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VTCT Level 2 Award in Work 
Experience 

Operational start date:    1 May 2013
Credit value:     3
Total Qualification Time (TQT): 30
Guided learning hours (GLH): 24
Qualification number:    600/8782/1

Statement of unit achievement
By signing this statement of unit achievement you are confirming that all learning outcomes, 
assessment criteria and range statements (if/where applicable) have been achieved under 
specified conditions, and that the evidence gathered is authentic.

This statement of unit achievement table must be completed prior to claiming certification. 

Unit code Date achieved Learner 
signature

Assessor 
initials

IV signature  
(if sampled)

Mandatory units
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The qualification

Introduction National Occupational Standards (NOS)

The VTCT Level 2 Award in Work Experience  
is a preparation for work qualification. This 
qualification will develop the knowledge, 
understanding and skills required to enable 
you to make informed vocational career and 
progression choices. 

It will help to build your self-esteem and 
confidence for employment and develop the 
transferable skills required by employers 
such as team working, communication and 
time management. It will also allow you to 
gain vocational skills and experience through 
participation in work experience. 

The skills and qualities developed in this 
qualification relate to a number of wider issues 
such as health and safety in the workplace.
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This qualification has been mapped to 
the relevant NOS, and is regulated on the 
Regulated Qualifications Framework (RQF). 

Prerequisites

There are no formal prerequisite qualifications 
that you must have prior to undertaking this 
qualification. 

Your centre will have ensured that you have 
the required knowledge, understanding and 
skills to enrol and successfully achieve this              
qualification.
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Progression
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On completion of this qualification you may 
choose to undertake further study; qualifications 
you could progress to include:
• VTCT Level 2 Award in Developing 

Employability Skills 
• VTCT Level 2 Certificate in Developing 

Employability Skills 
• VTCT Level 2 Award in Participating in a 

Vocational Area 
• VTCT Level 2 Award in Volunteering 
• VTCT Level 3 Award in Management and 

Leadership 
• VTCT Level 2 Certificate in Personal 

Development 

You could also progress onto sector specfic 
Qualifications, Apprenticeships, Diplomas, 
Foundation Learning and/or GCSEs.

Alternatively, you may wish to seek employment 
within a chosen vocational area such as 
Hospitality and Catering, Travel and Tourism, 
Construction, Motor Vehicle, Hair and Beauty or 
Sport and Active Leisure.
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Qualification structure

Mandatory units - 3 credits
VTCT unit 
code

Ofqual unit 
reference Unit title Credit value GLH

UV21545 M/504/5180 Learning through work experience 3 24

Total credits required - 3

4

All mandatory units must be completed.
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Guidance on assessment

This book contains the mandatory units that make up this qualification. Optional units will be 
provided in additional booklets (if applicable). Where indicated, VTCT will provide assessment 
materials. Assessments may be internal or external. The method of assessment is indicated in 
each unit.

Internal assessment  
(any requirements will be shown in the unit)

Assessment is set, marked and internally 
verified by the centre to clearly demonstrate 
achievement of the learning outcomes. 
Assessment is sampled by VTCT external 
verifiers.

Assessment explained
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VTCT qualifications are assessed and verified 
by centre staff. Work will be set to improve your 
practical skills, knowledge and understanding.  
For practical elements, you will be observed 
by your assessor. All your work must be 
collected in a portfolio of evidence and cross-
referenced to requirements listed in this record 
of assessment book. 

Your centre will have an internal verifier whose 
role is to check that your assessment and 
evidence is valid and reliable and meets VTCT 
and regulatory requirements.

An external verifier, appointed by VTCT, will 
visit your centre to sample and quality-check 
assessments, the internal verification process 
and the evidence gathered. You may be 
asked to attend on a different day from usual if 
requested by the external verifier.

This record of assessment book is your 
property and must be in your possession when 
you are being assessed or verified. It must be 
kept safe. In some cases your centre will be 
required to keep it in a secure place. You and 
your course assessor will together complete 
this book to show achievement of all learning 
outcomes, assessment criteria and ranges. 

External assessment  
(any requirements will be shown in the unit)

Externally assessed question papers completed 
electronically will be set and marked by VTCT. 

Externally assessed hard-copy question papers 
will be set by VTCT, marked by centre staff and 
sampled by VTCT external verifiers. 
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Creating a portfolio of evidence

As part of this qualification you are required to 
produce a portfolio of evidence. A portfolio will 
confirm the knowledge, understanding and skills 
that you have learnt. It may be in electronic or 
paper format. 

Your assessor will provide guidance on how to 
prepare the portfolio of evidence and how to 
show practical achievement and understanding 
of the knowledge required to successfully 
complete this qualification. It is this booklet 
along with the portfolio of evidence that will 
serve as the prime source of evidence for this 
qualification.

Evidence in the portfolio may take the following 
forms:

• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies

All evidence should be documented in the 
portfolio and cross-referenced to unit outcomes. 
Constructing the portfolio of evidence should not 
be left to the end of the course. 

Many frequently asked questions and other 
useful information are detailed in the VTCT 
Candidate’s Handbook, which is available on 
the VTCT website at www.vtct.org.uk/students. 
Other questions should be addressed to the 
tutor, lecturer or assessor. 

6
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Unit assessment methods

This section provides an overview of the assessment methods that make up each unit in this 
qualification. Detailed information on assessment is provided in each unit.

Mandatory units 
External Internal

VTCT unit 
code Unit title Question 

paper(s) Observation(s) Portfolio of 
Evidence

UV21545 Learning through work experience 0  

7



Unit glossary
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Description

VTCT product 
code

All units are allocated a unique VTCT product code for identification purposes. 
This code should be quoted in all queries and correspondence to VTCT. 

Unit title The title clearly indicates the focus of the unit.

National 
Occupational 
Standards 
(NOS)

NOS describe the skills, knowledge and understanding needed to undertake a 
particular task or job to a nationally recognised level of competence.

Level
Level is an indication of the demand of the learning experience; the depth 
and/or complexity of achievement and independence in achieving the 
learning outcomes. 

Credit value
This is the number of credits awarded upon successful achievement of all unit 
outcomes. Credit is a numerical value that represents a means of recognising, 
measuring, valuing and comparing achievement.

Guided 
learning hours 
(GLH)

The activity of a learner in being taught or instructed by - or otherwise 
participating in education or training under the immediate guidance or supervision 
of - a lecturer, supervisor, tutor or other appropriate provider of education or 
training.

Total 
qualification 
time (TQT)

The number of hours an awarding organisation has assigned to a qualification for 
Guided Learning and an estimate of the number of hours a learner will reasonably be 
likely to spend in preparation, study, or any other form of participation in education or 
training. This includes assessment, which takes place as directed - but, unilke Guided 
Learning, not under the immediate guidance or supervision of - a lecturer, supervisor, 
tutor or other appropriate provider of education or training.

Observations This indicates the minimum number of competent observations, per outcome, 
required to achieve the unit.

Learning 
outcomes

The learning outcomes are the most important component of the unit; they set 
out what is expected in terms of knowing, understanding and practical 
ability as a result of the learning process. Learning outcomes are the results 
of learning.

Evidence 
requirements This section provides guidelines on how evidence must be gathered. 

Observation 
outcome

An observation outcome details the tasks that must be practically 
demonstrated to achieve the unit. 

Knowledge 
outcome

A knowledge outcome details the theoretical requirements of a unit that must 
be evidenced through oral questioning, a mandatory written question paper, a 
portfolio of evidence or other forms of evidence.

Assessment 
criteria

Assessment criteria set out what is required, in terms of achievement, to meet 
a learning outcome. The assessment criteria and learning outcomes are the 
components that inform the learning and assessment that should take place. 
Assessment criteria define the standard expected to meet learning outcomes.

Range The range indicates what must be covered. Ranges must be practically 
demonstrated in parallel with the unit’s observation outcomes. 



UV21545
Learning through work 
experience

The aim of this unit is to develop your knowledge, 
understanding and skills for learning within the workplace. 
You will prepare for your learning experience by agreeing 
when and where the work placement will be and what 
learning will be gained from the experience.

You will learn how to complete tasks and activities to the 
required standard, ask for help and advice when necessary 
and explain how your responsibilities contribute to the work 
of the organisation. 

You will review your workplace experience with the 
appropriate person describing the benefits and drawbacks 
of the work setting and the value of transferable skills. 

UV21545_v7



GLH

Credit value

Level 

Observation(s)

External paper(s)

24

3

2

2

0



On completion of this unit you will:

Learning outcomes Evidence requirements

Learning through work 
experience

1. Be able to carry out activities in the 
workplace

2. Be able to prepare for learning in the 
workplace

3. Be able to identify what has been learnt 
from the workplace experience

UV21545 11

1. Environment                                    
Evidence for this unit may be gathered 
within the workplace or a realistic working 
environment (RWE).

2. Achieving assessment criteria               
There must be valid, authentic and sufficient 
evidence for all assessment criteria. Holistic 
assessment is encouraged and one piece 
of evidence may be used to meet the 
requirements of more than one assessment 
criterion.

3. Simulation 
Simulation is not permitted for this unit.

4. Observation outcomes                     
Competent performance of Observation 
outcomes must be demonstrated to your 
assessor on at least two occasions.  
 
Assessor observations, witness testimonies 
and products of work are likely to be the 
most appropriate sources of performance 
evidence. Professional discussion may be 
used as supplementary evidence for those 
criteria that do not naturally occur.

5. Knowledge outcomes                              
There must be evidence that you possess 
all the knowledge and understanding 
listed in the Knowledge section of this 
unit. This evidence may include projects, 
assignments, case studies, reflective 
accounts, oral/written questioning and/or 
other forms of evidence.

6. Tutor/Assessor guidance                          
You will be guided by your tutor/assessor 
on how to achieve learning outcomes in this 
unit. All outcomes must be achieved. 

7. External paper                                          
There is no external paper requirement for 
this unit.



Achieving observation outcomes Achieving range

Achieving observations  
and range

UV21545

Your assessor will observe your performance 
of practical tasks. The minimum number 
of observations required is indicated in the 
evidence requirements section of this unit.

Criteria may not always naturally occur during 
a practical observation. In such instances you 
will be required to produce supplementary 
evidence or asked questions to demonstrate 
your competence in this area. Your assessor will 
document the criteria that have been achieved 
through oral questioning. 

Your assessor will sign off an outcome when all 
criteria have been competently achieved.

There is no range section that applies to this 
unit.
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Learning outcome 1

Observations

You can:

*May be assessed by supplementary evidence.

Be able to carry out activities in the workplace

a. Carry out tasks and activities to the required 
standard

b. Ask for help and advice when necessary*

UV21545 13

Observation 1 2 Optional
Date achieved
Criteria questioned orally
Portfolio reference
Assessor initials
Learner signature



Achieving knowledge outcomes

Developing knowledge

You will be guided by your tutor and assessor 
on the evidence that needs to be produced. 
Your knowledge and understanding will be 
assessed using the assessment methods listed 
below*: 

• Projects
• Observed work
• Witness statements
• Audio-visual media 
• Evidence of prior learning or attainment
• Written questions
• Oral questions
• Assignments
• Case studies
• Professional discussion

Where applicable your assessor will integrate 
knowledge outcomes into practical observations 
through professional discussion and/or oral 
questioning.

When a criterion has been orally questioned 
and achieved, your assessor will record this 
evidence in written form or by other appropriate 
means. There is no need for you to produce 
additional evidence as this criterion has already 
been achieved.

Some knowledge and understanding outcomes 
may require you to show that you know and 
understand how to do something. If you have 
practical evidence from your own work that 
meets knowledge criteria, then there is no 
requirement for you to be questioned again on 
the same topic. 

*This is not an exhaustive list.

UV2154514



Knowledge

Learning outcome 1 

Be able to carry out activities in the workplace

You can: Portfolio reference 

c. Describe what you learnt from the workplace induction including 
health and safety requirements

d. Describe the roles of self and other workers and explain how your 
own responsibilities contribute to the work of the organisation

UV21545 15



Learning outcome 2 

Be able to prepare for learning in the workplace

You can: Portfolio reference

a. Identify a range of possible settings for your workplace learning

b. Agree when and where your workplace learning will take place

c. Plan how to get to workplace on time

d. Describe the type of tasks/activities you will carry out in the 
workplace

e. Agree what learning will be gained from the workplace experience, 
including: 
• knowledge of how organisations operate  
• an understanding about people’s motivation to work  
• an understanding of employers’ expectations of their workforce  
• a view on the suitability of the specific work environment for you

UV2154516



Learning outcome 3 

Be able to identify what has been learnt from the workplace 
experience

You can: Portfolio reference

a. Review the workplace experience with an appropriate person 

b. Describe what has been learnt from the workplace experience 
including: 
• the benefits and drawbacks of the work setting  
• the value of transferable skills 

c. Explain how the experience has influenced ideas about your own 
learning and work preferences for the future

UV21545 17



Carry out tasks and activities to the 
required standard: Complete tasks and 
activities in accordance with workplace 
standards, adhere to health and safety 
procedures, complete tasks and activities 
in accordance with agreed deadlines.

Ask for help and advice when 
necessary: To enable completion of tasks 
and activities, ask the appropriate person 
(e.g. colleague, manager, supervisor), use 
help and advice constructively.

Learning from workplace induction: 
Who to report to, roles and responsibilities 
of own job, roles of other staff, domestic 
arrangements, policies and procedures 
(e.g. equal opportunities, health and safety, 
accident and emergency).

Roles and responsibilities: Own role 
within the organisation, role of other 
workers (e.g. those which directly relate 
to own role, those which do not directly 
relate to own role), contribution of own 
responsibilities to the organisation (e.g. 
carrying out own tasks contribute to 
delivery of the service, dealing with the 
public contributes to the reputation of the 
organisation).

Learning outcome 1: Be able to carry out activities in the workplace

Unit content

This section provides guidance on the recommended knowledge and skills required to enable you 
to achieve each of the learning outcomes in this unit. Your tutor/assessor will ensure you have the 
opportunity to cover all of the unit content.

UV2154518



Learning outcome 2: Be able to prepare for learning in the workplace

UV21545 19

Range of settings for workplace 
learning: Vocational areas (e.g. catering 
and hospitality, retail, motor vehicle, 
sport and leisure, travel and tourism, 
hairdressing and beauty therapy, business 
and administration, public services, 
health and social care, childcare), types 
of workplace (e.g. small local business, 
medium-sized company, large national 
organisation).

Agree when and where workplace 
learning will take place: When workplace 
learning will take place (e.g. start and end 
date, duration), choosing a workplace 
setting (e.g. interests, knowledge and skills 
required, location), name and address 
of chosen workplace setting, agree with 
an appropriate person (e.g. manager, 
supervisor, tutor).

How to get to work on time: Time working 
day starts, time to be at work in order to 
start punctually, plan mode of transport 
to get to work (e.g. bus or train timetable, 
walking or driving route), realistic estimate 
of the journey time, time to get up and 
leave home to get to work on time.

Types of tasks/activities in the 
workplace: General tasks, routine 
tasks, tasks which follow procedures, 
straightforward problem solving tasks.

Agree what learning will be gained: 
Knowledge of how the organisation 
operates (e.g. structure, role of 
departments, roles and responsibilities of 
staff), an understanding about people’s 
motivation to work (e.g. to earn money, 
to gain knowledge and experience, to 
learn new skills, to meet other people), an 
understanding of employer’s expectations 
(e.g. punctuality, reliability, dress code, 
standards of work), a view on the suitability 

of the work environment (in relation to own 
knowledge and skills, in relation to own 
interests, in relation to own expectations).
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Learning outcome 3: Be able to identify what has been learnt from the 
workplace experience

Review workplace experience with an 
appropriate person: When to review 
(e.g. during the experience, following 
the experience), appropriate person 
(e.g. line manager, supervisor, tutor), 
prepare for review (e.g. making notes, 
self-assessment, reflect on feedback from 
others). 

Learning from workplace experience: 
Benefits of workplace setting (e.g. 
friendly staff, busy working environment), 
drawbacks of workplace setting (e.g. noisy, 
length of working day), new knowledge 
and skills (e.g. general, specialist), own 
personal qualities (e.g. adaptability, 
reliability, sociability, motivation), new 
insights into work.

How the experience has influenced 
ideas about own learning and work: 
How the experience has influenced ideas 
(e.g. confirm likes and dislikes, consider 
training courses to develop knowledge 
and skills, consider other work experience 
placements, change of work setting or 
career pathway, applying for suitable jobs), 
reasons why experience has influenced 
ideas (e.g. increased motivation to do 
the type of work, workplace was not as 
expected).  


