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1. 	QAA BENCHMARKING STATEMENTS.
The programme is developed by reference to The Higher Education Academy (HEA) 'Student Employability Profiles’ compiled in collaboration with the Council for Industry and Higher Education (CIHE); the CIHE Employer membership regarding the employability skills, competencies and attributes that they value in recruitment.
The programme is set within and conforms to the Frameworks for Higher Education qualification in England, Wales and Northern Ireland.
2.	SUMMARY OF INFORMATION.

· [bookmark: _GoBack]Awarding Institution				University of Wales 
· Teaching Institution				University of Wales Trinity Saint David
· Location					Swansea, Llanelli, Pembroke Dock,
Aberystwyth, Carmarthen, Ammanford
· Faculty						Faculty of Arts and Social Studies
· School						Cross University 
· Final Award					Certificate of Higher Education
· Programme			                           Skills for the Workplace
· QAA Benchmarking				HEA Student Employability Profile
· Attendance					Full-time
· Length of study				1yr full-time
· Starting Month				November 2012
· Projected Numbers                                             25 FT students per teaching location   2012/13


3.    PROGRAMME RATIONALE
“Employability covers a broad range of non-academic or softer skills and abilities which are of value in the workplace. It includes the ability to work in a team; a willingness to demonstrate initiative and original thought; self-discipline in starting and completing tasks to deadline.”
(Confederation of British Industry 2012).
The precise nature and academic level of the skills required for successful employment remains a contentious issue, although a consensus appears to exist that a considerable number of school-leavers, college and university graduates do not currently have the requisite balance of generic employability skills and subject specific knowledge and understanding demanded by employers. Despite the commitment by the Welsh Government in 2008 to develop Skills that Work for Wales and numerous subsequent attempts to ensure that education providers and employers are working together to address this issue, there still remain a significant number of young people unable to access employment or make the important transition from “job” to “career”.
In acknowledging analyses and conclusions of two major independent reviews - Lord Leitch’s review of skills in the UK and Sir Adrian Webb’s review of the mission and purpose of further education in Wales - Skills That Work for Wales emphasised the following priorities in its strategy and action plan:
· improving the levels of basic literacy and numeracy skills in the workforce; 
· ensuring everyone has skills essential to take up employment and maintain their employability within the labour market; 
· increasing the demand for, and supply of, intermediate and high-level skills; 
· addressing skills gaps and shortages in priority sectors and supporting economic development through our investment in post-19 skills; and 
· establishing effective and efficient learning provision. 

However, four years later, in a markedly more difficult economic climate, there are still a noteworthy number of concerns being expressed across Wales and the UK about the skill base of the UK labour market. According to surveys, carried out in 2012 by the Federation of Small Businesses (FSB Wales) and reported by BBC Wales:
· Nearly 82% of small businesses in Wales have said they do not think school leavers have adequate numeracy and literacy skills;
· 82% of its members in Wales did not believe school leavers looking for their first job had adequate skills for employment.
· Youngsters' basic numeracy and literacy was "below the expected standard," according to the survey.
· FSB Wales said schools should have a greater emphasis on employability skills, equipping pupils with skills in CV writing, time keeping, problem solving and team working.
These findings reflect a UK-wide survey of firms which found that 77% felt school leavers had problems with awareness of business, while 56% thought their communication skills were below that required. Welsh Policy Unit chair Janet Jones said: "Businesses are more than willing to invest time and money training staff in job-related skills, but expect them to come with at least the basics”. These references refer not only to those leaving at sixteen but also post ‘A’ Level.   For many of those fortunate enough to find employment, it is often within areas with limited responsibility or with limited opportunities for career progression.  
The University of Wales Trinity Saint David, its partner Further Education Colleges and Swansea Metropolitan University have a long-standing commitment to vocationally oriented education, employer engagement and graduate employment. At UWTSD “The University Employability Award” is the most recent initiative to ensure that graduates supplement their academic studies with a range of activities designed to enhance their value in the market place. The Certificate in Higher Education in Skills for the Workplace builds on this initiative through the creation of a University Award, explicitly dedicated to addressing this perceived skills gap for those learners unwilling or unable to commit to an extended period of study but who are, nevertheless, keen to develop and demonstrate their capacity to work at a higher level. In developing this programme, the University has sought to achieve the following:
· To provide key Skills for the Workplace contextualised within a variety of tasks and projects drawn from various employment situations. 
· To provide a free-standing, stand alone University award focussed towards making students more employable, whilst also providing skills for academic progression.
· To deliver a programme of study at Level 4, whose teaching methodology reflects the challenges, deadlines and problems faced within the workplace.
· To provide a full-time programme of study, sufficiently flexible to enable students to study at a number of community locations, with tutor contact at weekends, evenings and online.
· To provide an inter-disciplinary learning environment that encourages new approaches to study.
· To generate a developmental approach to problem-solving that integrates vocationally specific applications in the context of sustainability and entrepreneurship. 
The Certificate offers an opportunity for the development of those skills considered essential for promotion into more responsible and fulfilling employment roles; assisting progression opportunities identified as critical for a dynamic economy. The Certificate also offers progression into further academic study, with the University committing itself to an exploration of study routes that might be offered flexibly within a community context, and for which the Certificate would provide an appropriate foundation. Via the Accreditation of Prior Learning it should be possible, with appropriate bridging modules, for successful students to transfer to more discipline specific programmes of study if desired. Additionally, there are opportunities to map the Certificate against the Professional Practice Framework which is designed to accredit and facilitate learning within the workplace. Finally, the University will also explore the development of a Foundation Degree (FdA) in Skills for Employment and Management for the academic year 2013/14 should the demand exist within the first cohort for this progression route. If pursued, this will enable students, if successful in their studies on the Certificate of Higher Education, to progress straight into Level 5 of this degree programme - the Certificate being synonymous with Part One of the Foundation degree. It is intended that the FdA in Skills for Employment and Management will follow a similar pattern of flexible delivery as the Certificate and would in turn provide a pathway into the portfolio of Business and Management programmes offered through the Faculty of Business.

(i) 	 Student market
"Soft skills are what makes your personal brand but you need to think about them. Instead of thinking, for example, 'I have only worked at McDonald's', think 'What did working at McDonald's teach me?'"
(Rebecca Jones: Business coach and author of Business in Red Shoes)
This programme is intended primarily for two groups of potential students, within geographical access to the location of the teaching. The first group is comprised of those potential applicants who, for whatever reason, have decided against making a three year commitment to attend University at the present time. It might be that they have personal reasons for remaining in the locality, they are uncertain about which programme of study they should follow or they lack the confidence or finances to make the progression from School/ College to University at the present time. The second group are, perhaps, more mature individuals, either in part-time, low-level employment or home-makers who wish to return to education or seek a gateway to a more fulfilling area of employment. With the exception of a few key subject areas, in neither case are these potential students being served by the current full-time portfolio delivered full-time on campus. 
Current UCAS figures suggest that there have been 51,718 fewer applicants to University this year and that 10,729 compared to 9,152 in 2011/12 have decided not to take up a place this year. It is anticipated that within Swansea, Llanelli, Aberystwyth, Ammanford, Pembroke Dock and Carmarthen there exists a potential student market interested in another mode of study at University level.  With regard to the market and location of the provision, Coleg Ceredigion was consulted in the initial planning stages and advice from Coleg Ceredigion staff was to deliver in Aberystwyth in the first instance and to work with FE colleagues on aspiration raising in the Cardigan area prior to future delivery. College and Careers Wales Staff felt there was a market for the type of skills enhancement provided by the Cert HE in the region ie. The Dyfed Powys boundaries. Similarly the Prinicipal and senior staff at Coleg Sir Gâr contributed to the development of the programme, ensuring that it did not replicate or conflict with the student market for Level 3 Access courses and was distinct in terms of educational level and provision. Coleg Sir Gar also facilitated the distribution of promotional materials to their ex-students by providing their database of contacts for our purposes.  This was based on the premise that the CertHE was a valid option for those students who had not progressed to other courses since leaving CSG.  Consultation has taken place informally at a variety of stakeholder meetings and events and the proposed CertHE has been favourably received.  It is anticipated that the Certificate will be viewed favourably by Admissions Tutors in HEIs as proof of recent study at Level 4 as it proves academic ability and recent learning amongst applicants that might have no previous formal qualifications.  Admission might be for an accelerated route or for entry to Level 4 undergraduate study.  The intended market of returners would not have this proof or this introduction to study otherwise. 

Recruitment from these student markets is to be achieved through the following:

· The delivery of generic transferable skills contextualized within specific, employment projects and exercises. For example, students on CertHE: Skills for the Workplace with a background or interest in  Health and Social Care would participate in projects appropriate for Health and Nutrition Technicians, Playworkers, Care Assistants for the Elderly and Respite Care Assistants. 

· The programme would run from November to August, to attract those potential students that decided against three year programmes in the previous September. 
· It would be delivered in achievable “ bite sized “ units on a consecutive basis to avoid the student becoming overwhelmed by multiple study tasks or long periods of time without staff contact or submission dates.
· Contact time would be delivered flexibly over a weekend, evenings or at specific times for the particular target cohort of students. The interdisciplinary project-based approach to study would ensure that each cohort of students were of sufficient number to make it economically viable. Online tutorial support together with an online forum for peer group support would also be established in both the teaching venue and for individual study.
· The programme would be delivered in a number of community locations.
· The teaching should be project/task-based to enable students to develop key employability skills through practical application in vocational areas of personal interest. 
· Each programme includes the opportunity for either a relevant work placement or a work-place specific project where the student is able to apply their skills to a particular subject area or employment context.
· That “gate-keeper” support should be sought for this programme where there are potential students that would benefit from such an initiative. A very important element for the marketing of this programme would be the direct contact with “gate-keepers” such as Job Centre advisers, adult advisors in Careers Wales, Project and support workers within CAVS, language or community initiatives, e.g Menter Cwm Gwendraeth, Women’s Aid, Family Centres etc.  Events to launch the programme will be hosted to brief these valuable signposting agencies.

(ii) Skill Development

The project-based curriculum is designed to integrate “soft skills” such as communication and team working with specific skills such as literacy, numeracy and the handling of data. As a Level 4 certificate, it is important that a supportive environment is created in which students experience the stimulus of engagement with other students from different disciplinary interests. 

Acknowledging the level of study, the programme is benchmarked against a modified set of graduate skills, identified and categorised by employer members of the Policy Forum of the Council for Industry and Higher Education. These are:

· Cognitive skills and brainpower - analyse information, handle data and draw conclusions;
· Generic Competencies - team-working, communication skills and interpersonal sensitivity;
· Personal capabilities - self-awareness, self-critical, autonomous worker able to initiate and complete a designated activity;
· Technical ability - having an appropriate level of technical skills for specific employment including core skills such as literacy, numeracy and IT;
· Business and organisation awareness – an appreciation of how businesses operate and organisational systems
· Practical application – integration of theory and practice with the capacity to critically evaluate and review performance.

The basic premise of the programme’s pedagogy is that these skills are most effectively acquired through their application in task-based and project-driven activities. For example, tools for the analysis of data should be accessed and applied by the student in the completion of a specific employment-related task rather than as an abstract methodology. In this way, cognitive skills of data analysis are integrated with developing personal capabilities and practical application.  

The function of the two 20 credit modules that are vocation-specific and taught through an intensive study period/ or work placement is to intensify the student’s skill development within business models closely aligned to their vocational area of interest. These models are further contextualised through an emphasis on sustainability (Pathway Project 1) and approaches to self-employment (Pathway Project 2).

For example: five students might work together on a pathway project focussed towards the selection and purchase of mobility aids for an elderly client group to fulfil a local government directive. Members of the group might include those with interests in Health and Social Care, Business and Enterprise and Sport and Fitness. Collectively they would develop objectives, explore function and demand, research product range and availability, identify obstacles, analyse costs, assess risk and create a strategy and business plan. The tutor would supervise the project, set deadlines, provide advice and guidance and add additional unanticipated challenges where appropriate.

Were this project to be part of Pathway Project 1, emphasis would also be placed on those practical and ethical concerns linked to sustainability. As part of Pathway Project 2, this assignment might be considered within the context of identifying the skill-set required to establish a small consultancy firm for residential homes. 

Vocational subject knowledge and understanding is therefore developed through practical application, with the employment skills applied in the achievement of the pathway project’s targets. 

(iii) Employability

This programme’s central aim is to develop students’ personal confidence and autonomy, increase their employability and enhance their ability to recognise and develop career opportunities. The programme is not intended to be an in-depth vocational training but rather to use employment-specific contexts and projects to develop and apply those attributes and skills identified as important by employers. The programme is aimed at generic skills development and it is recognised that some employment sectors, such as social care, require specific qualifications for employment or progression –- that will not be covered by the certificate. 

The Certificate in Higher Education project tasks will be closely aligned with the categories identified by Careers Wales as job pathways drawn from the examples on the website (see Appendix A).  As indicated under 9. DELIVERY, the 20 credit Pathway Project Modules will be focused around projects that reflect challenges found within the work place, viewed through the lense of either sustainability or self-employment. Whilst, in some instances these modules might actually take place within a work environment, this is not a requirement of the programme as simulated projects within the University will be created. Work placements identified and organised by the University will not be provided as an integral part of this programme for all students.

The University has over the years developed a strong relationship with employers predominantly in discipline-specific arenas. The vocational nature of most programmes, specifically on the Carmarthen campus, has meant that employers and practitioners are involved in the development of programmes and often play a significant role within their delivery. Within the School of Initial Teacher Education and Training, for example, there is continuous and on-going dialogue with teachers, educationalists and the local education authorities. In other disciplines, an active engagement with the relevant Sector Skills Council has been critical in programme design and delivery. Perhaps as a result of this, the establishment of a generic Local Employer’s Forum has been slow to manifest itself despite various initiatives. The recent developments with TSD’s Institute for Sustainable Practice, Innovation and Resource Effectiveness (INSPIRE), together with the “TSD +” employability enhancement awards will, alongside this certificate, act as a catalyst in the creation of a University Employers’ forum to advise on a number of initiatives - including the development and delivery of this award. 

In the interim, employer engagement and advice on the development of the certificate has been sought but in rather a piecemeal manner and it is acknowledged that more continued and systematic engagement will be critical throughout the delivery of this award. 

4.   UNIVERSITY STRATEGIC AIMS
The introduction of a Certificate of Higher Education in Employment Skills is designed to support the University’s strategic objectives:  

· Achieving excellence in learning & teaching

The Certificate will help to achieve University excellence in learning & teaching by providing a distinctive, project-based pedagogy focused on active learning and creative interdisciplinary teaching. The programme will be a part of the re-fashioned undergraduate curriculum for the transformed University offering a coherent, attractive and marketable product devised in response to student need and to meet the key Welsh Government aim of improving employability skills.
 
· Providing a high quality student experience, developing the knowledge economy and investing in its Staff 

The Certificate will be able to provide a high quality student experience ensuring, through the flexibility of its delivery, that the University can be recognised as being responsive to   a diverse student market. This will allow the new University and its Further Education partners to develop their reputation as change agents offering a distinctive range of employability skills promoting the knowledge based economy.  

The strategic objective of the University investing in its staff, is also supported as the certificate will provide an environment where staff can expand their expertise in terms of project-based teaching and widening access. 

· Establishing an international profile

Whilst the Certificate itself isn’t intended for international recruitment, the innovative and creative approach to learning and teaching provides an opportunity for the enhancement of the University’s profile nationally and internationally. 

· Promoting social justice, inclusion, access, promoting bilingualism and cultural distinctiveness

The Certificate offers relevant opportunities to promote social justice, inclusion and widening access to the various communities of Swansea, Carmarthen, Llanelli and Pembroke Dock, providing innovative study opportunities for those who might not access traditional University programmes.

· Promoting regionalism and institutional sustainability

The location of the Certificate within key locations in South West Wales supports the University’s strategic aim in promoting itself as an integral part of the regional economy and community.  


5.    EDUCATIONAL AIMS
The aims of the Certificate of HE in Skills for the Workplace are to:

· provide students with an opportunity to study for an award explicitly focussed towards future employability and career progression;
· introduce students to approaches, strategies and skills considered essential for employment within a generic context; 
· familiarise students with discussion and debate in the process and resolution of problems; 
· develop students’ emotional intelligence and their capacity to work effectively both autonomously and within a team;
· provide students with a range of learning experiences that are designed to assist students in the acquisition and application of knowledge;
· provide students with a variety of teaching approaches delivered in a supportive learning environment.


6. 	PROGRAMME OUTCOMES
The following outcomes are based on the Generic Employability Competencies with the Student Employability Profiles (HEA 2006).

On completion of the programme of study a student should be able to demonstrate:

Cognitive Skills

1. the ability to identify and solve problems;
2. the management of  information and the analysis of data; 
3. the ability to assess risks and make informed judgements;

Generic Competencies

4. interpersonal sensitivity and an understanding of the skills required for team working;
5. communication skills, both verbal and written;

Personal Capabilities

6. the ability to be self-aware and  self-critical;
7. creativity, decisiveness and initiative in decision making;
8. flexibility, adaptability and tolerance to stress;
9. the ability to complete tasks with due regard for schedules and deadlines;

Technical Ability

10. competence with workplace mathematics and statistics;
11. IT literacy and competence with web technologies;
12. the ability to gather information and demonstrate an appropriate level of knowledge and understanding in their specific vocational pathway;

Business and Organisational Awareness

13. an appreciation of basic business practices;
14. an understanding of project initiation and management of schedules and deadlines;
15. an ability to analyse and resolve problems within a social, political, economic and ethical context;

Practical  Application

16. the ability to complete practical tasks through the integration of theory and practice;
17. reflection and review of practical tasks to improve performance;
18. the capacity to review quality control processes and risk management. 

7. CURRICULUM MAP
	Modules
	Programme Outcomes

	Code
	Title
	Cognitive
	Generic
	Personal
	Technical
	Business
	Practical

	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18

	EMPL4001
	Personal Development for Employment
	x
	
	
	
	
	X
	X
	X
	X
	
	
	
	
	
	
	X
	X
	

	EMPL4002
	Digital Literacy
	X
	X
	
	
	
	
	
	
	X
	X
	X
	X
	
	
	
	X
	
	

	EMPL4003
	Working in Teams
	X
	
	X
	X
	X
	X
	X
	X
	X
	
	X
	X
	
	
	
	X
	
	

	EMPL4004
	Communication Skills
	
	
	
	X
	X
	X
	X
	X
	X
	
	X
	
	
	
	
	X
	
	

	EMPL4005
	Information, Data and Analysis
	X
	X
	
	
	
	X
	X
	X
	X
	X
	X
	X
	
	X
	X
	X
	
	X

	EMPL4006
	Pathway Project 1: Locally Rooted Globally Connected
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	EMPL4007
	Employability
	X
	
	
	
	X
	X
	X
	X
	
	X
	X
	X
	X
	X
	
	X
	
	

	EMPL4008
	Problem Solving
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	

	EMPL4009 
	Project Planning
	X
	X
	X
	
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	
	X
	X
	X

	EMPL4010
	Pathway Project 2: Skills for Self Employment
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X



8.     PROGRAMME STRUCTURE: CERTIFICATE IN SKILLS FOR THE WORKPLACE

	Compulsory Modules

	EMPL4001
	Personal Development for Employment
	10 credits

	EMPL4002
	Digital Literacy
	10 credits

	EMPL4003
	Working in Teams
	10 credits

	EMPL4004
	Communication Skills
	10 credits

	EMPL4005
	Information, Data and Analysis
	10 credits

	EMPL4006
	Pathway Project 1: Locally Rooted Globally Connected
	20 credits

	EMPL4007
	Employability
	10 credits

	EMPL4008
	Problem Solving
	10 credits

	EMPL4009 
	Project Planning
	10 credits

	EMPL4010
	Pathway Project 2: Skills for Self Employment
	20 credits




9.      PROGRAMME DELIVERY

All teaching sessions provide students with opportunities to develop skills through practical tasks, to raise questions and discuss solutions. Where appropriate, tutors use various electronic and digital media as an efficient and valuable tool to augment and enhance their learning and teaching.

Each module would be taught consecutively, enabling students to study one module at a time. It is generally anticipated that the contact time would be one day of a weekend either Saturday or Sunday plus three evenings over the course of the month. Additional tutorial support will be available online, together with an online forum for peer group support. In the first instance there would be six locations for tuition (Llanelli, Swansea, Carmarthen, Aberystwyth, Pembroke Dock and Ammanford).
For example:

EMPL4003		Working in Teams

Llanelli / Swansea/ Aberystwyth 
Saturday  5th January		(9-1) (2 -5)
Wednesday 9th January 	(6-9)
Wednesday 16th January 	(6-9)
Wednesday 23rd January 	(6-9)

Ammanford / Carmarthen/ Pembroke Dock
Sunday 6th January 		(9-1) (2-5)
Thursday 10th January 	(6-9)
Thursday 17th January 	(6-9)
Thursday 24th January  	(6-9)
Total contact time 16 hours per venue plus online support

· In the first instance, it is anticipated that an optimum of 25 students would be taught in each location. Additional demand could also be accommodated by using the next weekend and staggering the teaching accordingly.
· At registration, an induction workshop will take place to ensure that each student is fully aware of the nature of the programme, its rationale, time commitment and academic expectations.
· Each 10 credit module would have contact time of 16 hours (see above) plus tutorial support online. There would be 84 notional hours of directed study spread over the study month (approximately 3 hours per day or an additional 10 full days). 

The two 20 credit modules (EMPL4006 Pathway Project 1 and EMPL4010 Pathway Project 2) will be delivered either at residential Easter/ Summer schools on one of the University campuses, at an agreed community location or, for some students, within a suitable workplace. The duration of these modules might vary slightly from group to group depending upon the nature of the Pathway Project and its location. As explained earlier in the example on page 7, the key feature of these modules is to establish a project where students work in groups to resolve a workplace issue that requires an interdisciplinary approach to project management and problem solving. Ideally, through engagement with local employers, some projects can be located within an agreed workplace enabling students to reproduce real-life problems. However, given that this is not always likely to be the case, alternative projects can be set up at one of the University campuses which seek to simulate, if not in location, similar challenges to those faced in a working environment. For example: For Pathway Project 1: Locally Rooted Globally Connected  Health and Fitness, Business and Administration, Leisure and Hospitality and Health and Social Care students are tasked to plan, schedule and re-design the layout of the University Sports Hall and other facilities to host a summer sports camp for young disabled people. 
In this instance the University campus would provide an ideal location for this multi-disciplinary project taking into account issues relating to sustainability through the Welsh Government’s definition in 2009.

 ‘in Wales, sustainable development means enhancing the economic, social and environmental wellbeing of people and communities, achieving a better quality of life for our own and future generations in ways which promote social justice and equality of opportunity and in ways which enhance the natural and cultural environment and respect its limits using only our fair share of the earth’s resources and sustaining our cultural legacy. Sustainable development is the process by which we reach the goal of sustainability’

The programmes would be lead by three Module Tutors delivering the initial 80 credits with additional specialist input, both from colleagues across the University and from key work-place practitioners. The Module Tutors would also facilitate registration, deal with assessment and pastoral support and liase with colleagues regarding the specific pathway-project modules. Colleagues from across the University would contribute additional expertise with various academic staff making discipline specific contributions to the teaching of the Pathway Project modules. Whilst the programme is not intended to focus primarily on sector specific knowledge transfer, it is recognised that in certain tasks and projects, external expertise will be needed to ensure that problem solving is compliant with those regulations that govern the sector eg. Health and safety within the building industry.   Although in the first instance, the programme would be delivered through the medium of English, Welsh speaking students could submit their work in their language of choice and would be provided with Welsh speaking personal tutors. 

	Anticipated timetable for delivery 2012/13

	Section 1

	
	Registration and Induction Workshop
	October 2012

	EMPL4001
	Personal Development for Employment
	November 2012

	EMPL4002
	Digital Literacy
	December 2012

	EMPL4003
	Working in Teams
	January 2013

	EMPL4004
	Communication Skills
	February 2013

	EMPL4005
	Information, Data and Analysis
	March 2013

	EMPL4006
	Pathway Project 1: Locally Rooted Globally Connected
	April 2013

	EMPL4007
	Employability
	May 2013

	EMPL4008
	Problem Solving
	June 2013

	EMPL4009 
	Project Planning
	July 2013

	EMPL4010
	Pathway Project 2: Skills for Self Employment
	August 2013







10.	ASSESSMENT

Each 10 credit module should have a single coursework assignment for assessment, derived from the project activity undertaken during the weekend study day and then developed over the next three sessions.

Each 20 credit module will have a group presentation (individually assessed) and a reflective written submission or presentation.

	Compulsory Modules

	                              (8 x 10 credits)
	Assessment Type
	%

	EMPL4001
	Personal Development for Employment
	Coursework assignment
	100%

	EMPL4002
	Digital Literacy
	Coursework assignment
	100%

	EMPL4003
	Working in Teams
	Coursework assignment
	100%

	EMPL4004
	Communication Skills
	Coursework assignment
	100%

	EMPL4005
	Information, Data and Analysis
	Coursework assignment
	100%

	EMPL4007
	Employability
	Coursework assignment
	100%

	EMPL4008
	Problem Solving
	Coursework assignment
	100%

	EMPL4009
	Project Planning
	Coursework assignment
	100%

	                            (2 x 20 credits)
	
	

	EMPL4006
	Pathway Project 1: Locally Rooted Globally Connected
	Reflective submission 
	50%

	
	
	Group Presentation
	50%

	EMPL4010
	Pathway Project 2: Skills for Self Employment
	Group Presentation
	50%

	
	
	Reflective submission
	50%




11.	ASSESSMENTS: TYPES AND DEFINITIONS

Assessment Definitions

Students receive full details, guidance and examples of these types of assessment in their Module Handbooks. 

Coursework assignment: The exact nature of the coursework assignment will be determined by the module content and might include a data analysis assignment, a piece of textual analysis, digital video presentation or a written report. The nature and scope of the assignment will vary according to the module’s assessment task/s, but not exceeding the total word limit for a 10-credit module as outlined in the University’s Assessment Equivalence Guidelines. 

Group Presentation:  Speaking in front of people, in a clear, structured and relevant manner is a vitally important employment skill. Oral presentations will be asked of students on a formative basis and as part of certain coursework assignments. Although they are delivered in groups, they are always assessed on an individual basis.

Reflective Submission: This method of assessment will concentrate on the student’s capacity to reflect upon group projects in a structured manner, analysing their strengths and weaknesses. The method of demonstrating this analysis will vary according to the nature of the project and the employment context. 

12.	STUDENTS ENTRY REQUIREMENTS AND ADMISSIONS 

The University will allocate administrative support for this programme and in combination with the Module tutors will liase with the University Registry and the Marketing and Recruitment Department to deal with all applications, arrange visits, Open Days and interviews. Module tutors will also liaise with Student Support Services, where particular needs of students require adherence with the University’s Policy on Equality and Diversity. 

The Widening Access team within the Marketing and Recruitment Department will also have a key role to play in facilitating access to the programme and guiding students through the application process.

The candidates will apply through the University’s Registry Department.  University Registry has a nominated member of staff who provides the support service and coordinates correspondence.   All applicants are made aware of the nature of the programme delivery and any additional requirements at the Induction Workshop.  Entry requirements for students are based upon individual merit according to University Admission Policy which will be discussed in detail at interviews. For students that are under 21 years of age there is an entry requirement of the successful completion of a Level 3 award.  

Whilst a high level of computer literacy is not required to be accepted onto the programme, it is important that the student has regular access to the internet in order to access learning materials and online tutor support.
The programme team will follow the requirements of the University Policy on Diversity and Equality.  Forward planning takes place for those students with identified disabilities, and the team collaborates with the relevant Support Services to ensure appropriate adjustments/considerations are made prior to admission wherever possible. For some subject disciplines, an enhanced CRB disclosure will be required where, for example, students work directly with children or vulnerable adults.

13.	EXIT POINTS AND AWARDS

To qualify for the award of Certificate of Higher Education in Employment Skills, candidates will have reached the quality threshold as set out in the Academic Quality Handbook (AQH). 


	Award
	Level
	Achievement

	Certificate of Higher Education in Skills for the Workplace: (Named Award)
	4
	At least 120 credits at Level 4. 





14.	QUALITY ASSURANCE

The programme will be monitored in accordance with University of Wales Trinity Saint David’s Quality Assurance procedures as outlined in the Academic Quality Handbook.  It will utilise the range of mechanisms, formal and informal, including: module review through student evaluation questionnaires, verbal feedback with students, programme meetings, co-teaching and team teaching activities, student achievement, any student concerns, and marketing.

15.     RESOURCES  

The University will invest appropriately in the resourcing of this Certificate at its various locations. Teaching resources will be predominantly online and care will be taken at induction to ensure that each student has appropriate IT resources and access to VLE facilities. The University libraries in Swansea and Carmarthen will also offer some subsidiary publications as required. 

The Student Services Unit offers an excellent service for students with disabilities and students with difficulties in specific areas of study.  Embedded in the University’s values is equality of access for all, and Student Services play a vital role in the forward planning with the University for candidates who identify their disability or additional needs prior to entry.  The Careers staff also provide the students with excellent guidance and support.

Each delivery location will have a dedicated tutor enabling on-goping academic and pastoral support with additional academic and professional expertise being brought in as required to assist in the teaching of specifc modules or elements of modules.

Mode of Attendance

The programme is only being offered full-time in the first instance.  

Reading

Reading lists given in the following modules have been selected realistically.  Attention has been given to:

· appropriateness of reference material
· availability and affordability via ebooks
· student support through lecture notes

Students are directed to relevant professional journals and to appropriate web sites.




16.     MODULE DETAILS

Module content is indicative and bibliographies are exempli gratia. Two essential study skills books have been identified to support learning in all the modules as well as a number of recommended texts.  In addition each module has two/three module specific ebooks and four module specific websites identified to support students studying in different locations and from home.

JACS coding indicates N900 (Others in Business and Administration)





                           
[bookmark: StartP]


MODULE CODE:   			EMPL4001
TITLE:   				Personal Development for Employment		
DATED:				15/10/2012		

MODULE AUTHOR:			Roger Maidment
LEVEL:  				4				
CREDITS: 				10						

TEACHING METHODS: 		Workshops (16 hours) 		16%
					Directed Learning: (84 hours) 	84%

JACS CODE: 				N900

AIM(S)
· To introduce students to strategies for personal reflection and career development planning.
LEARNING OUTCOMES
By the end of this module students should be able to:  
· demonstrate an understanding of personal strengths, areas for further development and preferred learning styles;
· establish employment goals and develop a personal action plan;
· organise their knowledge and learning through use of a range of information resources, and present their work at the appropriate level.
CONTENT
Through task-based study, students will explore:
· concepts of self awareness and the various approaches to self assessment and learning;
· the application of  background questionnaires and learning styles;
· an analysis of personal strengths, weaknesses, learning styles and tools to support professional development planning such as Pebble Pad;
· ideas relating to the concept of personal confidence, studying and thinking independently;
· strategies for exploring employment options acquiring, selecting and collating information from a range of sources;
· techniques for presenting conclusions in clear, coherent and logical manner. 

ASSESSMENT
Coursework  Assignment 			100%
Example: Students prepare an individual action plan with an appropriate evidence base
for career development within their chosen employment area.



BIBLIOGRAPHY
Essential
Cottrell, S. The Study Skills Handbook (2nd edition). Hampshire: Palgrave MacMillan, 2003.
Pears, R. & Shields, G. Cite Them Right. Basingstoke: Palgrave MacMillan, 2011. 
Recommended
Cottrell, S. (2010) Skills for Success: The Personal Development Planning Handbook (2nd edition). Hampshire: Palgrave MacMillan.
Levin, P. (2004) Write Great Essays. Maidenhead: Open University Press.
Mercer, N. (2006) The Guided Construction of Knowledge: talk amongst teachers and learners.  Clevedon: Multilingual Matters Ltd.
Pritchards, A. M. (2008) Studying and Learning at University: Vital Skills for Success in your Degree. London: Sage Publications.
Seely, J. (2005) Oxford Guide to Effective Writing and Speaking (2nd edition). Oxford: Open University Press.
van Emden, J. & Becker, L. (2010) Presentation Skills for Students (2nd edition). Palgrave Macmillan.

Ebooks 
McMillan, K. and Weyers, J. (2006) The smarter student: Skills and strategies for success at university, London: Prentice Hall.
Wilson, E A and Bedford, D (2009) Study Skills for Part-time Students Harlow: Pearson
Cottrell, S. (2010) Skills for Success: Personal Development and Employability (Palgrave Study Skills) Hampshire: Palgrave MacMillan.
Websites 
http://www.skills4study 
http://www.openlearn.open.ac.uk
http://www.selfgrowth.com
http://www.trans4mind.com 


MODULE CODE:			EMPL4002
TITLE:					Digital  Literacy
DATED:				15/10/2012

MODULE AUTHOR:			Roger Maidment
LEVEL:				4
CREDITS:				10

TEACHING METHODS:		Workshops (16 hours) 		16%
					Directed Learning: (84 hours) 	84%

JACS CODE:				N900


AIM(S)
· To develop students’ confidence in digital literacy related to workplace problems. 
LEARNING OUTCOMES
By the end of this module students should be able to:  
· evaluate appropriate use of technology, including mobile devices, to improve workplace efficiency and employability;
· demonstrate appropriate use of technology and its applications in the workplace;
· organise their knowledge and learning through use of a range of information resources, and present their work at the appropriate level.
CONTENT
Through task-based study, students will explore:
· use of contemporary web-based applications, such as Skype;
· appropriate communication through use of technology including awareness of legal, ethical and security issues;
· standard applications of word processing software; 
· organisation and management of files and folders;
· navigation of web based research, downloads, pod casts;
· communications systems, email and social networking;
· use of mobile devices, tablets and phones within the workplace.


 ASSESSMENT
Coursework  Assignment 			100%
Example: Students will evaluate a recent information technology development within a workplace.



BIBLIOGRAPHY
Essential
Cottrell, S. The Study Skills Handbook (2nd edition). Hampshire: Palgrave MacMillan, 2003.
Pears, R. & Shields, G. Cite Them Right. Basingstoke: Palgrave MacMillan, 2011. 
Recommended
Cottrell, S. (2010) Skills for Success: The Personal Development Planning Handbook (2nd edition). Hampshire: Palgrave MacMillan.
Levin, P. (2004) Write Great Essays. Maidenhead: Open University Press.
Mercer, N. (2006) The Guided Construction of Knowledge: talk amongst teachers and learners.  Clevedon: Multilingual Matters Ltd.
Pritchards, A. M. (2008) Studying and Learning at University: Vital Skills for Success in your Degree. London: Sage Publications.
Seely, J. (2005) Oxford Guide to Effective Writing and Speaking (2nd edition). Oxford: Open University Press.
van Emden, J. & Becker, L. (2010) Presentation Skills for Students (2nd edition). Palgrave Macmillan.

Ebooks
Hoechsmann, M. (2012) Media literacies: a critical introduction.  Malden, MA., Wiley-Blackwell.       
Lankshear, C. & Knoble, M. (2006) New Literacies: Changing Knowledge in the Classroom, Open University. 
Websites
http://www.open.ac.uk/safari/
http://jiscdesignstudio.pbworks.com/w/page/46421608/Developing%20digital%20literacies
http://www.springerlink.com/content/l768l277702vw216/    http://www.curriculum.edu.au/leader/default.asp?id=33211&issueID=12380  



MODULE CODE:			EMPL4003
TITLE:					Working in Teams
DATED:				15/10/2012

MODULE AUTHOR:			Roger Maidment
LEVEL:				4
CREDITS:				10

TEACHING METHODS:		Workshops (16 hours) 		16%
					Directed Learning: (84 hours) 	84%

JACS CODE:				N900

AIM(S)
· To introduce students to strategies for effective team working. 
LEARNING OUTCOMES
By the end of this module students should be able to:  
· demonstrate an understanding of the importance of team working within an employment context;
· demonstrate understanding of the main theories relating to group dynamics; including ethical requirements;
· organise their knowledge and learning through use of a range of information resources, and present their work at the appropriate level.
CONTENT
Through task-based study, students will explore:
· working collaboratively: shared ownership, responsibility and issues related to confidentiality;
· negotiating and developing ideas;
· group dynamics theories;
· theories of team structures, such as Belbin;
· group strategies:  shared objectives, group agreements, meaningful schedules and effective delegation. 
ASSESSMENT
Coursework  Assignment 			100%
Example: Analyse a group’s effectiveness from the perspective of Belbin’s team structures and roles.
BIBLIOGRAPHY

Essential
Cottrell, S. The Study Skills Handbook (2nd edition). Hampshire: Palgrave MacMillan, 2003.
Pears, R. & Shields, G. Cite Them Right. Basingstoke: Palgrave MacMillan, 2011. 

Recommended
Cottrell, S. (2010) Skills for Success: The Personal Development Planning Handbook (2nd edition). Hampshire: Palgrave MacMillan.
Levin, P. (2004) Write Great Essays. Maidenhead: Open University Press.
Mercer, N. (2006) The Guided Construction of Knowledge: talk amongst teachers and learners.  Clevedon: Multilingual Matters Ltd.
Pritchards, A. M. (2008) Studying and Learning at University: Vital Skills for Success in your Degree. London: Sage Publications.
Seely, J. (2005) Oxford Guide to Effective Writing and Speaking (2nd edition). Oxford: Open University Press.
van Emden, J. & Becker, L. (2010) Presentation Skills for Students (2nd edition). Palgrave Macmillan.

Ebooks 
Belbin, R.M. (2010) Teamroles at Work. Butterworth-Heinemann Title; 2 edition
Magin, M. (2004) Making teams Work: 24 Lessons for working together successfully. McGraw-Hill Pub. 
Websites 
http://www.skills4study 
http://www.careerswales.com
http://www.acas.org
http://reviewing.co.uk 

MODULE CODE:			EMPL4004	
TITLE:					Communication Skills 
DATED:				15/10/2012

MODULE AUTHOR:			Roger Maidment
LEVEL:				4
CREDITS:				10 

TEACHING METHODS:		Workshops (16 hours) 		16%
					Directed Learning: (84 hours) 	84%

JACS CODE:				N900

AIM(S)
· To develop students’ awareness of the range of communication skills integral to success within the workplace.
LEARNING OUTCOMES
By the end of this module students should be able to:  
· prepare a written report on a workplace issue with due regard to content, structure, language and presentation;
· prepare and deliver a short presentation demonstrating key points of the report;
· organise their knowledge and learning through use of a range of information resources, and present their work at the appropriate level.
CONTENT
Through task-based study, students will explore:
· inter-personal communication including: body language, active listening, personal presentation and context awareness;
· written communication: formats and structures;
· strategies for improving clarity of expression, grammar, syntax and punctuation; 
· presentation formats and structures;
· communication with an audience using visual and electronic resources.


ASSESSMENT
Coursework  Assignment 			100%
Example: Prepare a written report and deliver a short presentation on a workplace issue 
BIBLIOGRAPHY
Essential
Cottrell, S. The Study Skills Handbook (2nd edition). Hampshire: Palgrave MacMillan, 2003.
Pears, R. & Shields, G. Cite Them Right. Basingstoke: Palgrave MacMillan, 2011. 
Recommended
Cottrell, S. (2010) Skills for Success: The Personal Development Planning Handbook (2nd edition). Hampshire: Palgrave MacMillan.
Levin, P. (2004) Write Great Essays. Maidenhead: Open University Press.
Mercer, N. (2006) The Guided Construction of Knowledge: talk amongst teachers and learners.  Clevedon: Multilingual Matters Ltd.
Pritchards, A. M. (2008) Studying and Learning at University: Vital Skills for Success in your Degree. London: Sage Publications.
Seely, J. (2005) Oxford Guide to Effective Writing and Speaking (2nd edition). Oxford: Open University Press.
van Emden, J. & Becker, L. (2010) Presentation Skills for Students (2nd edition). Palgrave Macmillan.

Ebooks
Dalley, D., and Burton, L. Developing your Influencing Skills: How to influence people by increasing your credibility, trustworthiness and communication skills (2010) Universe of Learning Ltd. 
Ercegovac, Z. (2008)  Information Literacy, search strategies, tools & resources for high school students and college freshmen, Linworth Pub. 2nd ed. 

Websites

http://www.open.ac.uk
http://www.curriculum.edu.au/leader/default.asp?id=33211&issueID=12380  
http://www.ictliteracy.info/.  
http://www.academy.gcal.ac.uk/llida/outputs.html   



MODULE CODE:			EMPL4005
TITLE:					Information, Data and Analysis
DATED:				15/10/2012

MODULE AUTHOR:			Roger Maidment
LEVEL:				4
CREDITS:				10 

TEACHING METHODS:		Workshops (16 hours) 		16%
					Directed Learning: (84 hours) 	84%

JACS CODE:				N900

AIM(S)
· To develop skills in the analysis of information and its translation into knowledge. 
LEARNING OUTCOMES
By the end of this module students should be able to:  
· identify and evaluate appropriate sources of information;
· apply an appropriate level of competence with workplace data handling; 
· interrogate primary and secondary sources of information to construct an argument/ resolve a problem;
· demonstrate the effective use of various IT approaches, key numerical and statistical skills necessary for gathering and handling information.
CONTENT
Through task-based study, students will explore:
· potential sources of information to solve workplace problems;
· the ways in which numeracy, knowledge and reasoning are integral to most employment areas;
· statistics in the interpretation and analysis of data – averages, types of graph, arithmetic mean, standard deviation;
· basic computer use for numerical handling – excel spreadsheets, databases;
· the development of skills needed to utilise information gathered in a critical and analytical way; 
· the ethical implications of gathering information and matters of data protection; 
· Prof. Russell Ackoff’s definitions of data, information, knowledge, understanding and wisdom.
ASSESSMENT
Coursework  Assignment 			100%
Example: Students’ work in groups to analyse a newspaper article, articulate a question, gather information and interrogate data to prepare an extended report presenting two sides of an argument

BIBLIOGRAPHY
Essential
Cottrell, S. The Study Skills Handbook (2nd edition). Hampshire: Palgrave MacMillan, 2003.
Pears, R. & Shields, G. Cite Them Right. Basingstoke: Palgrave MacMillan, 2011. 
Recommended
Cottrell, S. (2010) Skills for Success: The Personal Development Planning Handbook (2nd edition). Hampshire: Palgrave MacMillan.
Levin, P. (2004) Write Great Essays. Maidenhead: Open University Press.
Mercer, N. (2006) The Guided Construction of Knowledge: talk amongst teachers and learners.  Clevedon: Multilingual Matters Ltd.
Pritchards, A. M. (2008) Studying and Learning at University: Vital Skills for Success in your Degree. London: Sage Publications.
Seely, J. (2005) Oxford Guide to Effective Writing and Speaking (2nd edition). Oxford: Open University Press.
van Emden, J. & Becker, L. (2010) Presentation Skills for Students (2nd edition). Palgrave Macmillan.
Ebooks
Glendinning P (2012) Maths in Minutes: 200 Key Concepts Explained in an Instant, London: Quercus.
Van Dyke J, Rogers J & Adams H (2009) Fundamentals of Mathematics, Enhanced Edition, Belmont, CA: Cengage Learning.
HoylesC, Noss R, Kent P & Bakker A (2010) Improving Mathematics at Work The Need for Techno-Mathematical Literacies, Abingdon, Oxon: Routledge.
 Websites
http://www.bbc.co.uk/skillswise
http://www.nationalnumeracy.org.uk/home/index.html.
https://www.ncetm.org.uk/
http://www.mindtools.com




MODULE CODE:			EMPL4006	
TITLE:					Pathway Project 1: Locally Rooted, Globally Connected 
DATED:				15/10/2012

MODULE AUTHOR:			Roger Maidment
LEVEL:				4
CREDITS:				20 

TEACHING METHODS:		Online Tutorials (12 hours)		 6%
 					Workshops (20 hours) 		10%
					Directed Learning: (168 hours) 	84%

JACS CODE:				N900

AIM(S)
· To develop students awareness of employability in a local and global context. 

LEARNING OUTCOMES

By the end of this module students should be able to:  
· identify a personal skill-set and knowledge relevant to the project;
· demonstrate awareness of sustainability and global citizenship within the context of the project;
· demonstrate  a range of employment skills in the completion of a group project;
· organise their knowledge and learning through use of a range of information resources, and present their work at the appropriate level.
CONTENT
· Over the course of the module students will participate in an integrated or simulated workplace project demanding a range of employment skills. The project will be established with due regard to policies and practical application related to sustainable development and global citizenship.

· Students will consider their working practices, individual skill-set and knowledge in relation to a particular employment project incorporating environmental, economic, social, language and cultural issues in a working environment
Students will extend their skills in collaborative working, communication, planning and problem solving over the course of the project. 
ASSESSMENT
Coursework 			100%
Reflective submission 	50 %
Example: Students prepare an individual reflective presentation outlining their individual skills relevant to the project.

Group Presentation		50%
Example: Students prepare a group presentation based on a multi -disciplinary workplace project requiring a creative response to problem solving in relation to the local and global context.
BIBLIOGRAPHY

Essential
Cottrell, S. The Study Skills Handbook (2nd edition). Hampshire: Palgrave MacMillan, 2003.
Pears, R. & Shields, G. Cite Them Right. Basingstoke: Palgrave MacMillan, 2011. 
Recommended
Cottrell, S. (2010) Skills for Success: The Personal Development Planning Handbook (2nd edition). Hampshire: Palgrave MacMillan.
Levin, P. (2004) Write Great Essays. Maidenhead: Open University Press.
Mercer, N. (2006) The Guided Construction of Knowledge: talk amongst teachers and learners.  Clevedon: Multilingual Matters Ltd.
Pritchards, A. M. (2008) Studying and Learning at University: Vital Skills for Success in your Degree. London: Sage Publications.
Seely, J. (2005) Oxford Guide to Effective Writing and Speaking (2nd edition). Oxford: Open University Press.
van Emden, J. & Becker, L. (2010) Presentation Skills for Students (2nd edition). Palgrave Macmillan.
Ebooks
Ragajopal, (2010) Consumer Behavior: Global Shifts and Local Effects (Global Economic Studies) Nova Science Publishers Inc
Taylor, G. (2012) From Local To Global: Taking Your Online Business To New Markets, CreateSpace Independent Publishing Platform.

Websites
http://www.open.ac.uk
http://www.careerswales.com
http://www.acas.org
http://www.colegsirgar.ac.uk 

MODULE CODE:			EMPL4007	
TITLE:					Employability
DATED:				15/10/2012

MODULE AUTHOR:			Roger Maidment
LEVEL:				4
CREDITS:				10

TEACHING METHODS:		Workshops (16 hours) 		16%
					Directed Learning: (84 hours) 	84%

JACS CODE:				N900

AIM(S)
· To gain confidence and competence as effective employees.

LEARNING OUTCOMES
By the end of this module, students should be able to:
· demonstrate an understanding of skills and knowledge for working effectively;       
· demonstrate confidence and readiness for employability and personal advancement;                      
· organise their knowledge and learning through use of a range of information resources, and present their work at the appropriate level.

CONTENT
Through task-based study, students will explore:
· an examination of effective systems, such as rotas, health and safety regulations and good conduct procedures; 
· an introduction to strategies for career advancement: staff recruitment, job evaluation, person specifications, job specifications, interviewing, induction, mentoring, appraisal and retention issues;
· development of students’ confidence and readiness for employability such as responsibility and accountability; interpersonal relationships; effective means for communication; reliability;  
· reference to relevant procedures and employment legislation;
· identify good practice relating to respect, effective communication and effective partnerships in the workplace.  

 ASSESSMENT
Coursework Assignment 			100%
Example: Students’ make an application for a designated job in their chosen area of work. The application involves a CV, written report, a short presentation and an interview 


BIBLIOGRAPHY

Essential
Cottrell, S. The Study Skills Handbook (2nd edition). Hampshire: Palgrave MacMillan, 2003.
Pears, R. & Shields, G. Cite Them Right. Basingstoke: Palgrave MacMillan, 2011. 
Recommended
Cottrell, S. (2010) Skills for Success: The Personal Development Planning Handbook (2nd edition). Hampshire: Palgrave MacMillan.
Levin, P. (2004) Write Great Essays. Maidenhead: Open University Press.
Mercer, N. (2006) The Guided Construction of Knowledge: talk amongst teachers and learners.  Clevedon: Multilingual Matters Ltd.
Pritchards, A. M. (2008) Studying and Learning at University: Vital Skills for Success in your Degree. London: Sage Publications.
Seely, J. (2005) Oxford Guide to Effective Writing and Speaking (2nd edition). Oxford: Open University Press.
van Emden, J. & Becker, L. (2010) Presentation Skills for Students (2nd edition). Palgrave Macmillan.
Ebooks
Hind, D. and Moss, S. (2011) Employability Skills, Business Education Publishers Ltd; 2nd ed. 
Marsh, R. (2012) Skills for Employability Part One: Pre-employment, Christal Pub. 
Marsh, R. (2012) Skills for Employability Part One: Moving into Employment, Christal Pub. 
Websites 
http://www.acas.org
http://www.skills4study 
http://www.careerswales.com
http://www.colegsirgar.ac.uk


MODULE CODE:			EMPL4008	
TITLE:					Problem Solving 
DATED:				15/10/2012

MODULE AUTHOR:			Roger Maidment
LEVEL:				4
CREDITS:				10 

TEACHING METHODS:		Workshops (16 hours) 		16%
					Directed Learning: (84 hours) 	84%

JACS CODE:				N900

AIM(S)
· To introduce students to a range of problem solving and decision making tools.

LEARNING OUTCOMES
By the end of this module students should be able to:  
· identify work based problems through the application of problem solving tools;
· apply problem solving tools to identify obstacles and resolutions;
· organise their knowledge and learning through use of a range of information resources, and present their work at the appropriate level.
CONTENT
Through task-based study, students will explore:
· simple and complex problems;
· flow charts, mind maps and thought showers;
· cause and effect and systems diagrams;
· decision making analyses, lateral thinking and creative solutions;
· SWOT and PEST analysis. 
· problem solving tools including: the “five whys”, Constructive controversy and Appreciative Inquiry.
ASSESSMENT
Coursework  Assignment 			100%
Example: Students complete an individual, workplace, problem-solving exercise applying appropriate problem solving and decision making tools.
BIBLIOGRAPHY
Essential
Cottrell, S. The Study Skills Handbook (2nd edition). Hampshire: Palgrave MacMillan, 2003.
Pears, R. & Shields, G. Cite Them Right. Basingstoke: Palgrave MacMillan, 2011. 
Recommended
Cottrell, S. (2010) Skills for Success: The Personal Development Planning Handbook (2nd edition). Hampshire: Palgrave MacMillan.
Levin, P. (2004) Write Great Essays. Maidenhead: Open University Press.
Mercer, N. (2006) The Guided Construction of Knowledge: talk amongst teachers and learners.  Clevedon: Multilingual Matters Ltd.
Pritchards, A. M. (2008) Studying and Learning at University: Vital Skills for Success in your Degree. London: Sage Publications.
Seely, J. (2005) Oxford Guide to Effective Writing and Speaking (2nd edition). Oxford: Open University Press.
van Emden, J. & Becker, L. (2010) Presentation Skills for Students (2nd edition). Palgrave Macmillan.
Ebooks
Straus, D. (2002) How to make Collaboration Work: powerful ways to build consensus, solve problems and make decisions. Berrett-Koehler.
Cottrell, S. (2010) Skills for Success: Personal Development and Employability (Palgrave Study Skills) Hampshire: Palgrave MacMillan.

Websites
http://www.mindtools.com
http://theproblemsite.com
http://businessballs.com
http://www.studygs.net/problem 


MODULE CODE:			EMPL4009	
TITLE:					Project Planning 
DATED:				15/10/2012

MODULE AUTHOR:			Roger Maidment
LEVEL:				4
CREDITS:				10 

TEACHING METHODS:		Workshops (16 hours) 		16%
					Directed Learning: (84 hours) 	84%

JACS CODE:				N900

AIM(S)
· To introduce students to project planning methods through practical exploration. 
LEARNING OUTCOMES
By the end of this module students should be able to:  
· define a series of SMART targets that identify relevant phases of a given project;
· apply appropriate scheduling tools in the management of a given project;
· organise their knowledge and learning through use of a range of information resources, and present their work at the appropriate level.
CONTENT
Through task-based study, students will explore:
· use of SMART targets in workplace contexts;
· project phases and processes: strategy, preparation, design, testing, launch, closure;
· creation of straight-forward project schedules;
· risk management through impact and probability assessments;
· issues relating to environmental sustainability and citizenship;
· the major reasons for project failure.

ASSESSMENT
Coursework  Assignment 			100%
Example: Students’ work in groups to prepare a project plan including its various phases, preparing schedules and risk assessments.
BIBLIOGRAPHY

Essential
Cottrell, S. The Study Skills Handbook (2nd edition). Hampshire: Palgrave MacMillan, 2003.
Pears, R. & Shields, G. Cite Them Right. Basingstoke: Palgrave MacMillan, 2011. 
Recommended
Cottrell, S. (2010) Skills for Success: The Personal Development Planning Handbook (2nd edition). Hampshire: Palgrave MacMillan.
Levin, P. (2004) Write Great Essays. Maidenhead: Open University Press.
Mercer, N. (2006) The Guided Construction of Knowledge: talk amongst teachers and learners.  Clevedon: Multilingual Matters Ltd.
Pritchards, A. M. (2008) Studying and Learning at University: Vital Skills for Success in your Degree. London: Sage Publications.
Seely, J. (2005) Oxford Guide to Effective Writing and Speaking (2nd edition). Oxford: Open University Press.
van Emden, J. & Becker, L. (2010) Presentation Skills for Students (2nd edition). Palgrave Macmillan.
Ebooks
Mackenziw, K. (2009) Making it Happen: A non-technical guide to project management.
Hoboken: John Wiley & Sons Pub.
Cook, C. R. (2005) Just Enough Project Management: the indispensable four-step process for 
managing any project, better, faster, cheaper. New York: McGraw Hill.
 
Websites
http://www.apm.org.uk  Association for Project Management
http://www.apm.org.uk  Project Management Today
http://www.cabinetoffice.gov.uk/resource-library/best-practiceand-methodology-projects-programmes-and-portfolios  HM Government Cabinet Office
http://www.projectsmart.co.uk 


MODULE CODE:			EMPL4010	
TITLE:					Pathway Project 2: Skills for Self-Employment
DATED:				15/10/2012

MODULE AUTHOR:			Roger Maidment
LEVEL:				4
CREDITS:				20 

TEACHING METHODS:		Online Tutorials (12 hours)		 6%
 					Workshops (20 hours) 		10%
					Directed Learning: (168 hours) 	84%

JACS CODE:				N900

AIM(S)
· To develop students awareness of self employment and the skills required to set up a successful business.
LEARNING OUTCOMES

By the end of this module students should be able to:  
· identify a personal skill-set and knowledge relevant to the project;
· demonstrate awareness of concepts linked to enterprise and entrepreneurship within the context of the project;
· demonstrate  a range of employment skills in the completion of a group project;
· organise their knowledge and learning through use of a range of information resources, and present their work at the appropriate level.
CONTENT
· Over the course of the module students will participate in an integrated workplace project demanding a range of employment skills. The project will be established with due regard to its potential for future business opportunities, enabling analysis by students of issues linked to enterprise, entrepreneurship and self employment. 
· Students will consider their working practices, individual skill set and knowledge in relation to a particular employment project and its business viability; including the development of a business plan.
· External  speakers with expertise in setting up companies or establishing themselves as self-employed practitioners eg. Dynamo Role Models will be invited to contribute to the delivery of this module.
ASSESSMENT
Coursework 			100%
Group presentation		50%
Example: Students will engage in a group presentation “pitching” an idea or solution to a potential client or senior manager.

Reflective Submission 	50 %
Example: Students will reflect upon their personal skills set in relation to the development of a business idea within their employment area. 
BIBLIOGRAPHY
Essential
Cottrell, S. The Study Skills Handbook (2nd edition). Hampshire: Palgrave MacMillan, 2003.
Pears, R. & Shields, G. Cite Them Right. Basingstoke: Palgrave MacMillan, 2011. 
Recommended
Cottrell, S. (2010) Skills for Success: The Personal Development Planning Handbook (2nd edition). Hampshire: Palgrave MacMillan.
Levin, P. (2004) Write Great Essays. Maidenhead: Open University Press.
Mercer, N. (2006) The Guided Construction of Knowledge: talk amongst teachers and learners.  Clevedon: Multilingual Matters Ltd.
Pritchards, A. M. (2008) Studying and Learning at University: Vital Skills for Success in your Degree. London: Sage Publications.
Seely, J. (2005) Oxford Guide to Effective Writing and Speaking (2nd edition). Oxford: Open University Press.
van Emden, J. & Becker, L. (2010) Presentation Skills for Students (2nd edition). Palgrave Macmillan.
Ebooks
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Appendix 1

Ref: www.careerswales.com

	Job groups

	Job titles

	Administration, business and office work

	Administrative Assistant
Receptionist
Clerical Assistant
Personal Assistants
Payroll clerk

	Building and construction

	Housing Officer
Estate Agency work
Planning                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

	Catering and hospitality


	Hotel Receptionist
Hotel porter
Hotel Accommodation

	Computers and IT

	Helpdesk operator
Technical support person
Computer salesperson

	Design, arts and crafts

	Display assistant

	
Education and training

	Teaching Assistant
Playworker
Nursery worker

	Engineering

	Motor vehicle technician
Engineering technician

	Environment, animals and plants

	Estate worker
Plant nursery worker

	Financial services

	Bank cashier
Building society clerk

	Healthcare

	Dental nurse
Pharmacy technician
Healthcare assistant

	Languages, information and culture

	Arts administrator
Information officer
Library assistant
Museum attendant

	Legal and political services

	Legal secretary
Court usher

	Leisure, sport and tourism

	Leisure Centre Assistant
Fitness instructor
Pool lifeguard
Travel sales consultant
Holiday Rep
Holiday Centre Worker

	Manufacturing and production
	Production line supervisor
Assembler
Technician
Quality assurance supervisor
Production operative


	Marketing and advertising

	Conference organiser
Sales representative
Telephone sales agent
Marketing assistant

	Media, print and publishing

	Photographer’s assistant
Print production controller
Wardrobe assistant
Print finisher

	Performing arts

	Assistant Stage Manager
Front of house Manager
Promotions Manager

	Personal and other services including hair and beauty

	Beautician
Hairdresser
Spa therapist
Caretakers
Personal assistant

	Retail sales and customer services

	Sales assistant
Customer services assistant
Consumer adviser
Hire services assistant


	Science, maths and statistics

	Laboratory technician


	Security and armed services

	Store detective
Security guard
Civil enforcement officer
Police community support officer

	Social work and counselling services


	Home care assistant
Accommodation warden
Community worker
Social work assistant
Residential care assistant
Youth worker

	Transport and logistics
	Air cabin crew member
Railway conductor
Postal worker
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