.cmu.edu/~koopman/des_s99/
sw_reliability/


Conclusion
In summary the important points to remember about 
testing are:


•	 Testing is an important and crucial part of a product 
or software lifecycle that is purposefully scheduled 
within a defined place between the development 
stage and the product or application launch.


•	 It is the stage in the process that verifies that a 
product or application meets performance, design, 
functional and implementation requirements 
identified within a specification that has been 
agreed between a supplier and a customer or end 
user. 


•	 Testing provides the confidence that a project has 
been completed to the satisfaction of both the 
customer and supplier so that the contract can be 
closed and paid for.


•	 Testing is a formal QA process that can be carried out 
by expert, outside companies or in-house specialist 
departments. It consists of specific procedures 
described within test strategies and test plans that 
inform test engineers whether a product or a piece 
of software meets specific test criteria.


•	 It is important to incorporate both manual and 
automated procedures into test strategies in order to 
have the confidence that comprehensive testing has 
taken place.


•	 There are a range of test criteria that exist for specific 
purposes including pass/fail criteria and acceptance 
criteria that involves alpha and beta testing 
procedures.


•	 The results of testing inform the decisions that 
development personnel have to make regarding the 
production and the state of readiness of a product. 


•	 The process of recording and the presentation 
format of the test results is an important 
consideration for test engineers.
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Useful links
Software Testing:


www.ece.cmu.edu/~koopman/des_s99/sw_testing/


An IBM web page with numerous links associated with 
writing a manual test script:


http://publib.boulder.ibm.com/infocenter/rtnlhelp/
v6r0m0/index.jsp?topic=%2Fcom.ibm.rational.test.
mt.doc%2Ftopics%2Ft_writingamt.html


A Microsoft web page about designing test cases:


http://technet.microsoft.com/en-us/library/
cc782852(v=ws.10).aspx


An Agile Modelling web page about user stories:


www.agilemodeling.com/artifacts/userStory.htm


An informative web page regarding regression testing:


http://smartbear.com/products/qa-tools/automated-
testing/supported-testing-types/regression-testing/


Testing within Health & Social Care
At first glance it would appear that testing within IT, business and 
industry would have little in common with testing procedures that are 
carried out within the Health & Social Care context and it is true that 
there are major differences however, look a little closer and there are 
similarities also.
Whereas the purposes of testing within IT, business 
and industry are associated with products meeting 
specification criteria and minimising risk for product 
stakeholders, the purpose of testing within Health & 
Social Care is to measure various attributes of the body’s 
systems to determine the overall health of the individual.


The typical, non-invasive tests that a health and 
social care professional may carry out include the 
measurement of pulse rate, breathing rate, temperature 
and blood pressure. The resulting readings are then 
compared with expected standard values that have 
been confirmed and agreed by medical science. In a 
lot of respects this is similar to the manner in which 
industry compares captured test values to specification 
requirements agreed with between vendor and client.


Additionally, just like a test engineer having knowledge 
of how adverse or extreme conditions can impact on 
product test values, so must the health professional have 
awareness of how certain physical and medical factors 
can affect the reliability of body system measurements.


During performance tests, software or a product may 
be subjected to different conditions such as increasing 
the data rate, the speed of operation or the operating 
temperature. Similarly, the health professional must be 
aware of the differing behaviour of attributes such as 
pulse rate, breathing rate and blood pressure etc. during 
and recovering from exercise.


There are also similarities between the professions in 
the manner in which captured test data maybe collated 
and presented by using csv. files, spreadsheets, graphs, 
tables and charts. Also, just like a test engineer might do 
a health professional maybe called upon to use gathered 
data to write a report to be submitted to a management 
team.
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CONTACT US


Staff at the OCR Customer Contact Centre are available to 
take your call between 8am and 5.30pm, Monday to Friday. 


We’re always delighted to answer questions and give advice.


Telephone 01223 553998
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Using this guide


This guide on best practice for work experience has been 
produced by OCR to help you understand the skills and 
techniques you will need to develop, practise and use 
in studying for your chosen qualification. This guide has 
not been written to accompany a specific qualification 
but focuses on skills that relate to many areas of both 
education and work environments. Other skills guides 
are available at www.ocr.org.uk.


Work experience is time spent on an employer’s 
premises to observe, learn and gain experience of the 
working world whilst the learner is still at school.  It is not 
paid employment, but is an opportunity for any young 
person aged 14 or over and still in education (attending 
school, college or university) to put classroom theory 
into working practice.


 


This Guide is arranged into three sections addressing 
Teachers (the schools and colleges teaching Cambridge 
Technicals qualifications), the Learners taking these 
qualifications, and the Employers offering work 
experience to support them.  It concludes with sector 
specific guidance, incorporating case studies that set 
out the benefits of work experience to the three sectors 
which are the focus of this guide.  


Work experience has for generations been accepted as a 
worthwhile compliment to time spent at school, and is 
the most widespread example of employers supporting 
education.  On average, nearly 500,000 young people 
participate in work experience every year supported 
by thousands of employers - both large corporates and 
small family businesses – in industries of all types.


It is widely recognised that work experience is a crucial 
supplement to any young person’s formal education. 
Using relevant local examples from employers the young 
people may or may not know are operating on their 
door step, the opportunity helps to bring subjects alive.  
As the case studies demonstrate, there are benefits for 
learners, employers and educators.  


Finally, work experience can be a critical element of the 
recruitment cycle. It is important that young people 
leave education not just with qualifications, but with 
other skills and high quality experiences to help them 
become and remain economically active.  Just as young 
people go into exams having had time to prepare for 
them, high quality work experience is one important way 
to help young people prepare for future employment.


Introduction


This guide has been written for OCR by the 
Institute for Education Business Excellence 
(IEBE). 


The Institute for Education Business Excel-
lence (IEBE) is a professional body dedi-
cated to improving the employability and 
life chances of young people. Created in 
June 2009, the IEBE sets and safeguards the 
standards for all types of work experiences 
up to the age of 19. IEBE do this by provid-
ing professional accreditation for individu-
als and quality assurance for organisations. 
Work experiences delivered by professionals 
working to the highest possible standards 
help make young people more empowered, 
employable and entrepreneurial. For more 
information, please visit
www.iebe.org.uk. 
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BEST PRACTICE
FOR TEACHERS


Getting involved in work experience
Introduction


First and foremost, it is important that the work 
experience placement meets the needs of all those 
involved.  This means the learner who will be attending 
the placement, the employer who is providing the 
placement, as well as you, who will using the placement 
to support the teaching you are providing to your 
learners.  This guide it will help you navigate through the 
processes involved to provide successful placements for 
all your learners. 


A thorough approach to this is important for a long term 
benefit – you need to think of future learners as well 
as the current ones.  It may take time to build effective 
relationships with a range of different employers, but an 
investment over the long-term will pay dividends.


Benefits


For teachers, work experience provides a number of 
important benefits:


•	 Enhances the vocational curriculum by providing 
direct links to real business scenarios;


•	 Helps to raise learner motivation and adds significant 
levels of applied learning to course content, which 
in turn helps to raise the levels of participation and 
attainment; and,


•	 Supports teaching staff by providing direct business 
links to course subjects, which in turn enhance 
course content and support delivery.


Overall, work experience helps to bring a subject alive 
by demonstrating how aspects of it apply directly to the 
workplace, which in turn helps you to teach it and the 
learners to understand it.


Finding a work experience placement


Firstly, it is beneficial for learners to complete an 
application form, or in the very least prepare a CV to 
outline their existing experience, and identify what they 
really want to achieve on work experience. There is some 
guidance in the learners section on preparing a CV and 
also in OCR’s employability skills guide, which can be 
downloaded from www.ocr.org.uk.


There are a number of ways to source and secure a work 
experience placement.  You could try to establish and 
maintain your own database of organisations willing 
to offer work experience placements.  You could use 
contacts you already have, but you will need to bear in 
mind that the information on the database is only valid if 
up to date and relevant. 


As will be outlined further on, you have a duty of care 
to ensure each environment is a safe and appropriate 
place for a young person.  Good administration and clear 
record keeping are also really important to ensure you 
know who is going where, who has been written to and 
who you next need to contact so an organised approach 
is essential.


If the above scenario is not possible or sounds a little 
daunting, help is at hand by using a quality assured 
provider registered with the Institute of Education 
Business Excellence (IEBE) - the professional body for 
all practitioners involved in developing young people’s 
employability    They will follow best practice to source 
placements, leaving you time to concentrate on the 
learners themselves, supporting them to think about 
what they want to achieve whilst on work experience 
and how this will in turn help to benefit their course in 
the short term and their future employment in the long 
term.


The third way to source placements is via the learners 
themselves.  Potential placements may be suggested 
from personal contacts (friends and family) but bear 
in mind these will all still need to be followed up and 
checked out.
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Allow sufficient time to plan


To make each placement successful, planning your 
approach over a couple of months allows sufficient time 
to prepare the learners beforehand, find the placements, 
and ensure they are in a safe environment, especially if 
there are a number of learners are going out at the same 
time.  


Learners Preparation


As the educator, it is your responsibility to prepare 
the learners for their work experience placement, the 
process of which is also excellent practice for the real 
world of work.  The use of a quality assured provider may 
again be advisable if you are unable to do this yourself.  
Either they or you could offer and deliver some work 
preparation support which may include:


Completing an application form and preparing a CV


This could be at the request of a potential work 
experience employer and/or simply providing some 
good practice that can be used when applying for a 
part-time job whilst at still at school, or a full-time job 
after leaving school.


This is the opportunity to identify the strengths of 
each learner, highlighting some of the skills they have 
possibly developed through past work experience or 
qualities they feel they have, hobbies they enjoy, or 
voluntary work they have been involved in. They can also 
use this opportunity to identify qualifications already 
achieved and promote themselves as an individual.  
Collectively, this will ensure learners start to understand 
the importance of providing sufficient information to 
make them stand out from others and potentially secure 
employment.


Interview practice


A vital piece of support for learners is the opportunity to 
practice interviews, either through role play or interactive 
workshops presented by business personnel.  This will 
help them to develop some of the skills and techniques 
they need to learn before they meet their employer 
for the first time.  There is no such thing as too much 
preparation when it comes to attending interviews.


Travel arrangements


To attend their placements, learners may have to rely 
on lifts from friends or family or use public transport.  
If they are old enough, some of them may have their 
own means of transport.  Identifying any potential 
problems with particular individual journeys will help 
to ascertain where a learner can realistically travel to for 
their placement.  It should also be acknowledged that 
pushing the boundaries of where the learners could 
travel to will of course also provide a better chance of 
securing a placement that is right for them.


Recapping what skills an employer is looking for


Regardless of the placement type, each employer 
will be looking for similar transferable skills around 
communication, personal presentation, teamwork, using 
initiative, timekeeping and a can do attitude, which can 
be vital in demonstrating how the learner can add value 
to a employer.


Helping learners by highlighting these standard and 
important key skills will help them prepare themselves.  
Offering workshops or sessions based on a range of 
topics such as interview techniques, dress codes and 
appropriate clothing for the work place, customer service 
& telephone techniques, rights and responsibilities and 
team work, will help provide specific opportunities to 
highlight and practice before starting work experience.


Planning for a successful placement Understanding the risks and learner responsibilities


Before going into a workplace and being asked to do 
tasks that may be unfamiliar to them, it is a good idea to 
outline what responsibilities and duty of care lay with the 
learner as well as the employer. OCR’s employability and 
legislation skills guides contain relevant information and 
can be downloaded from www. ocr.org.uk.  


 


Written confirmation


It is advisable to put everything in writing so that the 
learner, the employer and you all have a copy of the 
same paperwork to confirm the dates of the work 
experience placement, the location, duties and so on.  
This paperwork will also help each learner to record their 
learning and in turn to support their studies.


Up to date and relevant job description


Before the learner commences their work experience it 
is important that they have a relevant job description, 
outlining key tasks they will be expected to do during 
the placement, minimum level of experience required 
and skills that will be developed by the end of the 
placement.


If it is a placement you or the learner has personally 
sourced, it is important to ensure that the details are 
still relevant and the contact hasn’t changed.  A letter 
confirming this, a telephone call or a visit will soon make 
sure the details are accurate before passing them onto 
your learner.


If outsourced to a quality assured provider, the 
placement will automatically be checked on your behalf, 
ensuring all relevant details and health and safety 
arrangements are up to date before forwarding the job 
description to you, and in due course, the learner.


Central point of contact


Leading up to and during the placement, it is helpful to 
have a central point of contact in your school/college 
for the participating learners and employers should 
the need arise for them to get in touch.  Ideally, this 
should be someone who knows the learners and the 
work experience arrangements and who can provide 
support to the work experience placements from start 
to finish.  For the same reasons, employers are also asked 
to provide a single point of contact for and their name 
should appear on the original paperwork.
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Health and safety


Prior to going on work experience, it is important 
learners are also made aware of their duty of care whilst 
on an employer’s premises, as well as being made 
aware of the duty of care an employer owes to them.  
Including references to health and safety during each 
learner’s preparation will provide the opportunity to raise 
this, get them to think about it in their own minds and 
raise questions to you, and further down the line, their 
employer.


Health and safety should also be included within each 
learner’s induction when they first start their placement, 
and this is the responsibility of the employer.  The health 
and safety implications should mirror the duties on the 
job description.


Further information about the duties of care in relation 
to young people and the world of work, the following 
can be found in this section of the Health and Safety at 
Work Act 1974:


www.hse.gov.uk/youngpeople/law/hsaw.htm 


Responsibilities Risk assessment


Before any placement commences, it is best practice to ensure the safety of each learner by checking the environment 
and confirming activities.  The easiest way to do this is to visit in person beforehand and complete a checklist covering 
the following:


Placement employer details
Employer name and contact information
Contact name and role within the company


Placement details


Placement title and aims
Company profile
Learning objectives
Clothing, including protective clothing if required
Interview and travel information
Days and hours of work
Additional specific information


Health and safety
Health and safety responsibilities and procedures
Supervisor 
Induction


Prohibited tasks and areas Summary of potential hazardous areas and equipment to inform the learner about


Risk assessment Identification of the significant hazards and appropriate control measures


Employer agreement
Confirmation that Employer’s Liability Insurance is in place
Confirmation that the information supplied in the checklist is correct
An understanding of what safeguarding and child protection means


Using a checklist will help identify questions to ask and information to forward to each learner.  Such pre-placement 
checks should be carried out by a suitably trained and experienced member of staff or a representative of a quality 
assured provider. Visiting the employer is also an ideal way to build the relationship with them, get to understand their 
business thereby and so help to provide as supportive and effective a placement as possible.
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Additional needs of the learner


It may be helpful for the employer to be aware of any 
individual needs that a learner may have, which could 
include potential risks or hazards around educational, 
medical, behavioural or home circumstances.  You may 
be able to provide this information within the restrictions 
of the Data Protection Act and other local safeguarding 
children policies, but should otherwise encourage the 
learner to make their employer aware of any factors that 
may affect their placement. 


This information may then be drawn upon during the 
pre-placement check and risk assessment before being 
recorded and forwarded to the learner.  


Safeguarding learners on work experience


Safeguarding learners on work experience means 
ensuring as safe an environment as is possible.  There 
is often confusion about whether an employer needs 
to complete a Criminal Records Bureau (CRB) check if 
they offer work experience; work experience is actually 
about providing a realistic flavour of the world of work 
whilst at the same time providing a safe and supportive 
environment.  


The Criminal Record Bureau (CRB)


The CRB provides access to criminal record information 
through its Disclosure Service enabling organisations 
to make safer recruitment decisions (paid or voluntary) 
by identifying individuals who may be unsuitable for 
certain work, especially that which involves children or 
vulnerable adults.   


In the large majority of work experience placements, 
there is no requirement to conduct a CRB check on an 
employer’s member(s) of staff who has regular access or 
responsibility for the learner.  However, the decision will 
depend on an assessment of the overall potential risks 
posed to a young person, and will take into account any 
systems in place to minimise these risks:


•	 Young people has been identified by the school as 
vulnerable for educational, medical, behavioural or 
home circumstance reasons;


•	 Longer term work experience placements, where 
it involves regular lone working over long periods, 
placements located in particularly isolated 
environments with one-to-one working and/or 
placements involving a large amount of lone travel;


•	 Work experience placements that include a 
residential element.


If the teacher feels a CRB check would be appropriate, 
the employer may be able to arrange this or a quality 
assured provider will generally be able to conduct this 
for you, for which there may be a charge.


Positive role models


During the work experience the employer acts in a 
mentor capacity and therefore needs to act as an 
appropriate role model with due regard for appropriate 
conduct with learners.  It is therefore important to make 
employers aware to:


•	 Act as an appropriate role model;


•	 Value a learner’s contribution and opinions;


•	 Encourage them to reach their desired goals; and,


•	 Listen to the learner(s) and discuss relevant topics.


Common sense approach


It is also important that work experience supervisors 
are not put in a vulnerable position, so it is suggested 
that where possible, employers are made aware that all 
liaison with learners should:


•	 Take place in an open space, with other people 
present where possible;


•	 Be within appropriate working hours where possible; 
and,  


•	 Consider if questions asked about personal or family 
life are of an appropriate nature.


Disclosure from a learner


If an employer does have concerns about the protection 
of a young person they are working with (for example 
something the learner has said), appropriate procedures 
should be followed and in the first instance they may 
contact you as the school/college contact person.


Insurance


An employer’s existing Employer’s Liability Insurance 
will usually cover learners on work experience.  However 
it is down to you as the work experience placement 
organiser to ensure this is the case beforehand.  The 
same goes for company vehicle insurance if a learner will 
be travelling in a company vehicle.


The Association of British Insurers (ABI) provides further 
guidance on this area:


www.richmond.gov.uk/guidance_from_the_
association_of_british_insurers.pdf 


Confidentiality


Learners on work experience placements should be 
made aware there maybe be aspects of their role, 
or aspects of their work environment, for which 
confidentiality is required.  Employers are asked to 
outline any specific issues of this nature during their 
induction, and the same rules may apply to any 
visiting members of teaching staff whilst a learner is on 
placement.   
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Agree aims and outcomes


A period of work experience specifically aimed at 
supporting a learner’s studies in school/college is more 
beneficial if specific aims and outcomes are identified 
before the placement commences.  Best practice 
includes discussing and agreeing what this means with 
the learners.


Aims


The aims are what the learner wants to achieve by 
the end of the work experience placement.  When 
deciding this, the learner should consider what they 
need to achieve in relation to the qualification(s) they 
are studying and their own personal development.  By 
the end of the work experience, the learners will ideally 
be more aware about employment opportunities in 
that industry/type of employer, more confident about 
being in the workplace, and will have built up a portfolio 
of evidence to continue their learning back in school/
college upon their return from work experience.


Outcomes


The outcomes for work experience, ideally SMART 
(Specific, Measurable, Achievable, Realistic and Time-
bound) based, are the changes that the learner wants 
to benefit from following a period of work experience.  
This could be an improvement in an individual’s skills, 
knowledge, confidence or ability.  


The example on the following page is of a work 
experience placement with a childcare provider to 
support the Cambridge Technicals in Health and Social 
Care Level 2.


Successful work experience outcomes Example is of a work experience placement with a childcare provider to support the Cambridge Technicals in 
Health and Social Care Level 2.


Aim To establish a greater understanding of policies and practice in the childcare industry


Outcomes 
(SMART)


By the end of the work experience period to:


demonstrate an improved 
knowledge of the policies in 
place to support the learning 
and development of children 
attending childcare facilities.


be able to identify increased 
confidence working with 
people in a professional 
environment leading to 
improved communication and  
interpersonal skills.


be more aware of the job 
opportunities available within 
the childcare industry relating to 
qualifications achieved.


Activities


complete a period of work 
experience with a childcare 
employer, working with children 
of different ages and abilities.


complete a project during the 
work experience period to 
identify the statutory guidance 
childcare providers have to 
adhere to care for children and 
employ staff.


shadow a range of staff within 
the childcare employer who are 
responsible for different areas of 
the business.


Evidence


Feedback from the employer at the end of the work experience period on performance during the 
placement.


Completed project signed off by the employer with feedback for further study.


Completed work experience log book to record evidence and information gathered.


Work experience schedule completed as outlined demonstrating a range of activities completed and a 
range of staff worked with.


Learner self-assessment completed to gauge own learning and personal development.
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During your discussions with learners, it is a good opportunity to explore what skills an employer is looking for in young 


people on work experience, as well potential new employees.  


Example transferable skills valued by employers


Skills Development of the skills


Communication skills The ability to communicate verbally and in writing in a clear and structured manner.  
To include the ability to listen and question during a conversation.


Teamwork
Negotiating and working with others towards a common goal.  To include 
negotiation and reflecting skills by demonstrating a respect of other people as well 
as the ability to contribute to discussions.


Presentation skills The ability to present information in a clear and succinct manner, using appropriate 
tools and props to aid the presentation.


Using own initiative The ability to work independently and take responsibility for a piece of work or a 
problem.


Negotiation skills The ability to influence others and negotiate a win win outcome.


Business and customer 
awareness


Understanding the key drivers of business success which include financial awareness, 
understanding customer needs, innovation, developing customer loyalty and 
understanding what it means to be enterprising.


Problem solving Looking at the ‘bigger picture’ to analyse the facts and develop solutions by ‘thinking 
out of the box’.  Demonstrates a positive attitude and approach to problems.


Numerical skills General financial and mathematical awareness appropriate to the business world.


IT The ability to use IT to work smarter and professionally.  Use of the internet, e-mails, 
databases, general word processing and spread sheets.


Following instructions Adhering to instructions and listening to the advice of others to a successful 
conclusion.


Self-management Willingness to accept responsibility, demonstrate flexibility, time management, 
assertiveness and able to be a reflective learner.


STEM Science, Technology, Engineering and Maths


Tips to help plan the placement


Pre-placement interview


Learners and employers should be encouraged to 
arrange a pre-placement interview to provide a practice 
opportunity for the learner and an opportunity to 
discuss the aims for the placement.  If a face-to-face 
interview is not possible, a telephone conversation will 
suffice.


Either way, learners are encouraged to really consider 
what it is they want to achieve whilst on placement and 
this is their responsibility.  Having the opportunity for a 
dry run journey to the placement before the interview 
or the Monday morning start will obviously help 
them to prepare and familiarise themselves with the 
arrangements and location.


Work experience schedule


An agreed schedule of work discussed with the learner 
beforehand will outline and provide a record of what the 
learner will be doing and who they will be working with.  
This will also provide you with details about what will be 
covered during their time with the employer, which will 
help you to follow up on their learning afterwards.


Induction


As with any new member of staff, providing an induction 
to cover emergency and evacuation procedures should 
be standard practice and employers are asked to ensure 
this is covered off.  It should include relevant aspects of 
the company’s employment policies and procedures 
for the company relevant to the learner whilst with 
the employer, along with appropriate risk assessments.  
Combined, these show the learner the duty of care for a 
safe working environment.


The employer should ask for contact details of the 
learner (a parent or guardian for example) should they 
need to make contact whilst the learner is with them. 
They should also share your contact details.


The induction should include a tour of the premises, 
showing key facilities and where personnel are based, all 
of which will help welcome the learner and put them at 
ease.  Introductions to their supervisor(s) and a place to 
call their own (for example a desk or locker) will also help 
them to settle in.


Publicity 


Publicising successes of work experience within your 
school and in the local media is an excellent way to 
promote how work experience can support the teaching 
of your subject.  Sharing outcomes and feedback will 
promote the benefits to others in your school/college 
and encourage future employers to get involved.


Monitoring 


Monitoring how the placement is going can be done in 
person (by prior arrangement) or via the telephone.  It 
will help to keep you in the loop with how your learner 
is getting on. The large majority of placements go very 
well for everyone concerned.  However, as with actual 
employment, there are times when things may not 
go well despite the best plans being made.  If you are 
contacted by the learner or the employer because they 
have a concern, through discussions you should manage 
the situation to a mutual and successful conclusion.


Making it easy for future work experience  


If this is your first venture into work experience, planning 
well now will help provide a solid basis for future 
successful placements.  Learn from feedback received 
and keep accurate records to help you adapt your future 
practice.
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BEST PRACTICE
FOR LEARNERS


Debrief


Once the placement has finished and the learner will be 
back in school/college, set aside some time to properly 
evaluate the learning outcomes.  Having a debrief 
scheduled during their first week back will help capture 
each learner’s thoughts and feelings more accurately.  
Encourage them to share their learning with other 
learners and identify links to support their studies in the 
future.


On some occasions the placement may not have 
been what the learner expected but this is not always 
detrimental.  For example, although a learner may 
discover they may not want to work in that type of 
employment in the future, this should still be seen as a 
positive because they are now more aware of different 
types of jobs and employment opportunities.  There 
will also be plenty of transferrable skills and insights the 
learner will have picked up, whatever the environment in 
which they worked.


It is also a common courtesy for each employer to be 
personally thanked by each learner after volunteering 
their time and offering access to their company.  
Benefits to the curriculum should not be forgotten and 
acknowledging goodwill will hopefully encourage future 
support.


Recording the learning


It is useful to provide learners with a medium to record 
their learning, provide opportunities and suggestions 
to link the learning from work experience back to 
their course.  A diary or other means of recording their 
experience could be useful.   


Evaluation


An evaluation form asking for feedback on the process, 
as well as linking back to each original learner’s 
anticipated aims and outcomes will provide a formal 
way to evaluate the benefits for each learner.  Reviewing 
these collectively will also provide evidence on how 
work experience has helped teach your course and what 
future benefits may also be gained.


Feedback from the employer on how the learner worked 
will provide a personal reference which the learner can 
use for future work experience or job opportunities.


Final thoughts


Above all, celebrate what has been achieved during the 
work experience.  The new contacts you may have made 
to support teaching of your course, the evidence your 
learners gained from their placements and how they are 
better equipped for the working world once they leave 
you.
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Allow sufficient time to plan


It is important to work closely with your school/college 
and adhere to deadlines for information needed from 
you, be it to complete an application form, attend an 
interview or prepare a CV.  Planning in advance and 
working together will help to ensure nothing is left to 
the last minute.


Learner Preparation


Making sure that you are properly prepared before 
you start your placement is essential for a successful 
experience of the world of work.  The following areas 
outline key things to think about and to cover with 
the work experience organiser in your school/college 
before you start.  It is important to remember that first 
impressions count, so good preparation beforehand is 
vital.  


Completing an application form


Always read the application form before you start.  
Like an exam, always make sure you answer ALL the 
questions you have been asked to answer and be honest 
with the information you provide.  Check your spelling 
and your grammar.  Example questions requiring a 
detailed answer may include asking for information 
about:


•	 Skills and experience developed elsewhere in your 
life for the work experience you may be applying for;


•	 Your reasons for applying; and,


•	 Qualifications and experience gained both within 
and outside of school.
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Getting involved in work experience
Introduction


Work experience is the best opportunity for you to 
learn more about the world of work, employment 
opportunities and to identify ways to support your 
continued learning.  It is your work experience 
placement and therefore it is important that you 
consider what type of environment you would like 
to work in.  Think about what you enjoy doing, what 
your strengths are and take into account past work 
experience which may influence your thoughts about 
this particular placement.  You also need to consider how 
you will travel to your work experience placement and if 
you will need the help of others.


You may well have completed a work experience 
placement already or have a part time job.  If this is the 
case, use this experience to help you consider how a 
work experience placement to support your current 
course will benefit you.


This guide provides some important information for 
you to consider, as well as an outline of the processes 
involved, so you are more aware of what needs to be 
completed by you, your potential work experience 
employer and your teacher.  


At the end of the day, it is your work experience 
placement and your needs are at the centre of it, so 
bear this in mind when you are being asked to submit 
information by a deadline.


Benefits


For learners, work experience provides a number of 
benefits, including:


•	 Opportunities to develop key employability skills 
with an employer;


•	 Enhances the vocational curriculum by providing 
direct links with relevant employers;


•	 Providing an opportunity to develop links to 
potential employers and supporting career choices; 
and,


•	 Giving you an edge over other young people 
entering the job market.


Overall, work experience provides you with the 
opportunity to bring your course alive by directly linking 
to employers in that industry.


Finding a work experience placement


There are a number of ways to source and secure a 
work experience placement.  Firstly, your school/college 
may be sourcing placements directly and will take into 
account your needs and those of employers offering the 
placements.


Secondly, your school/college may buy in the services 
of another provider to organise this on your behalf 
and their behalf.  If this is the case, you may have had 
an interview and/or completed an application form to 
mirror real job searching.  A number of placements will 
be sourced and then matched to meet your criteria.  
These placements will often be sourced from a large 
database of supportive employers who are used to 
supporting similar work experience needs. Use this 
experience to help you prepare for going on work 
experience, as well as for your CV.


Finally, think about family and friends and possible 
networking opportunities which could lead to a work 
experience placement to support your studies.  Even 
though you may know the contact very well, it is 
important to remember that you are approaching them 
to gain professional experience to support your course 
and future employment.  It is therefore a good idea to 
make the approach in a professional manner because it 
may have to be forwarded to someone else within the 
company who may not know you.


Planning for a successful placement
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Preparing a CV 


A standard CV (Curriculum Vitae) for someone going on work experience should aim to be one side of A4, and certainly 
no more than two.  Consider it as a marketing document about you, so you need to sell yourself in it.  It needs to be 
clear, succinct and factual with accurate spelling and grammar.  


The CV should be structured around the basic framework as set out below:


Personal details Your name, address, contact telephone number and e-mail address


Personal statement
Outlining your key skills and attributes you believe describes yourself and which a 
potential employer would value.  
Examples include being an effective team player or excellent attention to detail.


Education and 
qualifications


Include ALL subjects and courses achieved, as well as those currently being studied.  
Also include courses and exams completed or studied outside of school that may be 
linked to a hobby, but which will demonstrate and support your personal statement.


Interests and 
achievements


Be short and to the point.  Show your range of interests, but ensure they again 
demonstrate and support your personal statement and show you in a positive light.  
Include anything that is a little out of the ordinary or that demonstrates key skills 
around organising, team work, negotiating etc.  
Do you have experience gained from voluntary work, work experience or awards 
such as the Duke of Edinburgh Award?


Skills For example, include languages you may be proficient in, an outline of your IT skills or 
anything else you feel would be relevant.


References
Normally two are sufficient, including one from your current school/college and one 
in a professional work capacity if available.


A CV should be accompanied by a covering letter.  Always find out the name of the person you wish to send the letter 
and CV.  The letter should outline key elements from your CV you want to raise to the recipient. OCR’s skills guide on 
employability can help you do this; see www.ocr.org.uk to obtain the guide.


Interview practice


Before your interview, the following table offer some tips to help you be prepared:


Company research


Demonstrate you are interested in the company and know a little about what the 
company does, as well as its range of customers and competitors.  
The company website is a good starting point, as well as local papers or talking to 
friends and family who may have information about them.


Dress and appearance


Professional business dress is usually the accepted attire to send out a clear message 
that you are serious about being offered the job or work experience.  
Ensure you are presented in a clean and neat manner regardless of the role you may 
be applying for.


First impressions They count!  Smile and look pleased to be there and interested in the company and 
the job/work experience opportunity.


Time keeping


Do a trial run to find out where the company is and how long it will take to get there 
using the means of transport available to you.  
It is better to arrive 15 minutes early than 15 minutes late to allow you to make a 
good impression, relax and study the environment.


Body language
Make eye contact, offer a firm handshake, smile and appear interested in the 
questions.   Sit upright with your hands and arms in an open position (avoid crossing 
your arms), look confident and relaxed.


Answering the questions


Listen carefully and ask for clarification if you are not sure.  
Think about how you answer, do not use jargon or slang but think about professional 
language that a potential employer would want to hear and which puts you in a 
positive light.
How would you answer the following example interview questions:
•	 What	is	your	biggest	achievement	outside	of	school?
•	 What	do	you	consider	to	be	your	strengths?
•	 How	would	other	people	describe	you?
•	 What	interests	you	about	working	in	this	company?


Asking the questions


As well as being able to answer the interviewer’s questions, it is important to 
have some of your own up your sleeve to indicate your interest in the position, 
demonstrate you have been listening and that this is an employer you may want to 
work for.


End of the interview Thank the interviewer for their time, offer to shake their hand and enquire what the 
next steps are.


Learn from the experience


An interview is a two-way process to find out more about if you would want to work 
in the company as much as if the company would want you to work with them.  
Learn something new from the interview to put into practice next time.  
If the interview wasn’t successful, ask for feedback so you can learn from it.
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Responsibilities in the workplace 


Before going into a workplace and being asked to do 
tasks that may be unfamiliar to you, it is a good idea to 
outline what responsibilities lay with you as well as the 
employer.  This should be covered before you start or 
during your induction.


Travel arrangements 


Consider all options available to you when it comes 
to travelling to a work experience placement.  This 
will broaden the geographical area you can travel to 
and therefore broaden the potential work experience 
placements available to you.


Be realistic about your travel ambitions, especially if 
you are relying on a lift from a parent, relative or friend.  
Consider the time of day and rush hour, which may 
lengthen the journey.  Have a back-up plan if your 
proposed form of transport doesn’t materialise or is 
delayed on one of the days.


Transferable skills 


These are skills which a potential employer or work 
experience provider looks for to demonstrate how you as 
a person will fit in to the job role and/or company.  They 
can generally be developed in a variety of placement 
types so keep an open mind and think about which ones 
you are proud of and which ones need to be developed 
further.  


Example transferable skills an employer values


Skills Development of the skills


Communication skills The ability to communicate verbally and in writing in a clear and structured manner.  
To include the ability to listen and question during a conversation.


Teamwork
Negotiating and working with others towards a common goal.  To include 
negotiation and reflecting skills by demonstrating a respect of other people as well 
as the ability to contribute to discussions.


Presentation skills The ability to present information in a clear and succinct manner, using appropriate 
tools and props to aid the presentation.


Using own initiative The ability to work independently and take responsibility for a piece of work or a 
problem.


Negotiation skills The ability to influence others and negotiate a win win outcome.


Business and customer 
awareness


Understanding what are the key drivers of business success which includes financial 
awareness, understanding customer needs, innovation, developing customer loyalty 
and understanding what it means to be enterprising.


Problem solving Looking at the ‘bigger picture’ to analyse the facts and develop solutions by ‘thinking 
out of the box’.  Demonstrates a positive attitude and approach to problems.


Numerical skills General financial and mathematical awareness appropriate to the business world.


IT The ability to use IT to work smarter and professionally.  Use of the internet, e-mails, 
databases, general word processing and spread sheets.


Following instructions Adhering to instructions and listening to the advice of others to a successful 
conclusion.


Self-management Willingness to accept responsibility, demonstrate flexibility, time management, 
assertiveness and able to be a reflective learner.


STEM Science, Technology, Engineering and Maths
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Written confirmation


It is a good idea to keep in writing everything about 
your work experience placement to provide a list of who 
you may have approached, when you need to attend 
an interview, as well as having a record to look back on 
once your placement has been completed.  Investing in 
a folder to keep all this in one place will help organise 
the paperwork and help ensure nothing is mislaid.  It 
will also provide a useful tool for future job or work 
experience searches.


Up to date and relevant job description


Work experience activities will reflect the type of 
environment you are looking to go into and take 
into account your age, experience and expertise.  It is 
therefore important to consider what you are able to 
give to the type of role you are applying for, as well as 
considering what you personally want to achieve by the 
end of the period with an employer.


You should not be asked to undertake activities that you 
are not legally allowed to (for example using specialist 
equipment under a certain age) and you will be 
supervised at all times.


Before your placement you will be provided with an up 
to date and relevant job description outlining key tasks 
and activities to be completed during your time with the 
employer.  It will also outline company details, what you 
may be expected to wear and hours of work.


Central point of contact


Each employer provides a single point of contact 
for each learner to approach in the lead up to work 
experience and during the week.  This person may also 
see you for an interview and be a point of contact during 
your time with the employer who can provide support 
when needed.   


You may be working with other people during the week, 
especially with large employers, but the central point of 
contact will often be your main source for information 
from start to finish, and your supervisor for the time you 
are with the employer.


Health and safety


Whilst on work experience, learners have a responsibility 
for health and safety in just the same way an employee 
in that same company does.  They have a duty of care 
towards others and must ensure their actions will not 
negatively impact on others.


All employers who have offered to take learners on work 
experience are asked to provide an induction at the start 
of the placement.  This is an ideal opportunity to outline 
key health and safety responsibilities and what to do in 
the event of an emergency or accident.


Each work environment is different and different 
practices may therefore apply, so it is important that 
every learner feels comfortable, understands and 
adheres to individual safety instructions.


Further information about the duties of care in relation 
to young people and the world of work, the following 
can be found in this section of the Health and Safety at 
Work Act 1974:


http://www.hse.gov.uk/youngpeople/law/hsaw.htm 


Risk assessment


Learners on work experience are classed as employees 
for health and safety purposes.  This means employers 
owe the same duty of care to you as they would for 
an employee.  An employer’s existing workplace risk 
assessment may already cover the risks that you may 
be exposed to.  However, it is an employer’s duty to 
take account of potential risks that may arise as a result 
of a young person’s age, relative lack of maturity or 
experience.


Additional needs of the learner


It is important that the employer taking you on work 
experience is also notified of any relevant information 
regarding your individual needs, which may include 
potential risks or hazards that may need to be considered 
because of specific educational, medical, behavioural or 
home circumstances.  Your teacher may be able to share 
some information with your permission but you are best 


placed to make your employer aware of any factors that 
may affect your placement. Don’t be afraid to be honest 
with your employer, it is in your interests and they are 
likely to be supportive.   


Safeguarding learners on work experience


Whilst on work experience, those organising the 
placement for you need to ensure it will be a safe and 
supportive environment to maximise the learning 
potential and to keep you safe.


In the large majority of cases there is no need to formally 
conduct a check on employers through the Criminal 
Records Bureau (CRB) but if this is necessary, the relevant 
paperwork will be completed on your behalf before you 
start with the employer.


Whilst on work experience, employers have a duty 
of care to act as a positive role model and to adopt a 
common sense approach to ensure your time with the 
company is a productive and enjoyable one.  If you have 
any questions or concerns about this either before or 
during your work experience, it is important to speak 
to the work experience organiser within your school/
college.


Insurance


An employer’s existing Employer’s Liability Insurance 
will usually cover you on work experience; however 
it is down to you as the work experience placement 
organiser to ensure this is the case beforehand.  The 
same goes for company vehicle insurance if you will be 
travelling in a company vehicle.


Responsibilities
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Confidentiality


As a learner on work experience with a host employer, it 
is important that you respect any issues of confidentiality 
when on an employer’s premises.  Employers are asked 
to outline specifics to you during your induction.   


Due to data protection no information gathered on a 
work experience placement should be removed from 
the workplace unless permission has been authorised by 
your supervisor.


Agree aims and outcomes


A period of work experience aimed at supporting a 
course in school/college is more beneficial if specific 
aims and outcomes are identified and discussed before 
the placement commences. 


Aims


These are what you want to achieve by the end of the 
work experience placement.  When deciding this, you 
should consider what you need to achieve in relation 
to the qualification(s) that you are studying and your 
own personal development.  By the end of the work 
experience, you will ideally be more aware about 
employment opportunities in that industry/type of 
employer, more confident about being in the workplace, 
and will have built up a portfolio of evidence to continue 
your learning back in school/college upon their return 
from work experience.


Outcomes


Outcomes for work experience are the changes that you 
want to happen by the end of your work experience 
placement.  They should be SMART (Specific, Measurable, 
Achievable, Realistic and Time-bound) based, and could 
be an improvement in your skills, knowledge, confidence 
or ability to perform specific tasks. 


The example on the following page is of a work 
experience placement with a childcare provider to 
support the Cambridge Technicals in Health and Social 
Care Level 2.


Successful work experience outcomes


understanding  


learning  guidance  


resources  communication  


industry knowledge  skills  


employment  training  education  


qualification understanding  learning  


guidance  resources  communication  


industry knowledge  skills  employment  


training  education  qualification 


understanding  learning  guidance  resources  


communication  industry knowledge  skills  


employment  training  education  qualification 


understanding  learning  guidance  resources  


communication  industry knowledge  skills  


employment  training  education  qualification 


understanding  learning  guidance  resources  


communication  industry knowledge  skills  


employment  training  education  qualification 


understanding  learning  guidance  resources  


communication  industry knowledge  


skills  employment  training  education  


qualification understanding  learning  


guidance  resources  communication  


industry knowledge  skills  


employment  training  education  


qualification understanding  


learning  guidance  


resources  
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Example is of a work experience placement with a childcare provider to support the Cambridge Technicals in 
Health and Social Care Level 2.


Aim To establish a greater understanding of policies and practice in the childcare industry


Outcomes 
(SMART)


By the end of the work experience period to:


demonstrate an improved 
knowledge of the policies in 
place to support the learning 
and development of children 
attending childcare facilities.


be able to identify increased 
confidence working with 
people in a professional 
environment leading to 
improved communication and  
interpersonal skills.


be more aware of the job 
opportunities available within 
the childcare industry relating to 
qualifications achieved.


Activities


complete a period of work 
experience with a childcare 
employer, working with children 
of different ages and abilities.


complete a project during the 
work experience period to 
identify the statutory guidance 
childcare providers have to 
adhere to care for children and 
employ staff.


shadow a range of staff within 
the childcare employer who are 
responsible for different areas of 
the business.


Evidence


Feedback from the employer at the end of the work experience period on performance during the 
placement.


Completed project signed off by the employer with feedback for further study.


Completed work experience log book to record evidence and information gathered.


Work experience schedule completed as outlined demonstrating a range of activities completed and a 
range of staff worked with.


Learner self-assessment completed to gauge own learning and personal development.


Tips to help plan the placement


Pre-placement interview 


It is a really good idea to attend a pre-placement 
interview before you start work experience.  This 
provides excellent practice for future interviews and also 
provides you with an opportunity to consider what it is 
you want to achieve by the end of the week and have 
the opportunity to discuss this with your potential work 
experience employer.  These discussions will provide an 
opportunity to agree activities and ask questions you 
may have before you start.  


If you don’t already know where the employer is based, 
it is a good idea to find this out before attending the 
interview.  Visiting the workplace beforehand is also 
an opportunity for you to help visualise the location 
and environment, which in turn helps to alleviate the 
inevitable nerves you will feel on the Monday morning 
when you start.


If having an interview face-to-face is not possible, a 
conversation on the telephone beforehand can still be 
beneficial.  


Work experience schedule 


Your employer should provide you with a schedule for 
the placement, which takes into account what activities 
you would like to participate in to help achieve your 
outcomes.  It is therefore important that you do your bit 
to consider what you want to achieve and so influence 
the schedule.


Induction 


You will be treated like a new member of staff and the 
induction should include emergency and evacuation 
procedures, relevant aspects for the employment 
policies and procedures for the company along, with 
appropriate risk assessments so that you understand 
your duty of care for a safe working environment.


The induction will probably include a tour of the 
premises to show you key facilities and personnel who 
can help you during your placement.  The induction is 
an opportunity for you to take it all in and settle into the 
role for the time you are there.


Monitoring 


Your school/college may visit you whilst you are on 
placement.  This will help to keep them in the loop and 
ensure that expectations are being met.


The large majority of placements go very well for 
everyone concerned.  However, as with actual 
employment, there are times when things may not go 
to plan.  Despite the best preparation, there may be 
circumstances which mean a key contact is not available 
or an activity has changed.  It could be that you find 
out that your first experience into this type of company 
within the industry you are studying is not what you 
expected.  


If you find that you have questions or are not sure about 
any part of your work experience, raise this with your 
supervisor or school/college contact as soon as possible.  
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understanding  


learning  guidance  


resources  communication  industry 


knowledge  skills  employment  training  


education  qualification understanding  


learning  guidance  resources  communication  


industry knowledge  skills  employment  training  


education  qualification understanding  learning  guidance  


resources  communication  industry knowledge  skills  


employment  training  education  qualification understanding  


learning  guidance  resources  communication  industry knowledge  


skills  employment  training  education  qualification understanding  


learning  guidance  resources  communication  industry knowledge  


skills  employment  training  education  qualification understanding  


learning  guidance  resources  communication  industry knowledge  


skills  employment  training  education  qualification understanding  


learning  guidance  resources  communication  industry knowledge  skills  


employment  training  education  qualification understanding  learning  


guidance  resources  communication  industry knowledge  skills  employment  


training  education  qualification understanding  learning  guidance  resources  


communication  industry knowledge  skills  employment  training  education  


qualification understanding  learning  guidance  resources  communication  


industry knowledge  skills  employment  training  education  qualification 


understanding  learning  guidance  resources  communication  industry knowledge  


skills  employment  training  education  qualification understanding  learning  


guidance  resources  communication  industry knowledge  skills  employment  


training  education  qualification understanding  learning  guidance  resources  


communication  industry knowledge  skills  employment  training  education  


qualification understanding  learning  guidance  resources  communication  


industry knowledge  skills  employment  training  education  qualification 


understanding  learning  guidance  resources  communication  industry 


knowledge  skills  employment  training  education  qualification 


understanding  learning  guidance  resources  communication  industry 


knowledge  skills  employment  training  education  qualification 


understanding  learning  guidance  resources  communication  industry 


knowledge  skills  employment  training  education  qualification 


understanding  learning  guidance  resources  communication  


industry knowledge  skills  employment  training  education  


qualification understanding  learning  guidance  resources  


communication  industry knowledge  skills  employment  


training  education  qualification understanding  


learning  guidance  resources  communication  


industry knowledge  skills  employment  


training  education  qualification 


understanding  learning  


guidance  


BEST PRACTICE
FOR EMPLOYERS


Learning and evaluating
Debrief


Once the placement has finished and you have returned 
to school/college, set aside some time to properly 
evaluate the original learning outcomes you set.  This 
debrief time will allow you to capture your thoughts and 
feelings, and encourage you to share your learning and 
identify links to support your future learning.


As a common courtesy, a letter of thanks will go a long 
way to demonstrating to the employer your appreciation 
for the time they volunteered and accessed they offered 
to their company.  


Recording the learning


Your school/college may provide a means of recording 
your learning, as well as opportunities and suggestions 
to link the learning back to your course and future 
employment.  Take time to complete this as fully as you 
can – it was your work experience and so it important 
you take responsibility for it.  


Evaluation


An evaluation form asking for feedback on the process as 
well as linking back to your original aims and outcomes 
will provide a formal way to evaluate the benefits for 
you.  Reviewing these collectively with others studying 
your course will also provide evidence on how work 
experience has helped to compliment the teaching 
of your course and what future benefits may also be 
gained.


Feedback from the employer on how you worked will 
provide a personal reference which you can use for 
future work experience or job opportunities.  It will 
also provide an opportunity to update your CV with an 
outline of what you achieved whilst on work experience.


At the end of the day, it is important to make the most 
of the valuable opportunity work experience provides.  
So evaluate the whole learning process, asking yourself 
what did you learn, what did you enjoy, what did you 
find difficult and what would you like to do again? 


It is also beneficial to consider if things did not go 
according to plan, why this was and what you can do 
to prevent similar happening in the future.  It could be 
that you simply did not enjoy the type of work or the 
environment.  Either way this is still important learning 
and will help you establish where you do want to work, 
as well as where you may not.  You will also have gained 
some transferrable skills and useful insights that you will 
draw upon whenever you get that first job.


Final thoughts


Above all, celebrate what you have achieved, the new 
contacts you may have made and how evidence gained 
from your placement has supported your course, and 
your future employment prospects.
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Getting involved in work experience
Introduction


You may be reading this as an organisation about to 
offer work experience for the first time or one that 
provides placements on a regular basis.  Either way, 
thank you for the support you are giving to potential 
future employees. The opportunities you are about to 
give them will be hugely beneficial.


There are a number of ways to offer learners a valuable 
work experience placement in your organisation.  
You may be approached direct by a work experience 
organiser in a local school/college and/or a quality 
assured provider registered with the Institute of 
Education Business Excellence (IEBE) who will follow best 
practice to select work experience opportunities.  The 
details around the type of placement will be recorded 
and passed onto the learner prior to their placement.  
You may also be approached by a learner who has a link 
with your business via a relative or friend, or has taken an 
interest in your business as a potential work experience 
provider.  This type of approach should always be 
followed up by the work experience organiser.


Benefits


For employers, work experience provides a wide range of 
benefits, including:


•	 Supporting the recruitment of future employees;


•	 Promoting personal development of staff who 
support the placements;


•	 Enhancing social responsibility by providing direct 
links to the local community, which in turn helps to 
raise an organisation’s profile; and,


•	 Inspiring fresh ideas in your business using new pair 
of eyes.


Overall, work experience enables you to invest in the 
education of learners today to help support their future 
employment.


Allow sufficient time to prepare


Schools/colleges are advised to plan work experience 
programmes in order to co-ordinate what learners want 
to achieve and what employers are able to offer.  You 
may be approached by a school/college directly or a 
quality assured provider often six months in advance to 
ask for a placement and an early indication of whether or 
not you are able to offer a placement.  


Learner Preparation


Before a learner starts work experience with you, 
they may have already completed a period of work 
experience or they may have a part-time job.  If this is the 
case, they should already be aware of what is expected 
of them in the workplace.  However, there is still some 
preparation they will need to do before they start with 
you.


This preparation may include completing a CV and/
or application form, identifying skills needed for the 
work place, their personal development, and their travel 
arrangements – whether or not they will be using public 
transport, or relying on relatives or friends for a lift.  It 
is also recommended that learners are made aware of 
potential risks in the workplace and their associated 
responsibilities.


Written confirmation


It is advisable to put everything in writing so that the 
learner, the school/college and you all have a copy of 
the same paperwork to confirm the dates of the work 
experience placement, the location, duties and so on.  
This paperwork will also help each learner to record their 
learning and in turn to support their course.


Communicate with others in the company when you 
know who will be joining you for work experience and 
outline what they will be doing and what they hope to 
achieve.


Up to date and relevant job description


Before the learner commences their work experience it 
is important that they have a relevant job description 
outlining key tasks they will be expected to do during 
the week, minimum level of experience required and 
skills that will be developed.  


This is also a good opportunity for the employer to think 
about who the learner will be working with.  Learners 
must be supervised at all times and legal obligations 
adhered to.  For example there will be age restrictions for 
the use of some specialist equipment.  


Providing a brief summary about the company for the 
learner, as well as the company’s website address will 
enable the learner to investigate further before they 
start.  


Also consider about what, if any, protective clothing and/
or equipment may be required and whether you are able 
to provide it.  What hours of work would you like the 
learners to work and what breaks will they have during 
the day?  Is there somewhere for them to purchase lunch 
(either on site or within walking distance) or should they 
bring a packed lunch?  


All this information will help to satisfy the learner’s 
curiosity before they visit you and help them to visualise 
the sort of environment they will be working in.


Planning for a successful placement
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Central point of contact


During the week, it is helpful for the learner to have one 
named supervisor they can refer to should the need 
arise.  This supervisor will ideally have met the learner for 
an interview first and will be on hand to communicate 
to colleague information about who the learner is, when 
they will be joining the business for work experience, 
and what they will be doing.


It is also advisable to have a main contact for the 
school/college the learner attends.  Ensure that they are 
available for you to contact for the duration of the work 
experience.


As with any new employee, it is a good idea to ask 
the learner to complete their own contact form with 
details about who could be contacted in an emergency 
situation.


Tips to help plan the placement


Pre-placement interview  


It is best practice for the employer to invite the young 
person for a pre-placement interview.  Not only is this 
good opportunity to refine their interview skills, it is also 
a chance to discuss what they want to achieve and for 
you to agree outcomes for the placement.  


If an interview in person is not possible, then a 
conversation on the telephone before the start date is 
strongly recommended.  It will also provide the learner 
with the opportunity to consider what they want to 
achieve whilst with your company, and to help alleviate 
inevitable nerves before they walk through the door on 
that Monday morning.


Work experience schedule 


Having an agreed plan for the placement will 
allow all activities to be scheduled beforehand and 
communicating this will provide notice to anyone 
involved, prompting questions before the placement 
starts.  Circulating this information to company 
colleagues will mean everyone has access to the same 
information.


Induction 


As with any new member of staff, providing an induction 
to cover emergency and evacuation procedures should 
be standard practice.  Including relevant aspects of the 
company’s employment policies and procedures for the 
company, along with appropriate risk assessments will 
help outline to the learner what it means to be in a safe 
working environment.


Asking for contact details, (of a parent or guardian for 
example) is also a good idea should you need to make 
contact during their time with you.  


A tour of the premises, showing key facilities and 
where colleagues are based will help to welcome the 
learner and put them at ease.  Introductions to their 
supervisor(s) and a place to call their own (for example a 
desk or locker) will also help them to settle in.


Use the induction to follow up on issues raised in the 
pre-placement interview, when outcomes and the 
associated activities were discussed.  This will help to 
confirm arrangements for what the learner will be doing 
and when.


Health and safety


Health and safety is everyone’s responsibility.  The learner 
should have been be made aware that whilst on work 
experience, they have a duty of care to themselves 
and other people they will be working with and the 
same applies for employers taking learners on work 
experience.  An induction is an ideal opportunity to 
advise learners of their health and safety responsibilities 
and to ask for emergency contact details in the event of 
an accident or emergency situation.  


Further information about the duties of care in relation 
to young people and the world of work, the following 
can be found in this section of the Health and Safety at 
Work Act (1974):


http://www.hse.gov.uk/youngpeople/law/hsaw.htm 


Risk assessment


Learners on work experience are classed as employees 
for health and safety purposes, which means an 
employer owes the employee a duty of care.  Existing risk 
assessments you have in place, especially if prepared for 
employing young people under the age of 18 years, may 
already cover a young person on work experience.  


The Management of Health & Safety at Work Regulations 
(1999) place a duty on employers to complete a risk 
assessment for learners on work experience.  This should 
take into account a learner’s lack of experience and 
maturity and should record potential significant risks and 
relevant control measures.


 


If five or more people are employed, the risk assessment 
must be in writing.  It need not be complicated or 
lengthy but must demonstrate an awareness of the 
potential risks employees may be exposed to and how 
the risks can be ideally eliminated or at the very least 
reduced.  


The school/college (or quality assured provider) may still 
want to arrange an informal visit beforehand to confirm 
the environment is a safe and suitable place of work for 
a young person.  This provides you with an opportunity 


to ask more about the placement itself and the young 
person concerned.


A standard form is often used by the work experience 
organiser to record all information including duties, 
hours of work and supervision information. If stored 
electronically, this information may be provided for each 
subsequent learner, negating the need for regular follow-
up assessments unless there are significant changes. 


Additional needs of the learner


It may be helpful for you to be aware of any individual 
needs that a learner may have, which could include 
potential risks or hazards around educational, medical, 
behavioural or home circumstances.  The teacher or work 
experience co-ordinator may be able to provide this 
information within the restrictions of the Data Protection 
Act and other local safeguarding children policies, but 
should otherwise encourage the learner to make you 
aware of any factors that may affect their placement. 


This information may then be drawn upon during the 
pre-placement check and risk assessment before being 
recorded and forwarded to the learner.


Safeguarding learners on work experience


Safeguarding learners on work experience means 
ensuring as safe and supportive an environment as is 
possible. 


The Criminal Record Bureau (CRB) 


The CRB provides access to criminal record information 
through its Disclosure Service, enabling organisations 
to make safer recruitment decisions (paid or voluntary) 
by identifying individuals who may be unsuitable for 
certain work, especially that which involves children or 
vulnerable adults.   


In the large majority of work experience placements, 
there is no requirement to conduct a CRB check on an 
employer’s member(s) of staff who have regular access 
or responsibility for the learner.  However, the final 


Responsibilities
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decision will depend on an assessment of the overall 
potential risks posed to a young person, taking into 
account any systems in place to minimise these risks:


•	 Young people has been identified by the school as 
vulnerable for educational, medical, behavioural or 
home circumstance reasons;


•	 Longer term work experience placements, where 
it involves regular lone working over long periods, 
placements located in particularly isolated 
environments with one-to-one working and/or 
placements involving a large amount of lone travel;


•	 Work experience placements that include a 
residential element.


If after having read this, you feel a CRB check would be 
appropriate, you may be able to arrange this yourself 
or a quality assured provider will generally be able to 
conduct this for you, for which there may be a charge.


Positive Role Models 


The employer acts in a mentor capacity during the 
work experience, and therefore needs to act due regard 
for appropriate conduct with learners.  It is therefore 
important to:


•	 Act as an appropriate role model;


•	 Value a learner’s contribution and opinions;


•	 Encourage them to reach their desired goals; and, 


•	 Listen to the learner(s) and discuss relevant topics.


Common sense approach 


It is important that work experience supervisors are not 
put in a vulnerable position, so it is advisable that where 
possible, all liaison with learners should:


•	 Take place in an open space, with other people 
present where possible;


•	 Be within appropriate hours; and,


•	 Consider if questions about personal or family life are 
of an appropriate nature.


Disclosure from a learner 


If you do have concerns about the protection of a learner 
that you are working with (for example, something they 
have said), appropriate procedures should be followed.  


Seek advice from the school/college or quality assured 
provider in the first instance.


Insurance


An employer’s existing Liability Insurance will usually 
cover learners on work experience.  However it is down 
to you as the work experience placement provider to 
ensure this is the case beforehand.  The same goes for 
company vehicle insurance if a learner will be travelling 
in a company vehicle.


Insurance will need to cover the following potential 
occurrences:


•	 Injury to the learners themselves;


•	 Injury to others (including members of the public, 
customers and employees) on the premises;


•	 Injury to others (including members of the public, 
customers and employees) when not on the 
premises; and,


•	 Damage to property.


The Association of British Insurers (ABI) provides further 
guidance on this area:


www.richmond.gov.uk/guidance_from_the_
association_of_british_insurers.pdf 


Confidentiality


During the induction, learners should be informed that 
whilst on work experience they may see or hear things 
of a confidential nature and should be advised of the 
level of trust that is placed in them not to disclose such 
information.  


Learners may also have access to IT and the internet 
which although may be restricted. Learners should still 
be made aware of the boundaries within which they can 
operate.


Appropriate policies and procedures may also help a 
learner understand the boundaries they must operate 
within, coupled with close supervision.  It is best to 
advise the learner of these during the induction.


Agree aims and outcomes


A period of work experience specifically aimed at 
supporting a learner’s course in school/college is more 
beneficial if aims and outcomes are identified before the 
placement commences.  Best practice is to discuss and 
agree these beforehand.


Aims


These are what the learner wants to achieve by the 
end of the work experience placement.  The learner 
should consider what they need to achieve in relation 
to the qualification(s) that they are studying and their 
own personal development.  By the end of the work 
experience, they will ideally be more aware about 
employment opportunities in that industry/type of 
employer, more confident about being in the workplace, 
and will have built up a portfolio of evidence to continue 
their learning back in school/college upon their return 
from work experience.


Outcomes


Outcomes for work experience are the changes that 
the learner wants to happen by the end of their 
work experience placement.  They should be SMART 
(Specific, Measurable, Achievable, Realistic and Time-
bound) based, and could be an improvement in skills, 
knowledge, confidence or ability to perform specific 
tasks.  


The example on the following page is of a work 
experience placement with a childcare provider to 
support the Cambridge Technicals in Health and Social 
Care Level 2.


Successful work experience outcomes
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learning  guidance  


resources  communication  


industry knowledge  skills  


employment  training  education  


qualification understanding  learning  


guidance  resources  communication  


industry knowledge  skills  employment  


training  education  qualification 


understanding  learning  guidance  resources  


communication  industry knowledge  skills  


employment  training  education  qualification 


understanding  learning  guidance  resources  


communication  industry knowledge  skills  


employment  training  education  qualification 


understanding  learning  guidance  resources  


communication  industry knowledge  skills  


employment  training  education  qualification 


understanding  learning  guidance  resources  


communication  industry knowledge  


skills  employment  training  education  


qualification understanding  learning  


guidance  resources  communication  
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employment  training  education  


qualification understanding  


learning  guidance  
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Example is of a work experience placement with a childcare provider to support the Cambridge Technicals in 
Health and Social Care Level 2.


Aim To establish a greater understanding of policies and practice in the childcare industry


Outcomes 
(SMART)


By the end of the work experience period to:


demonstrate an improved 
knowledge of the policies in 
place to support the learning 
and development of children 
attending childcare facilities.


be able to identify increased 
confidence working with 
people in a professional 
environment leading to 
improved communication and  
interpersonal skills.


be more aware of the job 
opportunities available within 
the childcare industry relating to 
qualifications achieved.


Activities


complete a period of work 
experience with a childcare 
employer, working with children 
of different ages and abilities.


complete a project during the 
work experience period to 
identify the statutory guidance 
childcare providers have to 
adhere to care for children and 
employ staff.


shadow a range of staff within 
the childcare employer who are 
responsible for different areas of 
the business.


Evidence


Feedback from the employer at the end of the work experience period on performance during the 
placement.


Completed project signed off by the employer with feedback for further study.


Completed work experience log book to record evidence and information gathered.


Work experience schedule completed as outlined demonstrating a range of activities completed and a 
range of staff worked with.


Learner self-assessment completed to gauge own learning and personal development.


During your discussions with learners on placement, it is a good opportunity to raise what skills an employer is looking 


for in young people on work experience as well potential employees.  The following is a list outlining some areas that 


could be discussed: .


Example transferable skills valued by employers


Skills Development of the skills


Communication skills The ability to communicate verbally and in writing in a clear and structured manner.  
To include the ability to listen and question during a conversation.


Teamwork
Negotiating and working with others towards a common goal.  To include 
negotiation and reflecting skills by demonstrating a respect of other people as well 
as the ability to contribute to discussions.


Presentation skills The ability to present information in a clear and succinct manner, using appropriate 
tools and props to aid the presentation.


Using own initiative The ability to work independently and take responsibility for a piece of work or a 
problem.


Negotiation skills The ability to influence others and negotiate a win win outcome.


Business and customer 
awareness


Understanding the key drivers of business success which include financial awareness, 
understanding customer needs, innovation, developing customer loyalty and 
understanding what it means to be enterprising.


Problem solving Looking at the ‘bigger picture’ to analyse the facts and develop solutions by ‘thinking 
out of the box’.  Demonstrates a positive attitude and approach to problems.


Numerical skills General financial and mathematical awareness appropriate to the business world.


IT The ability to use IT to work smarter and professionally.  Use of the internet, e-mails, 
databases, general word processing and spread sheets.


Following instructions Adhering to instructions and listening to the advice of others to a successful 
conclusion.


Self-management Willingness to accept responsibility, demonstrate flexibility, time management, 
assertiveness and able to be a reflective learner.
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Publicity 


It is important to promote the work experience 
programme within your organisation.  Include as much 
information as possible about the learner(s) and what 
they will be doing.  Sharing outcomes and feedback at 
the end of the placement with colleagues across the 
company, in your newsletters and publications, and 
in the local/national press will help to maintain your 
profile as an investor in young people, help secure future 
opportunities, and encourage other employers to get 
involved.


Monitoring 


You may receive a visit or a telephone call from the 
learner’s school/college contact to check how the 
placement is going.  Providing a summary of progress 
to date will help them in the formal review that will take 
place when the learner returns to school/college.


A planned and well-managed placement will go a long 
way to ensure its success and reduce the possibility of 
anything going wrong.  If however, things don’t quite go 
to plan it is important to discuss these with the learner in 
the first instance.  A follow up with their school/college 
(or quality assured provider if involved) will help to 
manage to a mutually beneficial conclusion. 


Making it easy for future work experience 


Planning well for the first placement will provide an 
excellent basis for future opportunities by allowing you 
to replicate many elements of the process.  Gathering 
and using feedback from the learner, school/college (and 
if used, a quality assured provider) will help to improve 
your future practice.


Learning and evaluating
Recording the learning


At the end of the placement, arrange an exit interview or 
debrief with the learner.  This will provide an opportunity 
for you both to discuss lessons learned and record the 
value of their time spent with you.  Personal feedback 
about how they performed can provide a reference for a 
future work experience or job interview.  


Once back in school/college, the learner will also 
formally evaluate their own learning, as well as have 
the opportunity to share their thoughts, observations 
and experiences with others they study with.  This will 
provide a truly holistic picture to the work experience 
placement by linking back to the qualification(s) 
that they are studying and to their employment 
opportunities after they leave education.


Final thoughts


If this was your first venture into work experience, think 
about what went well and what could be improved 
for the future.  Above all, think about improvements 
that could be made and assess feedback received from 
colleagues in your organisation, as well as the work 
experience organisers and the learners themselves.


Celebrate your contribution to not only a young person’s 
learning, but also to their personal development and 
their preparation for work.  Anyone who went on work 
experience will usually remember their placement, who 
they worked with, what they did, and what impression 
this particular experience of the world of work left on 
them.  Being part of influencing a young person’s view 
on the world outside of education is both exciting and 
a privilege.  Above all, work experience would not be 
possible without the goodwill of employers like you to 
make it happen, so thank you.
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This section examines work experience in three subject 
areas: Business & Administration, Health and Social Care 
and IT.


With backgrounds to each sector and relevant case 
studies, it provides best practice for teachers, young 
people and businesses offering work experience 
placements in these sectors.


Each of the case study scenarios follows the story behind 
at least one teacher, learner and employer.


Introduction


SUBJECT SPECIFIC 
GUIDANCE
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Business & Administration
Introduction


Because of its important role at the heart of the 
economy, business and administration is a popular 
subject for young people to study.  The subject is wide-
ranging, covering a range of business scenarios, from 
financial forecasting to customer relations to business 
ethics, amongst many others.


Business and administration is about getting practices 
and processes right and these are important concerns for 
all employers, large or small, in all sectors and industries.  
It is for these reasons that work experience placements 
in a business and administration environment provide 
excellent learning opportunities for young people.


A teacher, student and employer share how they have 
benefitted from work experience in this sector.  


A Teacher’s View


Ruth Turner , Langley Academy 


We closely follow the route to employment possibilities 
for all our students, so taking part in work experience 
locally is very valuable.  The process of interviewing 
students, nurturing them with skills to prepare 
them for the workplace, offering them a selection 
of opportunities, visiting the student at their work 
experience placement and follow up is very important 
to the each student’s learning and development.  It is 
something we are unable to offer in school because 
it needs to be done through a real work environment.  
Ali (see Learner’s view below) returned from work 
experience more motivated to learn and study, and to 
achieve the skills required to forge the career Ali wanted.  
We are so very grateful to all the employers we work 
with for continuing to offer young people these fantastic 
opportunities.


A Learner’s View


Ali Amina, Langley Academy 


Signarama supported my learning by providing me with 
an insight into B2B and how it works. As I am studying 
Business at school, knowing about various different 
business transactions and relationships makes it easier 
for me to relate to different topics in my subject, which 
improves the way I learn. 


After my placement at Signarama my goals became 
clearer and focused.  I got a lot of advice from both 
managers and other employees at the business. I also 
shared with them my business venture, which they gave 
me advice for, which helped me develop what I need to 
do to achieve it. 


I had identified specific outcomes before I started my 
work experience placement, one of which was around 
the practical side of advertising. I was able to learn at 
first hand how they make various signs and advertising 
elements for their customers. This has made me more 
aware of how advertising really works, and I know find 
myself trying to predict how different signs were made 
when I see them! These practical skills I gained whilst at 
Signarama are going to really useful for me in the future.


Having been on work experience, I was really pleased 
how my understanding of the world of business 
improved.  The areas we learn about at school really 
do happen and having the opportunity to talk about 
all aspects of their business at Signarama was a huge 
benefit.  I was also really pleased with how my editing 
and Photoshop skills progressed.  Once back at Langley 
Academy, these improvements really supported my 
learning because I had the chance to discuss my new 
found skills with others.  I was also able to use these 
editing skills and tricks to help with my Media A Level 
coursework, which meant I was able to produce a much 
more professional piece of work.


I was expecting to do more basic tasks and learn how 
Signarama operated, but I didn’t expect to gain so 
much advice from everyone at the company. Overall, 
Signarama gave me the motivation to realise my 
ultimate goal, which is to be the boss and not just an 
employee!


An Employer’s View


Sunil Kapoor, Signarama 


We find it hugely beneficial to give young people 
work experience placements.  It affords Signarama an 
excellent chance to support young people in education 
and seek out future talent.


Because we don’t have large Human Resources 
department, using a local quality assured provider 
like East Berks EBP makes the process easy and 
straightforward, and we would happily continue this 
year on year.  We hope we can engage as many young 
people as possible to be enthusiastic about work and 
their future ahead.


Overall, it is a privilege to be involved and the staff 
absolutely love taking part.  At the end of their work 
experience, the young people are given a thank you gift 
and they can create something for themselves to take 
away. Some of the young people have even dropped 
in after school to see how it is going, which we really 
appreciate.
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Health and Social Care
Introduction


The health and care of the nation is an important issue 
and at some point in our lives, we all take advantage of 
the skills, care and expertise found in the Health & Social 
Care sector. For many who work in it a career in Health 
and Social Care is not a career but often a vocation.  


Along with superb technical knowledge, the vast 
majority of roles found within the sector require 
excellent communications and people skills, along 
with the ability to use discretion and judgement when 
dealing with sensitive and confidential information.  
Combined, these factors means the sector provides an 
excellent environment in which to have work experience 
placements for young people and to put their learning 
into practice.  


A teacher, students and an employer share how they 
have benefitted from work experience in this sector.  


A Teacher’s View


Janet Bowen, Baylis Court School 


Having learners participate in a work experience 
placement as part of the Health and Social Care course 
enabled them to put theory into practice.  It improves 
their confidence and develops their awareness of the 
health and social care profession no end.  


Using the East Berkshire EBP - our local quality assured 
provider - provides an excellent way to allocate 
appropriate places for the learners and gives us access to 
clear guidelines for them to follow.  


Work experience increases the learners’ motivation by 
seeing the ‘full picture’ as it were, making them feel more 
grown up and their time out of school feel like real work.  
The difference on their return to school is immense and 
certainly worth the investment in it.


A Learner’s View


Group report from Year 12 learners,


Baylis Court School


We each attended a work experience placement to 
support our Health and Social Care course, which 
lasted a week.  Each of us had already undertaken 
work experience in Year 10, which was a week with 
an employer of our choice based on our areas of 
interest.  This helped us to prepare a little bit more for 
this more course specific placement; it took away a 
bit of the apprehension we all felt before joining our 
respective employers but in some ways we felt a it more 
apprehensive because this felt more like a proper job 
because we were viewed as having some knowledge of 
the subject area!


Our employers ranged from a dental practice, a 
physiotherapist, a residential care home, a childcare 
nursery to a dietician, a real variety of employers.  On our 
return to school we were share our experiences, swap 
stories and compare notes to support different parts of 
our course.


Between us we concluded that the two main benefits 
from the week for us were a definite increase in our levels 
of confidence (being able to demonstrate our learning 
in practice was so valuable to support our course back in 
school) and our independence (we felt we were treated 
like adults and viewed as employees not just people still 
at school).


The information each of us gained from our placements 
has definitely helped us with our coursework and brings 
to life the course we are studying.


After the week, most of us had the opportunity to 
continue to visit the employer on a voluntary basis.  Not 
only does this provide continued work experience, it is 
also good to keep in touch with employers who know us 
and may be able to provide continued support once we 
have completed our studies at school.  And because we 
are continuing experience it adds value to our CVs.


To conclude, we all agree that even though we had been 
on work experience in Year 10 this was not what any 
of us expected….it was so much better!  We all worked 
in friendly environments, with people who genuinely 
wanted to help us and were interested in what we were 
studying.  
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An Employer’s View


Victoria Holt, The Oakbridge Centre 


(Centre for vulnerable adults with learning difficulties)


The Oakbridge Centre believes in the power of work 
experience to deliver important benefits to young 
people. For us, it is an ideal way to educate them about 
the care required for those with learning difficulties, and 
to see their skills and abilities, not just their disabilities. 
It works for our vulnerable adults too.  Very often the 
people for who we provide services are socially isolated 
from their community, so they benefit by having the 
opportunity to talk to the young people who join 
us for work experience. We have found that many 
communications barriers experienced by our service 
users are often reduced by this type of interaction. 


We believe in the benefits of promoting social care as 
a career to young people is vital to motivate others 
to want to study and learn more.  This is why we get 
involved in work experience and we will continue to take 
other young people in the future.  It is important that 
they want to be here for the right reasons.  Having the 
opportunity to interview them first helps to protect the 
vulnerable adults in our care, as well as providing good 
practice for the young people prior to gaining an insight 
into the social care industry.


An Employer’s View 


Sheila Gallo, Gurney House Residential                   
Home for the Elderly 


(Residential care for elderly people)


We thoroughly enjoy participating in the work 
experience programme locally, and having the 
opportunity to work with delightful young people 
wanting to join the health and social care industry.  We 
benefit because many of the young people come back 
as volunteers and then often as bank care assistants 
whilst they continue their education. Over the last five 
years we have had medical students who completed 
work experience with us, worked as bank staff and then 
went on to become doctors – it is fantastic to have been 
part of this progression!


We have participated for many years and our company 
encourages us to involve local schools to provide young 
people with an insight into care and social work and 
maybe help them to choose it as a future career.  We 
will therefore continue to take students because we see 
this as a way to help them with improving their social 
skills and opening their eyes to the opportunities with 
employers like us.  Investment in this way will help us 
secure our future workforce.


On occasions young people we have taken on for work 
experience had have low opinions of themselves, but 
through interactions, praise, and acknowledgement of 
their successes from staff and clients, work experience 
has helped them to build up their confidence and 
motivation.


IT
Introduction


Information Technology plays a vital role in the modern 
role.  From when we get up in the morning to when we 
go to bed, IT is all around us, facilitating our learning, our 
work, our leisure time. 


IT is one sector where growth and development occurs 
very quickly and because of this, what is learnt by 
young people at the start of a course may be already 
out of date by the end of it; shifts in technology mean 
that something not possible yesterday will be possible 
tomorrow.  Recruiting for the IT industry is therefore 
highly competitive and it is important employers get 
the right people with the right skills to create and apply 
technological advances on not only a national, but 
globally.


The IT industry provides a tremendous range of dynamic 
exciting environments for work experience placements, 
from the smallest specialist software developer to the 
biggest hardware manufacturers.


An teacher, student and employer share how they have 
benefitted from work experience in this sector.  


A Teacher’s View


Sarah Dodds, Garth Hill College 


The learners at Garth Hill College benefited greatly from 
the opportunity to participate in recent work experience. 
The learners enjoyed the challenge of working in busy 
environments where they were asked to complete tasks 
which would sometimes take them out of their comfort 
zones. Learners also felt that they were able to develop 
interpersonal skills such as working in a team, problem 
solving and using their initiative. 


Learners were placed in companies which would 
best match their skills and needs and the company 
employees worked closely and attentively with learners 
through a range of workshops from “Updating CVs” to 
“Interview Practice Techniques”. This high quality and 
thorough support helped prepare learners for their 
work experience placements, as well as evaluate their 
learning once the placement had ended. We’ve found 
that learners’ motivation really increases as a result of 
participating in work experience because of the practical 
insights and confidence building that it brings them.
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A Learner’s View


Nana-Aku Kwarteng-Ampafo, Garth Hill College 


I wanted to work in IT for my work experience 
placement, to support a course I am currently studying.  
I was in an office environment, which also provided 
me with some experience of performing office-related 
duties.  Ultimately I would like to be a lawyer, but having 
had this work experience it has provided me with other 
skills I now appreciate are necessary to pursue my career 
ambitions.


My placement provided me with a fantastic view of the 
world of work and opened my eyes to everything that is 
involved in being an effective employee and colleague.  
Because everyone in the office worked so hard it made 
me want to achieve the best I can and achieve my future 
goals, not just when I get a job, but also about achieving 
well at school.


The work experience placement was much more than I 
expected it to be.  I was treated like a real employee and 
a member of the team for the time I was there.  Everyone 
was very supportive and I would recommend it to 
anyone.


An Employer’s View


Katie Sutton, 3M 


3M has supported work experience for many years 
and we believe taking part affords many benefits, in 
particular, developing leadership skills of our junior 
employees.  We got involved in work experience not 
only because we wanted to develop the local talent pool 
and give something back to the local community.  It is 
very important for the business to be a good corporate 
citizen. What’s more, work experience placements means 
as well as having an extra pair of hands because they 
don’t have the distraction of company e-mails that the 
rest of our employees have to deal with!


As example of a recent young person we offered 
a work experience placement to is Nana.  She was 
enthusiastic and bubbly, had a mature outlook and 
good interpersonal skills.  She integrated well with our 
employees and made friends and good contacts for the 
future.  Nana’s feedback to 3M neatly summarises why 
we keep supporting this excellent programme:


“I found my work experience enabling, fun and 
innovative.”


“I was never bored and used a lot of skills, like talking to 
people, talking about 3M, and what they do.”


“I loved my work experience, because I always had work 
to do, and everyone was incredibly supportive to me and 
made me feel welcome.”
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CONTACT US


Staff at the OCR Customer Contact Centre are available to 
take your call between 8am and 5.30pm, Monday to Friday. 


We’re always delighted to answer questions and give advice.


Telephone 01223 553998
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