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Schools in Business

Evidence Booklet

School: _______________________________________

Name:   _________________________________
Form:    _______________
Academic year: ​​​​​​​​​​​​​​​​​​​​​​​​​​______________
1.  ATTENDANCE AND PUNCTUALITY

You must get your tutor signature to prove you have had over 95% in each term

	
	Term 1
	Term 2
	Term 3

	% Attendance


	
	
	

	Punctuality 

(State whether, Good

Average

Poor)

	
	
	


2.  MEETING SCHOOL DEADLINES

Collect signatures once any deadlines have been met e.g. handing in an assessment 

	Description of work completed
	Deadline Date
	Deadline met (signature of teacher)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3.  WORK EXPERIENCE

	Placement name and address
	Date(s)
	Employers Signature
to show attendance

	
	
	


Job description (please tick all the jobs you did)


       General Office Work  ( filing / supporting others / IT / phone / collating 

       Administration  ( typing / photocopying / post / invoicing / IT / phone 


       Customer Service  ( reception / greeting / phone / liasing / meeting 

       Sales / Marketing ( support / selling / product awareness / stock / pricing   / design/ handling money)

       Maintenance ( observing / fixing / checks / stock / sorting / equipment knowledge / safety 


       ICT ( word / excel / publisher / PowerPoint / sage / design packages 


       Working with Others ( supervisor / owner / other staff / customers / suppliers / adults / children 


       Housekeeping  (washing up / cleaning / tidying / sorting / supporting 

        Other (please specify)  …………………………………………………..
	
	Yes
	No
	Don’t know

	Were you punctual
	
	
	

	Were you reliable
	
	
	

	Were you keen to learn new skills?
	
	
	

	Did you work well with others?
	
	
	

	Did it build your confidence?
	
	
	


What did you learn from your Work Experience?

4. INVOLVEMENT WITH EMPLOYERS

Collect a signature for each day you work with an employer or they visit your school (e.g. industry days, visits Mock Interviews etc)

	Employers name
	Location 

(in or out of school)


	Date
	What did you do/learn in the session?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5.  ACTIVE CITIZENSHIP

Collect signatures from adults in school or the wider community to prove your involvement in at least 3 activities such as voluntary service, music, sport, community work, environment work or part-time job.

	
	Details
	Signature

	Active

e.g. Music, Sport, Arts



	
	

	Citizenship e.g. Charitable Work, Voluntary Work, Extra Curricular


	
	

	Community

e.g. Voluntary Work, Neighbourhood, Environment


	
	

	Other
(Give details)


	
	


6.  KEY SKILLS

It is your responsibility to collect signatures of any teacher, mentor, employer, coach or other adult who have seen you demonstrate any key skills such as ICT, Communication, Numeracy, Teamwork and individual work.

	KEY SKILLS
	EVIDENCE
	SIGNATURE

	Communication


	
	

	Application of number

	
	

	ICT

	
	

	Working with others

	
	

	Improving learning and performance

	
	

	Problem Solving


	
	


NOTES – for your personal use


COMPLETION

To gain this award you must gain the vast majority of the signatures available to you. Your name will be put forward once you, your parent/guardian and your tutor have signed the completion declaration

Tutor signature………………………………………..

Student…………………………………………………     

Parent/guardian……………………………………….           Date ……………….


CBEC, The Old Cooperage, Gatebeck, Endmoor, Kendal. LA8 0HW

Tel:  015395 67901   Fax:  015395 67086   e-mail admin@cbec.co.uk
Website:   www.cbec.co.uk
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