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National Unit Specification: General Information AUTHORITY
UNIT Enterprise Activity (Access 3)

NUMBER D36N 09

COURSE

SUMMARY

Deveoping planning, organisationd, invedigative, interpersond skills and sdf awareness through
organising and undertaking enterprise activity with a high degree of tutor/trainer support.

OUTCOMES

1 Contribute to the planning and arrangement of enterprise activity with tutor/trainer support.

2 Carry out alocated tasks during enterprise activity under supervison.

3 Rdate effectively to othersin the andlyss, planning and undertaking enterprise activity.

4 Identify the contribution of the knowledge and skills gained through enterprise activity to
own personal, socia and vocationa development.

RECOMMENDED ENTRY
No forma entry requirements.

CREDIT VALUE
1 Credit.

CORE SKILLS
Information on the autométic certification of any core skillsin this unit is published in Automatic
Certification of Core Skillsin National Qualifications (SQA, 1999).

Administrative Information
Superclass: HB
Publication date:  April 2000
Sour ce: Scottish Qualifications Authority 2000
Version: 01
© Scottish Qualifications Authority 2000

This publication may be reproduced in whole or in part for educational purposes provided that no profitis
derived from reproduction and that, if reproduced in part, the source is acknowledged.

Additional copies of this specification can be purchased from the Scottish Qualifications Authority. The costis
£2.50. (minimum charge £5.00)



National unit specification: statement of standards
UNIT Enterprise Activity (Access 3)

Acceptable performance in this unit will be the satisfactory achievement of the standards set out in
this part of the unit specification. All sections of the statement of standards are mandatory and
cannot be atered without reference to the Scottish Qudifications Authority.

OUTCOME 1
Contribute to the planning and arrangement of enterprise activity with tutor/trainer support.

Performance Criteria

a) Aninitid sdlf-assessment clearly identifies some qudities and skills.

b) Informeation provided by the tutor/trainer is used effectively to aid planning of an enterprise
activity.

C) An enterprise activity is chosen which matches own qudlities and skills.

d) A step by step planning process for the enterprise activity is devised taking account of own
and others' preferences.

e) Required preparations for the enterprise activity are accurate and comprehensive in terms of
gathering essentid information.

f) Arrangements are confirmed clearly and accurately.

0 The feashility of the planis reviewed and the plan is adjusted accordingly.

Note on range for the outcome
Essentia information:  securing necessary funding/sponsorship; making specific arrangements;
obtaining resources.

Evidence Requirements

PC (& Aninitid salf assessment.

PCs (b)-(g) Written and/or ord evidence which meets al the performance criteriafor one enterprise
activity.

OUTCOME 2
Carry out alocated tasks during enterprise activity under supervision.

Performance Criteria

a) The dlocation of tasks for enterprise activity is agreed with tutor/trainer, in accordance with
results of initia salf assessment.

b) Allocated tasks are carried out under supervision to a standard agreed with tutor/trainer and
within agiven timecde.

C) Agreed parameters are adhered to at all times.

d) Hedth, safety and hygiene requirements are observed a dl times.
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National unit specification: statement of standards (cont)

UNIT

Enterprise Activity (Access 3)

Evidence Requirements
PCs (8)-(d) Performance evidence for dl the performance criteria for one enterprise activity.
PC (d) Written and/or ord evidence which supports the performance evidence.

OUTCOME 3
Rdate effectively to othersin the andlyss, planning and undertaking enterprise activity.

Performance Criteria

a)
b)
C)
d)
€)

Work with othersis undertaken in a cooperative way.

Ingtructions are listened to attentively and accepted in a positive manner.
Advice and ass stance are sought when required.

Advice and assstance are offered to others when required.

Behaviour is modified gppropriately to meet the needs of different Stuations.

Evidence Requirements
PCs (a)-(e) Performance evidence for one enterprise activity.

OUTCOME 4
Identify the contribution of the knowledge and skills gained through enterprise activity to own
persond, socid and vocationa development.

Performance Criteria

a)

b)

c)
d)

€)

Theinitia slf-assessment isre-examined in terms of persond strengths and weaknesses and
updated as appropriate.

Response to comments made in the tutor’ strainer’ s report is poditive and congtructive.
Fedlings and reactions to the enterprise activity are expressed clearly.

The planning process for the enterprise activity is reviewed and strengths and weaknesses
within it dlearly identified.

Learning gained isidentified clearly and related to future persond, socid and vocationa
gods.

Evidence Requirements
PC (a) An updated self assessment.
PCs (b)-(e) Written and/or ora evidence for one enterprise activity.
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National unit specification: support notes

UNIT

Enterprise Activity (Access 3)

This part of the unit pecification is offered as guidance. None of the sections of the support notesis
mandatory.

GUIDANCE ON CONTENT AND CONTEXT

Candidates should be encouraged to appreciate that the unit is not primarily concerned with factua
knowledge or specific skills, but rather with the development of more genera skills and qudlities.
Thisinvolves candidates reflecting on thelr attitude to:

identifying their interests and capabilities
finding out about the nature of smal enterprise activities
exploring working with others

planning and organising

Corresponding to outcomes 1-4:

1

In this unit the planning and organisation of the enterprise activity will be highly supported by
the tutor/trainer. Candidates, with support from the tutor/trainer, should identify ther
interests, qudities and <kills in reldion to enterprise. Using information provided by the
tutor/trainer, candidates will choose enterprise projects which match their qudities and sills
and will prepare for the enterprise activity by gathering relevant information, securing
necessary agreements and making appropriate plans and arrangements. At leve 1 the
tutor/trainer should give extensve support to candidates to enable them to choose and
arrange a suitable project. The project undertaken may be based on an idea for a small
business, a community venture or a cooperative activity. The enterprise activity should be
planned by individuas or groups.

The contexts for enterprise activity are wide ranging. The tutor/trainer should be clear about
the nature of the experience which the activity will offer the candidates. Candidates must
receive adequate support to enable them to be clear about the tasks which are to be
performed; the timescde involved and gppropriate hedth, safety and hygiene requirements
related to the activity. Enterprise activity should take place over a minimum period of 20
hours. The remainder of the unit should be used to dlow candidates to carry out essentid
planning and review, recognisng the process skills or organisng task management etc
involved in the outcome.
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National unit specification: support notes (cont)

UNIT

3

Enterprise Activity (Access 3)

Interpersonal skills are a vitd ingredient of enterprise activity. Candidates should practise
and develop skills in working cooperatively with others both within and outwith their own
centre, ie by accepting ingdructions postively, seeking advice and help when required,
making arrangements, making contacts with sources identified by tutor/trainer, meeting and
talking to people in the course of the enterprise activity, presenting onesdf in a manner
consstent with the impression he or she wishesto creste. The tutor/trainer may need to give
gpecific ingructions on some interpersond sKkills involved in enterprise activities, such as
market research, marketing a product, service or community venture and deding with
customerg/dlients as these may be unfamiliar to candidates.

Following the enterprise activity each candidate should review the experience in order to
reassess personal strengths and wesknesses, to express persond feedlings and reactions
towards both the enterprise activity, the knowledge and skills gained during it and to review
the initid organisationa process. The interview provides an opportunity for the candidates
to respond to the report of the tutor/trainer. Candidates should review the vaue of the
learning experience to their own persond, socid and vocationa development, in particular to
future plans for work, education or training.

GUIDANCE ON TEACHING AND LEARNING APPROACHES

It is expected that in the course of the unit each candidate will compile a folder of assessment
evidence containing self assessment sheets, a planning sheet for the enterprise activity, log sheets
which record the activities undertaken by the candidates during the enterprise activity and a fina
review sheet with reflections on the enterprise activity and its relevance to persond, socid and
vocationa development.

Corresponding to outcomes 1-4:

1

Induction to the unit including explanation of its key festures and establishing working
relationships.

Involving candidates in decison making is vauable for persona development as well as
being a powerful mativating factor. In this unit candidates should be given a high degree of
tutor/trainer support but this should not preclude negotiation on sdlection of enterprise
activities and methods of making arrangements. The early formation of a group identity is
particularly important in this unit because, in addition to their successes, candidates may
experience st backs and disgppointments and there may be a need for group support.
Exercises designed to promote problem solving and flexibility of gpproach would aso be
ussful, as would activities involving organisationa skills
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National unit specification: support notes (cont)
UNIT Enterprise Activity (Access 3)

Choice of enterprise activity should be made after condderation of candidates <Kills,
strengths and weaknesses in respect of enterprise activities and any loca congraints which
might limit enterprise activities. Full discusson should take place to dlow candidates to
explore the implications of meking different choices. The idea of ‘busness in its fullest
sense should be explored and it should be emphasised that not al enterprise activity is profit
meaking.

Communication skills can be integrated into this phase of the unit through letter writing,
telephoning, interviewing etc. Thus the candidate may learn how to operae effectively in
forma gdtuations. The tutor/trainer may wish to begin to introduce business terminology such
as ‘business plan’, ‘market research’, ‘ operating costs', ‘ product/service , ‘customer/client’,
‘cash flow’ etc. Informa networks are also important — making and using contacts, having
the courage to ask, learning the enterprise culture, tapping possble sources of
information/resources such as friends and family. Tutors/trainers may exploit such aspects
by dlowing candidates to brief and debrief one another in smdl groups.

Role play, case studies and videos may be used to prepare candidates for the type of
activities in which they may be involved and to help them decide on appropriate use of skills
and behavioursin avariety of gtuations.

2 Candidates should record experiences as they occur in log sheetswork diary and should be
encouraged to monitor their own progress. The tutor/trainer should produce a short report
to record the candidate' s performance and progress in the course of the enterprise activity.
This report should cover not only vocationd skills but dso interpersond skills and growth.
Tutorgtrainers should be careful to highlight the requirements of outcome 3 and to
emphasise the need for candidates to record their experiences in these aress.

During the enterprise activities, tutors'trainers should arrange interim review sessons so that
candidates can exchange ideas and experiences. The tutor’ Strainer’s role is to enable
candidates to recognise enterprise skills being used and their applicability across a range of
contexts. Setbacks may have occurred and reasons for the problems should be identified
and rectified if possble Involving candidates in this process is a vauable learning

opportunity.
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National unit specification: support notes (cont)

UNIT

3

Enterprise Activity (Access 3)

All learning activities should be designed to develop persona and socid development skills.
Initidly the role of the tutor/trainer is to offer support and guidance to the candidates.
However, candidates must have the opportunity to do things for themsdves, to make
choices and decisions, to ask for assstance from the tutor/trainer and others when thisis fdlt
to be necessary, to interact with others and to try out new activities and new roles in a
climate which feds ssfe. Even with a high degree of support and supervison, there will
usualy be an dement of risk taking in any enterprise activity. Tutorgtrainers should be
aware of this and give candidates the opportunity to discuss fedings and reactions to such
gtuations.

The enterprise activity will be a new environment for many candidates and preparation for
activity should recognise this so that candidates are thoroughly prepared before commencing
the enterprise activity tasks.

In ashort interview with each individua the tutor/trainer will discuss the activities undertaken
throughout the unit and the fedlings of the candidates towards these. Tutors/trainers should
not prompt performance but should creete an atmosphere and framework within which
candidates are encouraged to speak openly about their progress towards the defined goals,
thar fedings and reactions in relation to the tasks undertaken and the contribution which the
learning ectivities have made towards ther own persond, socid and vocationd
development.

GUIDANCE ON APPROACHESTO ASSESSMENT

During the unit the candidate is required to contribute to the planning and to participate in an
enterprise activity during which he or she should assemble afolder of assessment evidence in relaion
to outcomes. Persond interviews are centra to the assessment and will be used to explore the
candidate’ s experiences in the enterprise activity in relation to the stated performance criteria

The tutor/trainer may conduct persond interviews with individud candidates or with groups, as
aopropriate. The interviews will take place on an ongoing bas's throughout the unit and should draw
on relevant evidence from the candidate’ s assessment folder.
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National unit specification: support notes (cont)
UNIT Enterprise Activity (Access 3)

Centres may use the Instruments of Assessment which are considered by tutor/trainer to be the most
appropriate. Examples of Instruments of Assessment which could be used are as follows:

Corresponding to outcomes 1-4:
1 Persond interview drawing on evidence from planning and self assessment sheets.

2 Persona interview drawing on evidence from planning sheet, log sheets and report from the
tutor/trainer.

3 Persond interview drawing on evidence from log sheets and report from the tutor/trainer.

4 Persond interview using review shest.

SPECIAL NEEDS

This unit specification is intended to ensure that there are no atificid bariers to learning or
assessment.  Specid needs of individuad candidates should be taken into account when planning
learning experiences, sdlecting assessment indruments or conddering aternative outcomes for units.

For information on these, please refer to the SQA document Guidance on Special Assessment
and Certification Arrangements (SQA, 1998).
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