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Breaking down barriers to enterprise

HOW TO USE THIS GUIDE...
Welcome to your Eliemental Tutor Guide!
Designed to integrate with the Student Workbook issued to learners, this Handbook mirrors the structure and
naming conventions used across the delivery materials precisely. Each section is clearly marked by an alphabetical
letter and a title banner, with the teaching material also employing these conventions.
This Handbook has been designed to include all of the Lesson Plans and Schemes of Work you will need to deliver
the Eliemental Project training. It also incorporates some supporting material, but it is anticipated you will provide
further worksheets and documents depending on the profile of learners you are working with.
IT access is not essential to this course but can be used to complement the training if it is available. However the
course can be completed successfully without IT access.

Detailed lesson plan breaking down
delivery by learning outcome, tutor and
student activity

Scheme of work with identifying
section header, delivery time and
additionality information

Breaking down barriers to enterprise

A

WHAT IS ELIEMENTAL?
A QUICK SUMMARY OF THE ELIEMENTAL PROJECT.

ELIEMENTAL is a made-up name derived from ELIE and ELEMENTS.
Project ELIEMENTAL builds on research ELEMENTS from project ELIE. Project ELIE (www.elie-project.eu),
was originally an European Project addressing success and failure stories of immigrants who had started
businesses across four European countries. ELIE showed that successful entrepreneurship and starting up
a business is often a matter of using soft skills, like being able to plan things out and having positive selfemployment perceptions, rather than relying on some money to invest.
Eliemental aims to identify invisible barriers that can prevent people from taking up or even thinking
about taking up business start-up initiatives. Instead of working with students or people who are able to
use their contacts to find information about becoming an entrepreneur, Eliemental helps ordinary people
who might not have had access to a university, or do not have a wide social network.
The Elie entrepreneurs were successful because they learned new skills and they often did very well at
developing their private or community based enterprises.
Eliemental created with end users easily accessible learning materials to help ordinary people to identify
their own personal barriers, manage them effectively, and learn how to create their own business. Our
project also acknowledges and embraces the importance of local communities to people. Local places
provide networks to support people, ideas that can become enterprises, contacts outside the community,
and places to where people can learn and share knowledge with each other.
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WHAT IS ENTERPRISE?
LESSON PLAN 1

NCFE L1 AWARD IN
EMPLOYABILITY SKILLS
UNIT 01

B
DURATION:
ONE HOUR.

AIM OF THE SESSION.
To identify the skills and qualities of enterprising individuals.

DIFFERENTIAL LEARNING OBJECTIVES.

• All students will:
• Define the term enterprise and entrepreneur.
• Outline skills and qualities of enterprising people .
• Identify enterprising people in local area, what they do and the skills/ qualities they have.

EQUALITY AND DIVERSITY.

Learners may recognise problems linked to their own background, ethnicity and regional economy. The tutor
may provide support to the learner to research solutions or areas of further support.

SAFEGUARDING.

Learners should be supervised during internet access for research.

OPPORTUNITIES FOR DEVELOPING SKILLS (e.g. fs/key/wider skills)
Introduction of new terms/words (literacy).

ASSESSMENT OPPORTUNITIES AND METHODOLOGY (inc. homework/independent study if applicable)
Summative items for evidence of learner objectives
Learner portfolio.
Formative
Answers to class questions, active part in terms discussion, organisation research.
Further study/homework:
Complete any unfinished sections in workbook from classroom session. Complete further research on
community networks.

RESOURCES REQUIRED FOR THIS SESSION .

Student workbook, Tutor handbook, PC with internet connection for research, appropriate
Handouts and case studies, flip chart and pens, A4 paper.

LESSON EVALUATION - What went well? Lessons Learned and Actions.
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B
DURATION:
ONE HOUR.

ENTERPRISING PEOPLE.
ENTERPRISE AND YOU!
LESSON PLAN 1

NCFE L1 AWARD IN
EMPLOYABILITY SKILLS
UNIT 01
Times

0-15

Learning Outcome

Tutor activity and content

Student activity

Introduce unit.

• Give out portfolio books, go
through instructions then discuss as
an introduction to enterprise and
entrepreneurs.
• Discuss learning outcomes for the unit.
• Explain that the workbook is used for
evidence if submitted for a qualification so
they may want to make draft notes before
copying into their books.

• Complete front cover of
student workbook.
• Listen and ask questions
where appropriate.

• Introduce definition of enterprise,

15-45

1.1 Define the term
enterprise
1.2 Define the term
entrepreneur
1.3 Outline the key
skills and qualities of
enterprising people and
entrepreneurs

2.1 Identify an
enterprising person in
their local area.
2.2 Describe what the
enterprising person does.
2.3 Identify an
45-60
entrepreneur in local area
2.4 Describe what the
entrepreneur does.
2.5 List the enterprise
skills and qualities of
these people.
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entrepreneur, ask learners to use
dictionaries or Google search to find
definition.
• Discuss as a group the skills and
qualities of successful business
professionals – give examples of well
known entrepreneurs e.g. Richard
Branson, ask learners to identify
self- employed friends/ family and their
skills and attributes.
• Ask students to continue research
individually and support to record
information in workbook.
• Investigate local businesses and
business owners.
• Introduce concept of Mindset and
the importance to both enterprise and
employability.
• Mindset needs to be explained
thoroughly, Tutors should cover attitudes,
positive thinking and flexible approaches
to problem solving.

• Research enterprise and
entrepreneur.
• Participate in group
discussion.
• Give examples of
entrepreneurs in local area /
family members.
• Complete relevant sections
in workbook.

• Complete research.

DEVELOPING THE RIGHT MINDSET/ATTITUDE!

LESSON PLAN 2

C

NCFE L1 AWARD IN
EMPLOYABILITY SKILLS DURATION:
UNIT 01
TWO HOURS.

AIM OF THE SESSION.

To understand how the right Mindset can improve employability by focussing on the key qualities
sought by employers.

DIFFERENTIAL LEARNING OBJECTIVES.
All students will:
• Understand how mindset can improve employability.
• Become familiar with key mindset terms.
• Identify the key mindset qualities valued by employers.
• Identify how their own mindset qualities meet the needs of employers.
• Identify how their own mindset qualities can help them start their own business

EQUALITY AND DIVERSITY.

Learners will explore organisations which may be linked to their own background, ethnicity and regional economy. Self-directed research allows for stretch of higher achievers.

SAFEGUARDING.

Learners should be supervised during internet access for research.

OPPORTUNITIES FOR DEVELOPING SKILLS (eg fs/key/wider skills)
Introduction of new terms/words (literacy). (MINDSET)

ASSESSMENT OPPORTUNITIES AND METHODOLOGY (inc. homework/independent study if applicable)
Summative items for evidence of learner objectives
Learner portfolio.
Formative
Answers to class questions, active part in terms discussion, organisation research.
Further study/homework:
Complete any unfinished sections in workbook from classroom session.

RESOURCES REQUIRED FOR THIS SESSION .

Student workbook, Tutor handbook, PC with internet connection for research, appropriate
Handouts and case studies, flip chart and pens, A4 paper.

LESSON EVALUATION - What went well? Lessons Learned and Actions.
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C
DURATION:
ONE HOUR.

Times

0-15

15-45

45-60
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EXPLORING MINDSET.
LESSON PLAN 2

NCFE L1 AWARD IN
EMPLOYABILITY SKILLS
UNIT 01

Learning Outcome

Tutor activity and content

Student activity

Introduce unit.

• If not already out, distribute workbooks
and discuss as an introduction with
learners. Discuss learning outcomes
for the unit.
• Re-iterate the book is used for evidence
if submitted for qualification so they may
want to make draft notes before copying
into their books.

• Read through section and
discuss importance of mindset
with learners and the meaning
of mindset.

1.1 State what mindset
qualities are attractive to
employers.

• Present information using
appropriate resources, if AV available this
link is excellent https://www.youtube.com/
watch?v=KUWn_TJTrnU
• Encourage group to feedback and ask
questions during presentation.

• Watch presentation, take
notes, ask questions.

1.2 Identify what qualities
they already have.

• Arrange learners into pairs or three
depending on size of group. Ask learners
to identify mindset qualities of self and
others.

• Complete appropriate
sections of workbook.

1.3 Outline why Honesty,
commitment, flexibility,
and accountability are key
qualities to employers.

• Discuss main qualities required by
employers.
• Honesty, commitment, flexibility, and
accountability.

• Complete appropriate
sections of workbook.

YOUR MINDSET.
LESSON PLAN 2

NCFE L1 AWARD IN
EMPLOYABILITY SKILLS
UNIT 01

Times

60-85

85110

110120

Learning Outcome

1.4 Give examples of
when they have been
honest, committed,
flexible and accountable.

Tutor activity and content
• Tutor give examples of occasions when
key mindset qualities have been used i.e.
giving something back that has been lost,
being committed to finishing something,
working late, taking responsibility for
doing something.
• Work as a supportive group to identify
examples of own experiences.

• Ask group to consider how the mindset
qualities identified for the individual could
affect their employability.
• Directed questioning to ensure full
1.5 Outline how own
participation of group.
mindset qualities could
• Discuss use of action planning with
affect their employability.
group. Introduce concept of ‘problem
1.6 Identify actions to
solving’ and how this can assist them to
improve own mindset
overcome barriers to achieving mindset
qualities.
qualities as well as other barriers to
employment.
• Introduce concept of skills needs
and its importance to enterprise and
employability, recapping section B.

• Ensure all sections of workbook are
complete, and if not set as home work
for next session. Close by taking in any
completed portfolio booklets and listing
those who are taking away for later
submission. Re-cap on key terms and
lesson objectives met.

C
DURATION:
ONE HOUR.

Student activity

• Complete appropriate
sections of workbook.
Contribute to group
discussion.

• Complete appropriate
sections of workbook.

• Check all relevant sections
complete and hand it to tutor
for future assessment. If any
work taken home, agree a date
for submission with tutor.
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D
DURATION:
ONE HOUR.

ALL ABOUT SKILLS...
LESSON PLAN 3

NCFE L1 AWARD IN
EMPLOYABILITY SKILLS
UNIT 01

AIM OF THE SESSION.

To identify personal skills and qualities and to contextualise them in relation to employability and enterprise

DIFFERENTIAL LEARNING OBJECTIVES.
All students will:
• Investigate own enterprise skills and qualities and those of peers
• Identify how employability and enterprise skills can be improved
Some students will further develop their skills in respect of:
• Using skills to assist others; identify skills and qualities of others.
• Assist others with research

EQUALITY AND DIVERSITY.

Learners may recognise problems linked to their own background, ethnicity and regional economy. The tutor
may provide support to the learner to research solutions or areas of further support.

SAFEGUARDING.

Learners should be supervised during internet access for research.

OPPORTUNITIES FOR DEVELOPING SKILLS (e.g. fs/key/wider skills)
Introduction of new terms/words (literacy)

ASSESSMENT OPPORTUNITIES AND METHODOLOGY (inc. homework/independent study if applicable)
Summative items for evidence of learner objectives
Learner portfolio
Formative
Answers to class questions, active part in terms discussion, wider contextual research
Further study/homework:
Complete any unfinished sections in workbook from classroom session.

RESOURCES REQUIRED FOR THIS SESSION .
Student workbook, Tutor handbook, PC with internet connection for research, appropriate handouts and case studies.

LESSON EVALUATION - What went well? Lessons Learned and Actions.
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YOUR SKILLS’ NEEDS...
LESSON PLAN 3

NCFE L1 AWARD IN
EMPLOYABILITY SKILLS
UNIT 01

Times

60110

110120

Learning Outcome

Tutor activity and content

D
DURATION:
ONE HOUR.

Student activity

• If not already out, distribute workbooks
and discuss as an introduction with
learners. Discuss learning outcomes for
the unit.
3.1 Carry out an audit
• Re-iterate the book is used for evidence
of own enterprise skills
if submitted for qualification so they may
want to make draft notes before copying
qualities
3.2 Identify the enterprise
into their books.
• Complete appropriate
• Group discussion with learners support
skills and qualities of
sections of workbook.
learners to identify own skills and
peers.
• Contribute to group
attributes.
3.3 Outline situations
discussion.
• Encourage peer support to identify
when they have used their
•
Make
a
List of skills. Start
own enterprise skills in
strengths of others.
with making a list of the tutors
• This session is intended to increase
the past.
skills and hobbies, make this
confidence levels of learners therefore it is
3.4 Identify own
as wide as possible and discuss
important to stress to group that positive
enterprise skills and
how they link together, for
comments boost confidence.
qualities to be improved
example, do they know who
• Ask learners to identify areas of how
or developed.
this list relates to?”
3.5 Give examples of how to build on their own employability and
enterprise skills.
these improvements or
• Introduce the concept of networks and
developments could be
networking with learners.
made.
• Ask learners to think about the networks
they are part of including family, friends,
work, groups.

Re-cap and close session.

• Check all relevant sections
• Re-cap learning outcomes.
complete and hand it to tutor
• Complete all sections in workbook.
for future assessment. If any
• If there are gaps complete as homework
work taken home, agree a date
before next session.
for submission with tutor.
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E
DURATION:
ONE HOUR.

THINKING CREATIVELY...
LESSON PLAN 4

NCFE L1 AWARD IN
EMPLOYABILITY SKILLS
UNIT 12

AIM OF THE SESSION.

To recognise creative thinking and the tools to be able to come up with creative ideas. Realise where it is
relevant in a workplace/ business environment to be creative.

DIFFERENTIAL LEARNING OBJECTIVES.
All students will:
• Explore the concept of Creative Thinking.
• Identify how individuals might come up with plans and ideas.
• Understand how they can apply creative thinking to employment prospects, enterprise opportunities and
group decisions; making use of skills identified in previous unit.
• Investigate situations where Creative Thinking might not be appropriate or useful.
Some students will further develop their skills in respect of:
• Using research, analysis and discussion to further develop their Creative Thinking approach.

EQUALITY AND DIVERSITY.

Learners may recognise problems linked to their own background, ethnicity and regional economy. The tutor
may provide support to the learner to research solutions or areas of further support.

SAFEGUARDING.

Learners should be supervised during internet access for research.

OPPORTUNITIES FOR DEVELOPING SKILLS (eg fs/key/wider skills)
Introduction of new terms/words (literacy)

ASSESSMENT OPPORTUNITIES AND METHODOLOGY (inc. homework/independent study if applicable)
Summative items for evidence of learner objectives
Learner portfolio.
Formative
Answers to class questions, active part in terms discussion, wider contextual research.
Further study/homework:
Complete any unfinished sections in workbook from classroom session.

RESOURCES REQUIRED FOR THIS SESSION .

Student workbook, Tutor handbook, PC with internet connection for research, appropriate handouts and case
studies, (thinking creatively/getting ideas worksheet), flip chart and pens, A4 paper.

LESSON EVALUATION - What went well? Lessons Learned and Actions.
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THINKING CREATIVELY...
STUDENT HANDOUT...

E

Creative Thinking is...
A way of looking at problems or situations from a fresh perspective that suggests unorthodox solutions
(which may look unsettling at first). Creative thinking can be stimulated both by an unstructured process
such as brainstorming, and by a structured process such as lateral thinking.
Creative thinking skills use very different approaches to critical thinking skills. They involve a much more
relaxed, open, playful approach. This can require some risk-taking. Creative thinking skills involve such
approaches as:
• Looking for many possible answers rather than one.

• Allowing yourself to make wild and crazy suggestions as well as those that seem sensible.

• Not judging ideas early in the process, treat all ideas as if they may contain the seeds of something

potentially useful.
• Allowing yourself to doodle, daydream or play with a theory or suggestion.
• Being aware that these approaches necessarily involve making lots of suggestions that are unworkable
and may sound silly.
• Making mistakes.
• Learning from what has not worked as well as what did.
In this section, you can learn more about the processes and what creative thinking really involves:
A state of mind, Creativity and emotions, Creative thinking techniques
13

E

THINKING CREATIVELY...
STUDENT HANDOUT...

A state of mind
Creative thinking skills are as much about attitude and self-confidence as about talent.
Creativity is often less ordered, structured and predictable. As you are not looking for ‘one’ answer, you are
likely to come up with lots of suggestions that are not ‘right’. This can be difficult if you are more used to
analytical and logical approaches. It can also be experienced as ‘risky’ as the prospect of making a mistake
or not coming up with an answer is more likely.
Creativity and emotions
Strong emotional self-management is often needed in order to allow creative thinking states to emerge.
It is important to be able to cope with risk, confusion, disorder and feeling that you are
not progressing quickly.
Creative thinking techniques
There is no limit to ways there are of thinking creatively. Some techniques you can begin with are:
• Brainstorm ideas on one topic onto a large piece of paper: don’t edit these. Just write them down.
• Allowing yourself to play with an idea whilst you go for a walk.
• Draw or paint a theory on paper.
• Ask the same question at least twenty times and give a different answer each time.
• Combine some of the features of two different objects or ideas to see if you can create several more.
•Change your routine. Do things a different way. Walk a different route to college.
• Let your mind be influenced by new stimuli such as music you do not usually listen to.
• Be open to ideas when they are still new: look for ways of making things work and pushing
the idea to its limits.
• Ask questions such as ‘what if….?’ Or ‘supposing….?’.
Combine analytical and creative thinking skills
Many important breakthroughs in science and innovation have resulted from:
• Focusing on a subject in a logical, analytical way for some time, thinking through possible solutions.
• Daydreaming or distracting the mind, but holding the same problem lightly ‘at the back of the mind’.
The answer has often emerged on dreams or daydreams when the innovator was not trying so hard to find
the answer. However, the daydream on its own did not achieve anything.
Keep an ideas book
Inspiration can strike at any time. Ideas can also slip away very easily. Keep a small notebook to hand so
you can jot down your ideas straight away.
This content has been written by Stella Cottrell, author of Critical Thinking Skills and The Study Skills Handbook.
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GETTING IDEAS!
LESSON PLAN 4

E

NCFE L1 AWARD IN
EMPLOYABILITY SKILLS DURATION:
UNIT 12
TWO HOURS.

Times

0-15

Learning Outcome

Tutor activity and content

Student activity

Introduce unit.

• If not already out, distribute workbooks
and discuss as an introduction with
learners.
• Discuss learning outcomes for the unit.
• Re-iterate the book is used for evidence
if submitted for qualification so they may
want to make draft notes before copying
into their books.

• Listen and ask questions
where appropriate.

• Facilitate group discussion about being
creative and having ideas. Stress the
1.1 Identify what is meant
importance of accepting all ideas and
by creative thinking.
never dismissing them immediately.
1.2 Give an example of
• Mention the importance of
how creative thinking can
confidentiality and giving individuals the
be positive within the
confidence to share their idea with a group.
15-45
place of work.
• Ask learners why they think creativity
1.3 Give an example of
is positive in employment and business.
when creative thinking
Increasing business? Saving money?
might be inappropriate in
New ways of working?
the place of work.
• Discuss Health and safety in the
workplace/ equality and diversity and how
some ideas can affect these.

45110

2.1 List 3 different ways
to encourage creative
thinking and come up
with an idea.
2.2 Use one of these ways
to come up with a creative
idea for a place of work.

• Discuss methods for coming up with
creative ideas:
• Brainstorming with a group, using a
mind map, vision board, discuss with
others. Be open to new ideas.
• Use directed questioning to ensure that
all learners contribute to discussion.
• Encourage learners to come up with an
idea either as a group or as an individual.
• Note idea on paper for later use.

• Complete appropriate
sections of workbook.
• Participate in group
discussion and exercises.

• Contribute to group
discussion.
• Work as a group to generate
ideas using methods
discussed.
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E

GETTING IDEAS!
STUDENT HANDOUT...

Creativity
Being creative is very
important in developing new
ideas, having thoughts about
how to make things better.
This could be about starting
your own business, making a
business better or even about
making your community
better. Some people have
lots of ideas and some have
very successful ideas for
example, James Dyson who
invented the bag-less vacuum cleaner. Some people have helped to make their community a better place through
the ideas that they have had, lots of small community ventures exist but one we might recognise is Barnardos set
up by Thomas Barnardo in 1867. He set up a charity to help under-privileged children get a basic education; his
charity still runs today and through innovation has competed with other charities to maintain support from the
public. The Big Issue is another example of an individual helping others through and idea; further information is
included at the end of this worksheet. Everyone has an idea but very few share these or indeed take them forwards.
Be confident and discuss your idea with others identify where to access further support.
What is Innovation?
Innovation is the implementation of a new or significantly improved product, service or process that creates
value for business, government or society. Turn ideas into action, put creativity to work, and develop strategies for
innovation.
• Re-ignite your creative spark
• Build creativity and innovation capabilities at the personal level and within your organisation.
• Identify and remove barriers to innovation
• Learn a language and structure for developing and managing creativity and innovation in your organisation.
• Learn influencing and persuasion skills to present your ideas, get people on board and turn your ideas into action
• Develop strategic design-thinking skills
• Map an execution strategy
Having an Idea - Brainstorming
Brainstorming is the practice of getting a group of people together and generating ideas.
It’s generally agreed that the rules of brainstorming, at least in the initial stages, include:
• All ideas being equally valued
• Everyone having a say
• No criticism of other people’s ideas is allowed
16

GETTING IDEAS!
STUDENT HANDOUT...

E

It is generally agreed that following an initial period of open brainstorming, there needs to be a period of idea
evaluation where questions are asked and criticisms are made. This allows for initial ideas to be explored
in more detail and accepted for further investigation or discarded.
The best way to have a good idea is to generate lots of ideas, then discard the impractical and inappropriate ideas.
The trouble is that there is no scientific formula for the number of ideas you need to generate to find a good one,
or even a guarantee that you’ll be able to find a good one at all. It is important to set aside plenty of time for
brainstorming, and to keep exploring even when you think you’ve found a good idea: the first idea
is very seldom the best.
Mind mapping
• Mind mapping uses words connected with arrows or lines, many people also use it for planning presentations
or taking notes in meetings.
• Mind maps usually start with a single word in the centre and connected ideas via branches.
Rich Pictures or vision board
• Rich pictures are a rather more visual version of mind mapping. Again, you create a picture of a situation, but
this time using words as sparingly as possible. They’re not banned altogether, but your thinking will be more
creative if you focus on the pictures.
• Rich pictures encourage using colour and symbols, anything really that will help your picture to come alive.
The Big Issue Magazine
• The Big Issue is a street newspaper founded by John Bird and Gordon Roddick in September 1991 and
published in four continents. It is written by professional journalists and sold by homeless individuals. The Big
Issue is one of the UK’s leading social businesses and exists to offer homeless people, or individuals at risk of
homelessness, the opportunity to earn a legitimate income, thereby helping them to reintegrate into mainstream
society. It is the world’s most widely circulated street newspaper
• Inspired by Street News, a newspaper sold by homeless people in New York, The Big Issue was founded in 1991
by John Bird and Gordon Roddick as a response to the increasing numbers of homeless people in London. The
Body Shop provided start-up capital to the equivalent value of $50,000. The magazine was initially published
monthly; but, in June 1993, The Big Issue went weekly. The venture continued to expand with national editions
being established in Scotland and Wales, as well as regional editions for Northern England and England’s South
West Region. Further editions are also produced in seven locations overseas.
• In 1995, The Big Issue Foundation was founded to offer additional support and advice to vendors around issues
such as housing, health, personal finance and addiction.
• In 2001, the magazine sold nearly 300,000 copies. Between 2007 and 2011, the circulation of The Big Issue
declined from 167,000 to less than 125,000. Competition between vendors also increased at this time. In January
2012, the magazine was relaunched, with an increased focus on campaigning and political journalism.
• New columnists were added, including the Premier League footballer Joey Barton, Rachel Johnson and Samira
Ahmed. The cover price was increased.
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F
DURATION:
TWO HOURS.

DOWN TO BUSINESS.
LESSON PLAN 5

NCFE L1 AWARD IN
EMPLOYABILITY SKILLS
UNIT 14

AIM OF THE SESSION.

To develop a working project as part of a team, to investigate and plan to move an idea forwards and to pake part
in a project proactively.

DIFFERENTIAL LEARNING OBJECTIVES.
All students will:
• Define a project indicating that they know it is time bound and has specific objectives.
• Identify their own role within the project and where others would be beneficial in assisting
to develop the project.
• Identify networks useful to their project.
• Demonstrate how they take responsibility individually for tasks and that they are able to identify
where to find assistance.
• Identify how they perform in a project and where they could improve.
Some students will further develop their skills in respect of:
• Using skills to assist others; possibly becoming part of their peers network and providing support.

EQUALITY AND DIVERSITY.

Learners may recognise problems linked to their own background, ethnicity and regional economy. The tutor
may provide support to the learner to research solutions or areas of further support.

SAFEGUARDING.

Learners should be supervised during internet access for research.

OPPORTUNITIES FOR DEVELOPING SKILLS (eg fs/key/wider skills)
Introduction of new terms/words (literacy)

ASSESSMENT OPPORTUNITIES AND METHODOLOGY (inc. homework/independent study if applicable)
Summative items for evidence of learner objectives
Learner portfolio.
Formative
Answers to class questions, active part in terms discussion, wider contextual research.
Further study/homework:
Complete any unfinished sections in workbook from classroom session.

RESOURCES REQUIRED FOR THIS SESSION .

Student workbook, Tutor handbook, PC with internet connection for research, appropriate handouts and case
studies, Flip chart and pens, A4 paper.

LESSON EVALUATION - What went well? Lessons Learned and Actions.
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WHATS THE PLAN?!
S.M.A.R.T THINKING.
LESSON PLAN 5

NCFE L1 AWARD IN
EMPLOYABILITY SKILLS
UNIT 14

Times

0-15

Learning Outcome

Introduce unit.

Tutor activity and content

• If not already out, distribute workbooks
and discuss as an introduction
with learners.
• Discuss learning outcomes for the unit.

• Introduce definition of a project –
1.1 Give a straightforward
explore section F.
definition of what a
• Highlight that problems have two
15-45 project is, showing they
features (goals and barriers)
know it is time bound and
to achieving them.
has specific objectives.
• Explain what a project is and how it
relates to moving a business idea forwards.

45-60

2.1 Identify the different
roles there are within a
project
2.2 Identify own role
within the project

• Suggest to learners that their project is to
plan a course of action to move
their idea forwards.
• Discuss as a group – SMART targets,
benefits of using an action plan.

F
G
ONE HOUR

Student activity

• Listen and ask questions
where appropriate.

• Interact with tutor while
working from workbook.
• Complete appropriate
sections of workbook.

• Contribute to group
discussion.
• Complete appropriate
sections of workbook.

19

H

TALKING TEAMWORK.
STUDENT HANDOUT...
Taking part in a project

When you plan activities to reach a goal you are taking part in a project. The planning process is more effective if it
is managed well, has actions and is set to timescales. Your workbook contains documents to help you do this.
Having an idea can be the start of something fantastic but you will need to plan to realise its potential. The first
thing you will need to do is plan a course of action to move things forwards, then you will need to identify if you
have to find to support to help you achieve your actions.
Networks
Networks are the people you know, family and friends, work colleagues, any groups you are a part of.
Networking is finding new people to be part of your network. This could be mentors, business owners, new
groups etc. All of these people could be of benefit to you if you need support or advice with an idea you have.
Remember meeting one new person could introduce you to a number of their connections.
Own community networks
• Family
• Friends
• Work colleagues – past and present
• On-line – facebook, linkedin, Instagram etc
How do these interlink?
Project networks
Do your community networks fit into your project networks?
What does your project need, where will you find it? Do you need to expand your networks?
In order to form new relationships you will have to communicate effectively either verbally or via the internet to
get the most out of meetings/ virtual meetings and correspondence.
Evaluate the communication skills you have with your friends/mentor.

20

TALKING TEAMWORK.
MAKING A TEAM WORK.
TEAM STRENGTHS.
LESSON PLAN 5

H
DURATION:
ONE HOUR.

NCFE L1 AWARD IN
EMPLOYABILITY SKILLS
UNIT 14

Times

Learning Outcome

3.1 Clarify what their
responsibilities are within
a project.
60-85
3.2 Complete
defined tasks within a
straightforward work
related project.

85110

110120

Tutor activity and content
• Discuss roles within a project. Use
learner ideas as examples of
possible roles there may be.
• Support learners to identify the roles
there are in a business i.e. administration
support, accountant etc.

3.3 Seek support and
• Re-introduce the concept of networks
assistance from an
and networking with learners.
appropriate person if
• Ask learners to think about the net within
necessary.
the context of projects and teamworking,
3.4 Think about how
explore the networks they are part of
they carried out their
including family, friends,
responsibilities and
work, groups
identify where they could
• Support learners to reflect on
improve
own performance.

Re-cap and close session

• Re-cap and close session

Student activity

• Contribute to group
discussion.
• Complete appropriate
sections of workbook.

• Complete appropriate
sections of workbook

• Check all relevant sections
complete and hand it to tutor
for future assessment.
If any work taken home, agree
a date for submission
with tutor.
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DURATION:
TWO HOURS.

PROBLEM SOLVING.
LESSON PLAN 6

NCFE L1 AWARD IN
EMPLOYABILITY SKILLS
UNIT 11

AIM OF THE SESSION.

To understand problems in the workplace, develop participants’ problem solving abilitities and how they may be
used in employment or enterprise.

DIFFERENTIAL LEARNING OBJECTIVES.
All students will:

• Identify the different problems they could encounter in the workplace
• Suggest how problems can be solved
• Know how to recognise possible solutions to a specific problem
Some students will further develop their skills in respect of:

• Relating problem solving in the workplace to problems they encounter in daily life

EQUALITY AND DIVERSITY.

Learners may recognise problems linked to their own background, ethnicity and regional economy. The tutor
may provide support to the learner to research solutions or areas of further support.

SAFEGUARDING.

Learners should be supervised during internet access for research.

OPPORTUNITIES FOR DEVELOPING SKILLS (eg fs/key/wider skills)
Introduction of new terms/words (literacy)

ASSESSMENT OPPORTUNITIES AND METHODOLOGY (inc. homework/independent study if applicable)
Summative items for evidence of learner objectives
Learner portfolio.
Formative
Answers to class questions, active part in terms discussion, wider contextual research.
Further study/homework:
Complete any unfinished sections in workbook from classroom session.

RESOURCES REQUIRED FOR THIS SESSION .

Student workbook, Tutor handbook, PC with internet connection for research, appropriate handouts and case
studies, flip chart and pens, A4 paper.

LESSON EVALUATION - What went well? Lessons Learned and Actions.
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PROBLEM SOLVING.
STUDENT HANDOUT...

I

Introduction to problem solving
Problems solving is a skill that may be enhanced but it is a skill that everyone has and everyone uses
constantly throughout their daily life. Learning through problem solving is different to pure problem
solving and can add confusion to facilitators and participants. The need to clearly define the purpose of
the task required to ensure the process is completed and not influenced by other factors. The use of simple
strategies and other skills such as reflection and creative thinking can all aid the problem solving process.
Once you have worked through this simple guide and tried these strategies to solve any problem, you will
gain confidence and will be able to effectively solve any problem. The good news is you already possess
excellent problem solving skills, you just might not have recognised how good you actually are. The theory
of successful problem solving is to use past experiences of problems that you have solved. We solve
many problems without knowing we are using this skill, each time a problem is solved, we are storing
knowledge that is transferable to any situation. Problem solving requires you to follow a logical path, let
your journey begin and remember to use your newly discovered skill at every opportunity.
The simplest strategy may be defined as:
• Identify the problem
• Analyse the problem
• Find multiple solutions
• Select a solution
• Apply the solution
• Validate the solution
• Reflect on the outcomes
This can be further simplified:
• What is the problem?
• Think of ideas to solve the problem
• Try your best idea... Did it work? No?
• Try your next best idea. did it work? Yes, great, well done.
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PROBLEM SOLVING.
STUDENT HANDOUT...

Questions and ground rules before starting your strategy
Can all problems be solved?
Yes, Yes and Yes
All problems can be solved, this is an important point to be reinforced, you really can solve any
problem but the lack of resources and the laws of physics can make the solution unfeasible.
Occasionally the solution might not be an easy option to implement, stay logical and honest when
reflecting on the outcomes of your findings.
The first rule of problem solving...
Understanding the actual problem is the core factor to solving any problem. If you do not fully
understand what you are trying to achieve the whole process is at risk from failing. The key factors
for facilitator’s is to assist participants to identify the problem through prompts but do not assist in
the solving of the problem.
What if the problem is to complex to fully understand?
Some problems are too complex to understand, this dilemma needs to be addressed by
breaking down the problem into a simplified version. Look to identify parts of the problem you
do understand, break the problem down into sections. When you identify a section that can be
understood, solve this part then move to the next until all the sections are completed.
Do I need any prior knowledge to solve problems?
No.
One of the key factors to solving problems is that you are using past experiences of how you solved
problems. You have the strategy to find the answers, be confident and logical and you will find the
solution.
Do I need only one solution to solve a problem?
Yes and No!
Whilst sometimes there maybe only one solution to a problem, always try to find multiple
solutions. The resources required to solve the problem may make the solution unfeasible; always
try to present multiple solutions, the best route can be decided later.
Can you solve problems with “gut feelings” not always with logical ideas?
Some people use the term “gut feeling” or “I just knew it would be that” when solving problems.
This feeling from inside is an important factor when solving problems but a cautious approach
must be followed. Everyone will have theses feelings and they can be the correct answer but always
try to cross reference spontaneous responses with the logical path you are following.
I am feeling confused!
Being in a confused state can lead to the wrong path being followed. The feeling of confusion
might be considered a natural part of problem solving. You don’t have all the answers, why
wouldn’t you be confused? Try to avoid this feeling as it will slow the process down and may
possibly lead you to follow a wrong path. Stop the activity and try to focus on why you are confused.
Go back to the point you felt confused, do you need more information? More resources? When you
have removed this feeling, return on your logical path.
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PROBLEM SOLVING.
STUDENT HANDOUT...

I

Am I learning when I am problem solving?
No and Yes!
This depends on the task you are set. If you are purely problem solving you are not learning whilst you are
solving the problem. If a problem needs resolving adding learning into the task will slow the process down
and can affect logical thinking due to extra workload, learning will occur after the process. You are following
a logical path and require a clear mind. If you are set a task to learn from a problem solving set activity then
ensure time is added into the task to facilitate the reflection process whilst following your logical path. Whilst
learning these problem solving techniques stop and reflect on what you have learnt, then return to the set
task.
Problem Solving Strategy
Identify the problem
The problem and possible causes need to be listed before any analysis can be completed. Use every possible
option to gather the information required.
List all Options
1 ………………
2 ………………
Analyse the problem
Use your closed loop reflective cycle from the tool kit
Use your past experiences
Use the information gathered
Record your findings
List barriers
Find multiple solutions
List each solution
Select a solution
List reasons for selection
Apply the solution
Validate the solution
Did your idea work?
If your idea corrected the solution, congratulations but the journey is not quite over, there are still some points
to consider.
If you have fixed the problem, will it occur again?
Some solutions are only short term, problems can be caused by a chain of events. Confirm the chain of events
will not be repeated, look at every variable.
Reflect on the outcomes
Facilitates the learning process
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ONE HOUR

WORKING IT OUT.
MO’S DILEMMA...
LESSON PLAN 6

NCFE L1 AWARD IN
EMPLOYABILITY SKILLS
UNIT 11
Times

Learning Outcome

Tutor activity and content

Student activity

0-15

Introduce Unit

• If not already out, distribute workbooks
and discuss as an introduction with
learners.

• Listen and ask questions
where appropriate

• Introduce definition of a problem – see
workbook. Highlight that problems have
two features - goals and barriers - to
1.1 Identify the different
• Listen to tutor, read notes in
achieving them.
types of problem they
workbook.
could encounter in a place • Discuss problems that may occur at work
• Participate in
as a group. Ask individuals to identify any
of work relating to:
group discussion.
15-45
problems they have encountered in a work
•
Complete
worksheet on
• People
situation.
People Tasks Resources.
• Tasks
• Use exercise in workbook to demonstrate
• Resources
the different types of problems related to
people, tasks, resources.
• Remind learners that problem solving
skills can be used in their own daily life.

45-60
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2.1 Identify appropriate
ways to come up with
solutions for a straight
forward problem.

• Introduce learners to Mo’s dilemma
case study.
• Discuss problems with group.
• Support learners to complete workbook.

• Contribute to group
•Discussion about case study.

WHAT’S IN YOUR WAY?
FINDING THE ANSWERS.
LESSON PLAN 6

J
ONE HOUR

NCFE L1 AWARD IN
EMPLOYABILITY SKILLS
UNIT 11

Times

Learning Outcome

Tutor activity and content

Student activity

• Ask learners to consider issues that are in
3.1 Demonstrate use of
their way and to complete the section. This will Complete appropriate sections of
appropriate methods to
workbook.
60-85
allow them to keep a record of their thoughts
create solutions for a straight
on the identified problems and how to
forward problem.
overcome them.

• Using flipchart paper, in the form of a spider

85110

110120

3.2 Decide what solution
represents the best option,
giving one reason why this
is the case.

diagram, identify a goal they want to achieve.
Then to identify the barriers that prevent them
Complete own mind map
achieving their goal in employment and/or
indicating the problem, the
business.
barriers and possible solutions.
• Ask learners to complete a spider diagram
Share problems with the group to
of their individual problem and to highlight
get support.
perceived barriers. Assess group dynamic to
decide whether this is an individual or paired
activity.

• Re-cap learning outcomes.
Ensure all sections in the workbook are
complete.
• Complete relevant part of
• Conclude training by streaming participants
section K in workbook.
into relevant part of section K to fill in - either
• Complete post-training
employment or enterprise - and distribute
questionnaire.
post-training questionnaire to all learners.
• Discuss Business Plan template
• Introduce Business Plan oe Personal
in section L with tutor and group
Development Plan template (section L) to
if appropriate to learner.
those learners wishing to develop their own
businesses.

27

L

YOUR BUSINESS PLAN.
YOUR STEPS FOR PROGRES...
What do you think is your business’s Unique Selling Point (USP)?

S.W.O.T. analysis - Strengths, Weaknesses, Opportunties, Threats
What are your STRENGTHS?

What are your WEAKNESSES?

What OPPORTUNITIES are open to you?

What THREATS might you be faced with?

How would you identify and then manage the risks created by the THREATS you have listed?

28

YOUR BUSINESS PLAN.
(CONTINUED...)

L

List your start-up costs - materials, space rental, marketing - how are you financing them?

Have you thought about your pricing policy for your product/service? Think what you are worth and what you want to
earn - be COMPETETIVE, not CHEAP - focus on quality and service

Think S.M.A.R.T - what would you hope to achieve in your business in:
The first six months:

The first year:

The first three years:
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YOUR PERSONAL DEVELOPMENT PLAN.
OR CALL IT PDP FOR SHORT!

Guide To The Completion Of A Personal Development Plan!
What is a Personal Development Plan?
The aim of creating a personal development plan is to document a process of self-analysis, personal
reflection and honest appraisal of your strengths and weaknesses. This should enable you to evaluate
the value of the leadership and management training you have received, and to consider your future
leadership development.
What do I need to do?
An example of a PDP included later in this GUIDE, and should be read in conjunction with the
requirements outlined below. This task is relatively short, succinct and designed to be helpful in
evaluating your leadership development. It enables you to reflect upon your recent experience and to
focus on the next stage of your training and development. Creating your PDP has three stages as follows:
Stage 1 – Personal Analysis.
The first stage is designed to analyse your strengths and weaknesses. You will be able to draw heavily upon
your career and the outcomes of courses that you may have attended. These should be supplemented by
the perceived opportunities that will have been derived from your experience and any threats to your
continued success.
Stage 2 – Setting Goals.
This involves setting new and clearly definable goals for yourself which are measurable. The example PDP
provides clear guidance on identifying these. You will need to consult your immediate superior (your first
reporting officer/line manager)
Stage 3 – Personal Objectives.
This stage involves setting out your personal objectives. These can also be set in context within your
civilian employment as shown in the example, which will be helpful in reinforcing its value.
Example of a Personal Development Plan
Mr A is a 25 year old graduate working for a well-known mobile telecommunications company. He is 2
years into their graduate recruitment programme. He joined the organisation while at university and
transferred to his current department following graduation. After a year he was encouraged to enter a
managerial leadership and management development programme. He re-joined his department as a
junior manager. His employer is supportive and has been reasonably flexible and supportive in making
allowances for the additional time off work to complete all the training modules. Once properly qualified
and with more experience, he is keen to take on more responsibility and be seconded to another part of
the company. The example PDP is set out over the following pages.....
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AN EXAMPLE PDP.
TO SHOW YOU THE WAY...
Name: Mr A				

L

Department: 			Organisation:

Date Personal Development Plan Completed:
Part 1 – Personal Analysis
Before setting your short, medium and long term personal development plans, you should conduct a personal
analysis: eg - What are my strengths and weaknesses? What external opportunities or threats might affect any plans
I might make?

Strengths

Areas for further development

• My personal administration in the company and
basicskills are good and my detailed knowledge is
generallysound for my level of training.

• It was difficult to maintain the work/life balance and
maintain my physical fitness standards during
academic studies. As a result I have lost some
physical fitness.

• I gained confidence from proving that I could cope
with the pressures of the L and M course, even with
sleepdepravation. I was assessed to be composed
during practical work and provided clear direction.
• Having the opportunity to lead a team over an
extendedperiod of time, I demonstrated that I have the
ability toprovide clear direction and manage people to
achieve specific tasks whilst under pressure.

• I need to take more time in planning a task
thoroughly before briefing my subordinates. ie provide
the solution not present the problem. My
understanding of the estimate planning process is
still superficial in places and requires more detail.
• In order to build my confidence in command I need
more experience

Opportunities

Threats

• Demonstrate to my employer that I have had both
structured management and leadership training and
experience of leading teams to achieve specific tasks.
Also to highlight that I have been exposed to a more
structured approach to analysing problems which will
assist me in providing clear solutions will be of value to
the quality of my work for the company I work for.

• Balance work and personal commitments.

• This activity provides a space for renewal in a hectic
business environment to achieve a better work life
balance allowing me to be refreshed and more focused
at work.
• I can call on the support of my line manager to give
me guidance on personal development.
• The company formal annual appraisal process will
provide a source of guaranteed feedback.
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AN EXAMPLE PDP.
TO SHOW YOU THE WAY...

Part 2 Setting Goals...
WHAT DO I WANT
TO LEARN?

WHAT DO I HAVE TO DO?

Widen my
understanding of • Learn more by observing experienced
understanding
managers.
of leadership.

WHAT SUPPORT AND
RESOURCES WILL
I NEED?

HOW WILL I MEASURE
SUCCESS?

TARGET
DATE.

• Senior colleagues.

• Mentoring and
performance appraisal.
• During development
programmes.

Post
31 Mar

• Improved fitness levels

• Allocate specific evenings during the

Improve my
personal fitness.

week for fitness training and allocate
time at weekends.
• Develop personal fitness programme
to improve fitness and stamina.

• Complete M and L Course (4

weekends) Training and the
company Young Managers
(YM) development programme
Greater depth
• Get to know my department
of knowledge of
team and build their
leading in the
confidence and trust in me.
business external
• Identify key training
activities.
opportunities in the Business
Forecast of Events and deconflict
with work and social life. Because of YMs
course I may not be able to engage in all
business activities

Build
confidence as a
leader.
Improve
planning
and decision
making skills.
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• Advice from Gym
Fitness Instructor

• Regional

Training Centre
and YM Course
Directing Staff.
• Finding 2
weeks for the YM
could be difficult.
• Advice from my
Line Manager and
team feedback
• I will need to
discuss and agree
my priorities with
my Line Manager.

• Volunteer to lead ad-hoc cross
functional projects to build
credibility and experience as a
leader

• Gain further experience of

business analysis processes.
• Use this in a working environment to
speed up and improve complex decision
making

• Line manager

• Use training

opportunities and
revision.

will
be self-evident.
• Improved Personal
Fitness
• Test Scores

Quaterly

• Courses Assessment.
• YM Course Assessment
report.
• Line managers
Appraisal Report (LMAP)
including mid-year
appraisal will assess
performance and
• Formal and informal
appraisal.
• Self-appraisal.
• Prioritisation of goals
forms part of my appraisal process.
• Ensure that I have
attended all the agreed
high priority training.

Post
31Mar
report

• Feedback from the

End of
the
project

• Good YMs course

Review
Anually

team
and the project sponsor.

report.

AN EXAMPLE PDP.
TO SHOW YOU THE WAY...

L

Part 3 – Personal Objectives...

SHORT TERM GOALS (NEXT 12 MONTHS)

Complete Young Managers Course in order to become eligible for engagement in complex
business projectactivities.
(I accept that some of these goals may slip into year 2 but no further).
Have accountability for a significant cross-functional project at work.

MEDIUM TERM GOALS (NEXT 2 – 3 YEARS)

Be given responsibility for leading and managing a small team of in support of a challenging business project.
Engage in supporting some functions of a cross-functional project team which gives
me significant business exposure.

LONGER TERM GOALS (BEYOND 3 YEARS)

Gain promotion to middle management and gain a support of work colleagues and senior managers.
Be given responsibility for managing a large team of direct reports/ a number of teams
(Work towards becoming a Head of Department).
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TUTOR NOTES.
Action
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Comments

TUTOR NOTES.
Additional nformation

Action

Comments
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