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W02.1 Confirm what to do

	What is your shared task? (e.g. what are the objectives? what needs to be achieved together?)  


	

	Who will you be working with?  


	

	What needs to be done?

(confirm working arrangements and how relevant information will be shared)
	Who will do it?

	By when?
	What materials, equipment tools, and help from other will be needed?


	
	
	
	

	

	What will you do? (e.g. what are your responsibilities?)
How did your group share information to decide who did each job?



	

	Working Arrangements


	
	Where will you be working? (consider Health and Safety)


	Start Time / Date:   

	
	

	Finish Time / Date:   
	
	Who is available to offer support and advice? 


	How long will the task take?   
	
	

	

	“I confirm that the candidate has been observed carrying out discussions n the above and has:

· identified the objectives and what needed to be done
· shared information to identify responsibilities  
· made sure they were clear about their own responsibilities and working arrangements.”

	Witness/assessor (signature):    
(e.g. tutor, supervisor, course leader)

Candidate Name:  

	Date:  
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  W2.2 Work towards objectives

	What jobs/tasks did you do? (e.g. to meet your responsibilities)              

	
	Who were you working with?


	
	

	How did you make sure you worked safely and on time?  Where there any safety issues or risks related to your responsibilities?   


	
	

	What methods did you use to make sure you were working to the right standard?  (e.g. followed instructions for using materials, used tools correctly, checked with group members)



	
	

	What did you do to help the team work together? (e.g. anticipate the needs of others for information and support)


	
	

	How did you check progress? 
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	Who did you ask for advice? What was it for? 


	
	

	“I confirm that the candidate has carried out the tasks to meet their responsibilities and has: 

· worked safely with appropriate working methods
· worked co-operatively, checked progress and asked for advice”


	Witness/assessor (signature):       
(e.g. tutor, supervisor, course leader)

Candidate Name: 

	Date:  
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W02.3 Identify ways you helped
	What do you think went well in working with others? (e.g. sharing jobs equally, quality of work, listening to others)


	

	 What went less well, in working with others? (e.g. disagreements, health and safety issues)


	

	What was your role in helping to achieve things together? (e.g. encouraged others, kept others informed)


	

	How could you improve your work with others for next time, including interpersonal skills?  (e.g. accept more advice, communicate better)
dates dates and times on the rota but actually he was alright.
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	“I confirm that the candidate has :

· shared information on what went well, and less well 
· identified their role in helping to achieve things and agree ways to improve.”



	Witness/assessor (signature):     
(e.g. tutor, supervisor, course leader)

Candidate Name: 
	Date:  
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