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Section 1: General information about NVQs

Introduction

This section provides an overview of NV Qs. If you are already familiar with the concept of
NV Qs, you may wish to go straight to Section 2.

What are NVQs?

National Vocational Qualifications (NVQs) are work-based qualifications that assess the skills
and knowledge people need to perform their job role effectively. The qualifications are based
on national occupational standards, which define what employees, or potential employees, must
be able to do and know, how well they must do these things and the circumstances in which
they have to use the skills or carry out the activities.

The standards are usually defined by Standard Setting Bodies (SSBs) or Sector Skills Councils
(SSCs), which are made up of representatives from the relevant industrial sector.

The organisation responsible for the standards in Police Operational Management is:

Skills for Justice SSC
9 Riverside Court

Don Road

Sheffield S9 2TJ

Telephone: 0114 261 1499

Fax: 0114 261 8038

Website: www.skillsforjustice.com

Each NVQ is designed to fit into a broad qualifications framework, which allows for the
comparison of different qualifications in the UK and throughout Europe.

NV Qs are open to all. There are no entry requirements, no prescribed methods of delivery, no
time constraints for completion and no age limits. Candidates do not have to achieve their NVQ
al at once; unit accreditation is available for those wishing to achieve an NV Q unit by unit over
aperiod of time.

On occasions, special assessment arrangements may be needed in order to provide equal
opportunities to candidates with special needs. Further information on access and special
assessment arrangements can be found in Section 6.

NV Qs are available at five levels, which reflect the range of technical and supervisory skills,
knowledge and experience that empl oyees should have as they progressin their industry. An
explanation of the levelsis provided on the following page.
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Explanation of levels

Level

Candidates must show their competence:

Leve 1

in arange of activitiesthat are largely routine and predictable.

Level 2

in a broader range of work activities that are less routine and predictable.
Their job role will need to have some autonomy and responsibility and may
reguire them to work as part of ateam.

Level 3

by applying their knowledge and skills while carrying out a broad range of
varied work activities, most of which are complex and non-routine. Their job
role will have considerable autonomy or responsibility and often require
them to manage others.

Level 4

through complex work activities that require technical knowledge. Their job
role requires substantial personal autonomy and often requires them to take
responsibility for the work of others and for allocating resources.

Level 5

when carrying out activities in awide range of situations, which are often
unpredictable. Substantial responsibility and autonomy isinvolved in the job
role, which requires deciding on the alocation of resources and the work of
others. It requires the use of complex skills such as analysis, design and
evaluation.
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What is the structure of an NVQ?

All NV Qs have acommon structure. They consist of standards that can be broken down into the
following parts:

Evidence achievement record

Unit 2B4 Determ'g Unit title iIsations
Thetitle describes arole or task.
Element 2B4.1 Respond to requests for authorisations
Element
— P Each unit is made up of anumber of
Performance criteria elements. Each element describes a

specific work activity that employees

You must be able to: have to perform and the skills,

knowledge or understanding required.

1 assessal the available information, records and intelligence in

relation to the request Performance criteria
These set out what candidates must do to

7 TaRe ThE ZppTOpTTaTe 2O T IMera TS MUt e mtormattorrto—P | show they can perform the work task

make a decision competently. Assessors judge candidates
performance against these criteria. All of

3 determine whether the request is lawful and in accordance with the performance criteria need to be met.
current policy

4 takethe necessary representations to inform your decision

5 reach ajustifiable decision to accept or reject the application based
on any relevant factors

6 communicate your decision clearly and promptly to those
responsible for making the request

7 provide those that have made the request with the necessary ]

feedback and advice concerning your decision Range

8 .. . . . . This specifies the amount and type of
fully recard your decisions, actions, optionsand rationalein gyl oo thar candidates need to provideto

accordance with current policy and legislation show they have met the requirements of the
element.
Range Assessor to insert date each time
competence is achieved
1 Factors
a legdity

b proportionality

c accountability

d necessity
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Knowledge evidence record —*

Unit 2B4

K nowledge and under standing
This states what candidates must
know and understand and how
this knowledge applies to their
jobs.

Determine and review authorisations

Evidence key:

El
WT Witness Testimony

Evidence Index No. O  Observation

Q&A  Questions and Answers

PD Professional Discussion

Personal Statement
APL Accreditation of Prior Learning

To be competent in this unit, you must know and
understand the following

Legal and organisational requirements

1

current, relevant legidlation, policies, procedures,
codes of practice and guidelines for determining and
reviewing authorisations within your level of
responsibility

current, relevant legislation and organisational
requirements in relation to race, diversity and human
rights

current, relevant legislation and organisational
requirementsin relation to health and safety

the necessary authority in law or policy for granting
requests

the limits of your responsibility for determining and
reviewing authorisations

Responding to requests for authorisations

6

7

the types of authorisations that may be requested

the importance of assessing all the available
information, records and intelligence

how to assess the available information, records and
intelligence in order to arrive at adecision

how to check that requests are consistent with current
legislation, policy, aims and objectives

Type of Evidence

El

P

Q&A
Date

WT PD APL
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Evidence requirements

Unit

Evidence requirements
> These specify the amount and type of
evidence that candidates need to

2B1 Set, monitor and review g Provideto show they have met the
’ ) requirements of the element.
operations

1 Where simulations are used for performance evidence, these should properly reflect the requirements
of real working situations.

2 You must practically demonstrate in your work that you have met the standard for setting, monitoring
and reviewing strategies for policing operations on at least 3 occasions.

3 Element 2B1.1 Set strategiesfor policing operations

From the range in element 1 you must show that you:

have dealt with all types of policing operations
have assessed all types of resources

have taken into account all of the relevant factors
have dealt with all types of key personnel

have dealt with 3 of the relevant others*

4 Element 2B1.2 Monitor and review strategiesfor policing operations

From the range in element 2 you must show that you:

have dealt with all types of policing operations
have dealt with 3 of the relevant others*
have dealt with all types of key personnel

have reviewed all types of resources.

* |tems from the range not covered by performance evidence should be supported by knowledge evidence.
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Who is involved in NVQs?

A number of individuals and organisations are involved in NV Q assessment. Their roles have
been designed to guarantee fair, accurate and consistent assessment.

Who are they?

What is their role?

Centres e Organisationsthat offer NVQson | e Areresponsible for the quality of the
behalf of Edexcel. They may be a qualification. They must work within
school, college, university, Edexcel’ s policies and guidelines
training provider or employer. e Appoint assessors and internal

verifiers. Centres have a
responsibility to ensure competence
of assessors, enabling them trust to be
placed in their decisions, without the
need to insist on paper evidence to
support every assessment decision

e Review, once ayear, the operation of
the course and candidates
performance.

Employers | ¢  Employersin this context may e Play akey rolein the delivery of
represent the actual employer of NVQ's. Employers will work with
an employee who is being assessed centres to define the training need for
or may be a provider of work an individual, negotiating or defining
experience opportunities to as needed levels, options and
candidates who are based in a pathways. The agreed programme
centre will depend upon the nature of the

business, the business needs as well
‘ ag;érefggnd%? F\’/iﬁﬂ?{‘;;t o as the needs of the individual

o Work with assessors to support
candidates by providing training and
experience opportunities during their
NVQ

e Provide assessment evidence through
such mechanisms as expert witness
statements or observations.

Candidates | ® The people who want to achieve e Need to show they can performto
the NVQ, eg aemployee, national standardsin order to be
voluntary workers. awarded an NV Q or unit(s).

ASSESSOrs e The people who assess the e Judge candidates’ evidence of

candidates and decide if they have
met the required standard, eg
Supervisors.

performance, knowledge and
understanding against the national
standards and decide whether
candidates have demonstrated
competence.

Work alongside candidates to guide
and give advice as to the most
efficient and effective ways to collect
evidence and demonstrate
competence
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Who are they? What is their role?

Internal e Individuals appointed by the e Advise and support assessors and
verifiers centre who ensure that assessors maintain the quality of assessment in
apply the standards consistently eg acentre
supervisors, line managers,

e Sample assessments systematically to
confirm the quality and consistency of
assessment decisions

assessors.

e Ensurethat the assessors maintain
accurate records of assessments

e Check assessor judgements.

Externa e Individuals appointed by Edexcel | e Check the quality and consistency of

verifiers to ensure that standards are being assessments so you can be sure the
applied uniformly and consistently same standards are applied
across all centres offering the everywhere
NVQ.

e Makeregular visitsto centresto
ensure they continue to meet the
approval criteria

Edexcel e Your awarding body, approved by | ¢ Enable candidate registration
the regulator to offer qualifications
and awards. Edexcel provides
qualifications throughout the
world.

e |ssue candidates certificates, so that
employers can be sure the
qualification has been gained after a
rigorous and effective assessment
process.

Assessors, internal verifiers and external verifiers should have occupational expertise in the
NV Qs they are assessing and verifying. The SSC will normally specify the level of
occupational expertise required, within the standards.

All assessors will either hold the relevant qualification for assessors of national occupational
standards or have a development plan indicating progress towards that qualification. This can
take the form of the ‘A and V units' (the new national standards for assessment and
verification) or an alternative qualification that the SSC recognises (eg D32/33).

Edexcel expects all assessors, internal verifiers and external verifiersto obtain the appropriate
A and V units or the SSC-recognised qualifications within 18 months of starting assessing or
verifying.

Y ou can contact us at:

Edexcd

Oned0 High Holborn
London

WC1V 7BH

Customer services:

Telephone: 0870 240 9800 (calls may be recorded for training purposes)
Fax: 020 7190 5700
http://enquiries.edexcel .org.uk
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Section 2: Edexcel Levels 4 and 5 NVQs In
Police Operational Management

The Edexcel Levels4 and 5 NV Qs in Police Operational Management recognises the skills,
knowledge and understanding of candidates and allows them to gain aqualification in the
workplace that relates to their job area and promotes good working practice.

The standards on which these NV Qs are based have been developed by the Police Skillsand
Standards Organisation who have now been become part of Skillsfor Justice, the Sector Skills
Council (SSC) for thisindustrial sector.

The NVQ is designed to be assessed in the workplace, for example:
e atraining provider
e anindustry-based training operation.

The preferred method for collection of evidence for occupational competence is through
naturally-occurring work activities. However, simulation is permitted for certain conditions,
which are detailed in the Assessment Strategy in Section 5.

Which Policing NVQs are available and who are they for?

The Edexcel Levels4 and 5 NV Qs in Police Operational Management will provide transferable
skills and knowledge for future progression, including those that exist in police operational
management. There are also generic skills and knowledge that relate to a wider range training
and employment opportunities.

The aim of these NV Qs isto enable those involved in operational management to evidence their
learning grained during their training. They will be assessed for their NVQ in Police
Operational Management when they put their learning into practice. These qualifications are
part of awider suite aimed at professionally developing police officers for example the Edexcel
Level 4 NVQ in Police Organisational Management and the Edexcel Level 5 NVQ in Police
Strategic Management.
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The structure of the Edexcel Level 4 NVQ in Police Operational
Management

To achieve the whole qualification at Level 4, a candidate must prove competence in seven
mandatory units and four optional units.

Mandatory units for the Edexcel Level 4 NVQ in Police Operational Management

Candidates must achieve seven units.

Unit Title Element Title
number
2B4 Determine and review 2B4.1 Respond to requests for
authorisations authorisations
2B4.2 Monitor and review
authorisations
2B5 Identify and manage 2B5.1 Identify operational threats and
operational threatsand risks risks
2B5.2 Manage operational threats and
risks
2B6 Plan policing oper ations 2B6.1 Plan policing operations
4A5 Managetheuseof financial | 4A5.1 M ake recommendations for
resources (MCI B3) expenditure
4A5.2 Control expenditure against
budgets
4A8 M anage activities to meet 4A8.1 Implement plans to meet
requirements (MCl A2) customer requirements
4A8.2 Maintain a healthy, safe and
productive work environment
4A8.3 Ensure products and services
meet quality requirements
4D2 Managethe performanceof | 4D2.1 Allocate work to teams and
teams and individuals (M ClI individuals
C13) 4D2.2 Agree objectives and work plans
with teams and individuals
4D2.3 Assess the performance of
teams and individuals
4D2.4 Provide feedback to teams and

individuals on their performance
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Unit Title Element Title
number
4G3 Promote a health and safety | 4G3.1 Develop plansto promote a
culturein the workplace health and safety culturein the
(ENTO E) workplace
4G3.2 Implement plans to promote a

health and safety culturein the
workplace

Optional units for the Edexcel Level 4 NVQ in Police Operational Management

Candidates must achieve four units.

Unit Title Element Title
number
1B5 Evaluate, prioritise and 1B5.1 Evaluate demands for services
review demandsfor services . .
(CINTO A215) 1B5.2 Negotiate and agree priorities
and plans
1B5.3 Monitor and review servicesin
response to emerging needs and
issues
2B2 Formulate, monitor and 2B2.1 Formulate tactics for policing
review tacticsto achieve operations
S”"?‘t?g'c 0bj ect'lves for 2B2.2 Monitor and review tactics for
policing oper ations . )
policing operations
2G1 Manage major investigations | 2G1.1 Respond to, and assess, the
incident
2G1.2 Plan the investigation
2G1.3 Co-ordinate the investigation
2G1.4 Monitor and maintain the
quality of the investigation
2G15 Review mgjor investigations
2K3 Authorise and manage police | 2K3.1 Make detention decisions
detention 2K3.2 Manage the detention of
individuals
2K3.3 Authorise and review continuing

detention
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Unit Title Element Title
number
4A2 Evaluate and improve 4A2.1 Develop measures and criteria
organisational performance to evaluate your organisation’s
(MCI A8) performance
4A2.2 Evaluate your organisation’s
performance
4A2.3 Explain the causes of success
and failure in organisational
strategies
4A3 Manage changein 4A3.1 Identify opportunities for
organisational activities improvements in activities
(MCI A5)
4A3.2 Evaluate proposed changes for
benefits and disadvantages
4A3.3 Plan the implementation of
changein activities
4A3.4 Agree the introduction of
change
4A3.5 Implement changes in activities.
4A4 Manage the use of physical 4A4.1 Plan the use of physica
resources (MCI B2) resources
4A4.2 Obtain physical resources
4A4.3 Ensure availability of supplies
4A4.4 Monitor the use of physical
resources
4A13 Determinethe effectiveuse | 4A13.1 Make proposals for expenditure
of resources (MCI B4) on programmes of work
4A13.2 Agree budgets for programmes
of work
4A13.3 Control expenditure and
activities against budgets
4A15 Manage information for 4A15.1 Gather required information
action (MC1 D1) 4A15.2 Inform and advise others
4A15.3 Hold meetings
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Unit Title Element Title
number
4A16 Provideinformation to 4A16.1 Obtain information for decision
support decison making making
(MCI D4) 4A16.2 Record and store information
4A16.3 Analyse information to support
decision making
4A16.4 Advise and inform others.
4A17 Useinformation to take 4A17.1 Obtain information needed to
critical decisions (M CI D6) take critical decisions
4A17.2 Analyse information for
decision making
4A17.3 Take critical decisions
4A17.4 Advise and inform others
4B1 Develop astrategy and plan | 4B1.1 Review and develop a
for recruitment and selection recruitment, selection and
(ENTO P3) induction strategy
4B1.2 Review and develop a
recruitment and selection plan
4B1.3 Review and develop an
induction plan
4B1.4 Take responsibility for
implementing the recruitment,
selection and induction plans
4B1.5 Evaluate the effectiveness of the
recruitment, selection and
induction programme
4B2 Develop astrategy and plan | 4B2.1 Review and develop a strategy
for the promotion of equality for promoting equality of
of opportunity and diversity opportunity and recognising
(ENTO P8) diversity
4B2.2 Gain support for equal
opportunity and diversity
policies and processes
4B2.3 Take responsibility for
implementing equality of
opportunity and diversity plans
4B2.4 Evaluate the effectiveness of the

equal opportunity and diversity
strategy
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Unit Title Element Title
number
4B3 Design, deliver and evaluate | 4B3.1 Ensure that equal opportunities
proceduresto promote and diversity policiesand
equality of opportunity and processes are implemented
diversity (ENTO P24) 4B3.2 Evaluate equal opportunities
and diversity policies
4C6 Design, deliver and evaluate | 4C6.1 Design and deliver learning and
learning and development devel opment processes
procedures (ENTO P23) 4C6.2 Evaluate the effectiveness of the
learning and development
process
4C9 Develop management teams | 4C9.1 Assess the effectiveness of
(MCI C11) management teams
4C9.2 Improve the effectiveness of
management teams
4D3 Chair and participate in 4D3.1 Chair meetings
meetings (MCI D3) 4D3.2 Participate in meetings
4D4 Manage yourself (MCI C1) 4D4.1 Develop your own skillsto
improve your performance
4D4.2 Manage your time to meet your
objectives
4D5 Develop your own resources | 4D5.1 Develop yourself to improve
(MCI C2) your performance
4D5.2 Manage your own time and
resources to meet your
objectives
4D6 Enhance your own 4D6.1 Continuously develop your own
performance (MCI C3) knowledge and skills
4D6.2 Optimise your own resourcesto
meet your objectives
4F1 Set and manage local media | 4F1.1 Set local media strategies
strategies 4F1.2 Manage local media strategies
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Unit Title Element Title
number
4F2 Establish, maintain and use | 4F2.1 Establish and maintain effective
relationships with the media working relationships with the
to explain and promotethe media
?girl]\lc'ly ST zll(;i)w ork 4F2.2 Promote the agency and its work
through the media
4F2.3 Respond to requests for
information from the media
4G1 Conduct an assessment of 4G1.1 Identify hazards in the
risksin theworkplace workplace
(ENTOG) 4G1.2 Assessthe level of risk and
recommend action
4G1.3 Review your workplace
assessment of risks
4H3 Represent one’sown agency | 4H3.1 Obtain information from other
at other agencies meetings agencies’ meetings
(CINTO F408) 4H3.2 Make contributions to other
agencies’ meetings
4H6 Enhance productive working | 4H6.1 Enhance the trust and support of
relationships (MCI C6) colleagues
4H6.2 Enhance the trust and support of
those to whom you report
4H6.3 Provide guidance on values at
work
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The structure of the Edexcel Level 5 NVQ in Police Operational Management

To achieve the whole qualification at Level 5, a candidate must prove competence in ten
mandatory units and four optional units.

Mandatory units for the Edexcel Level 5 NVQ in Police Operational Management

Candidates must achieve ten units.

Unit Title Element Title

number

2B1 Set, monitor and review 2B1.1 Set strategies for policing
strategiesfor policing operations
operations 2B1.2 Monitor and review strategies

for policing operations

2B2 Formulate, monitor and 2B2.1 Formulate tactics for policing

review tacticsto achieve operations

strategic objectivesfor

policing operations 2B2.2 Monitor and review tacticsfor

policing operations

4A2 Evaluate and improve 4A2.1 Develop measures and criteria
organisational performance to evaluate your organisation’s
(MCI A8) performance
4A2.2 Evaluate your organisation’s
performance
4A2.3 Explain the causes of success
and failure in organisational
strategies
4A4 Manage the use of physical 4A4.1 Plan the use of physica
resources (MCI B2) resources
4A4.2 Obtain physical resources
4A4.3 Ensure availability of supplies
4A4.4 Monitor the use of physical
resources
4A7 Maintain activities to meet 4A7.1 Maintain work activities to meet
requirements (MCl Al) requirements
4A7.2 Maintain healthy, safe and
productive working conditions
4A7.3 Make recommendations for
improvements to work activities
4A15 Manage information for 4A15.1 Gather required information
action (MC1 D1) 4A15.2 Inform and advise others
4A15.3 Hold meetings
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Unit Title Element Title
number
4A17 Useinformation to take 4A17.1 Obtain information needed to
critical decisions (M CI D6) take critical decisions
4A17.2 Analyse information for
decision making
4A17.3 Take critical decisions
4A17.4 Advise and inform others
4D3 Chair and participate in 4D3.1 Chair meetings
meetings (MCI D3) 4D3.2 Participate in meetings
4F1 Set and manage local media | 4F1.1 Set local media strategies
strategies 4F1.2 Manage local media strategies
4G3 Promote a health and safety | 4G3.1 Develop plansto promote a
culturewithin the workplace health and safety culturein the
(ENTO E) workplace
4G3.2 Implement plans to promote a

health and safety culturein the
workplace
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Optional units for the Edexcel Level 5 NVQ in Police Operational Management

Candidates must achieve four units.

Unit Title Element Title
number
1B7 Facilitate collaborative 1B7.1 Encourage stakeholders to see
action by stakeholdersto the value of improving
improve environment and environments and practices to
practicesto promote promote community safety and
community safety and social socia inclusion
inclusion (CINTO B202) 1B7.2 Develop action planswhich
assist stakeholders to improve
environments and practices to
promote community safety and
social inclusion
1B7.3 Support stakeholdersin
improving environments and
practices to promote community
safety and social inclusion
2G1 Manage major investigations | 2G1.1 Respond to, and assess, the
incident
2G1.2 Plan the investigation
2G1.3 Co-ordinate the investigation
2G1.4 Monitor and maintain the
quality of the investigation
2G15 Review mgjor investigations
2H7 Manage and co-ordinate 2H7.1 Provide strategic advicein
interviewsfor complex or interview processes
major investigations 2H7.2 Co-ordinate interview processes
2H7.3 Monitor interview processes
2H7.4 Evaluate interview processes
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Unit Title Element Title
number
4A1 Establish strategiestoguide | 4A1.1 Create a shared vision and
thework of your mission to give purpose to your
organisation (MCIl A7) organisation
4A1.2 Define values and policiesto
guide the work of your
organisation
4A1.3 Formulate objectives and
strategies to guide your
organisation
4A1.4 Gain support for organisational
strategies
4A3 Manage changein 4A3.1 Identify opportunities for
organisational activities improvements in activities
(MCI A5)
4A3.2 Evaluate proposed changes for
benefits and disadvantages
4A3.3 Plan the implementation of
changein activities
4A3.4 Agree the introduction of
change
4A3.5 Implement changes in activities
4A6 Assess, negotiate and secure | 4A6.1 Determine and assess potential
sour ces of funding (Lantra sources of funding
CU%) 4A6.2 Negotiate and secure sources of
funding
4A11 Review external and internal | 4A11.1 Analyse your organisation’s
oper ating environments external operating environment
(MCI Ab) .
4A11.2 Evaluate competitors and
collaborators
4A11.3 Devel op effective relationships
with stakeholders
4A11.4 Review your organisation’s
structures and systems
4A14 Securefinancial resources 4A14.1 Review the generation and
for your organisation’splans alocation of financia resources
(MCI BS) 4A14.2 Evaluate proposals for
expenditure
4A14.3 Obtain financial resources for

your organisation’s activities
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Unit Title Element Title
number
4A16 Provideinformation to 4A16.1 Obtain information for decision
support decison making making
(MCI D4) 4A16.2 Record and store information
4A16.3 Analyse information to support
decision making
4A16.4 Advise and inform others
4A17.4 Advise and inform others
4B1 Develop astrategy and plan | 4B1.1 Review and develop a
for recruitment and selection recruitment, selection and
(ENTO P3) induction strategy
4B1.2 Review and develop a
recruitment and selection plan
4B1.3 Review and develop an
induction plan
4B1.4 Take responsibility for
implementing the recruitment,
selection and induction plans
4B1.5 Evaluate the effectiveness of the
recruitment, selection and
induction programme
4B2 Develop astrategy and plan | 4B2.1 Review and develop a strategy
for the promotion of equality for promoting equality of
of opportunity and diversity opportunity and recognising
(ENTO P8) diversity
4B2.2 Gain support for equal
opportunity and diversity
policies and processes
4B2.3 Take responsibility for
implementing equality of
opportunity and diversity plans
4B2.4 Evauate the effectiveness of the

equal opportunity and diversity
strategy
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Unit Title Element Title
number
4C9 Develop management teams | 4C9.1 Assess the effectiveness of
(MCI C11) management teams
4C9.2 Improve the effectiveness of
management teams
4F2 Establish, maintain and use | 4F2.1 Establish and maintain effective
relationships with the media working relationships with the
to explain and promotethe media
?girl]\lc'ly ST zll(;i)w ork 4F2.2 Promote the agency and its work
through the media
4F2.3 Respond to requests for
information from the media
4H2 Develop and sustain effective | 4H2.1 Devel op effective working
working relationshipswith relationships with staff in other
staff in other agencies agencies
(CINTO F403) 4H2.2 Sustain effective working
relationships with staff in other
agencies
4H3 Represent one’sown agency | 4H3.1 Obtain information from other
at other agencies meetings agencies’ meetings
(CINTO F408) 4H3.2 Make contributions to other
agencies’ meetings
43 Implement quality assurance | 413.1 Establish quality assurance
systems (MCI F4) systems
413.2 Maintain quality assurance
systems
413.3 Recommend improvements to

quality assurance systems
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Section 3: Assessment

Introduction

This section offers practical advice on all aspects of assessment, from planning assessment
opportunities to recording evidence. The guidance should help you to ensure that your
assessment is effective, rigorous and appropriate. The section outlines an approach to
assessment based on good practice. Y ou may develop your own approach if you wish.

This guidance is written primarily for assessors, but it may also be helpful to candidates.
What is assessment?

Assessment is the key to achieving NV Qs. As an assessor, your role isvital in helping your
candidates to achieve their award and in ensuring that the requirements of the occupational
standards are met. Y ou will need to be clear about what is meant by assessment and what you
are assessing.

In deciding whether a candidate should be awarded an NV Q, you will need to go through the
following stages:

e becoming familiar with the standards
e planning for assessment
e collecting evidence of the candidate's performance

e judging the candidate's evidence against the NV Q standards and making an assessment
decision

recording the assessment decision.
Roles in assessment

Before beginning the assessment process, both you and the candidate should be clear about
your roles.

Assessor'srole

The assessor must:

e ensurethat candidates understand what is expected of them, what is to be assessed and how
it isto be assessed

e ensurethat the conditions and materials required for assessment are available

e observe and record candidates carrying out the activities described in the standards —
records should say what has been observed, how iswas carried out and what it
demonstrated

e know who will act as an internal verifier

e uestion candidates and record results

e help candidates to gather and provide evidence

e judge evidence

e authenticate the evidence candidates provide

e record achievement

e identify gaps or shortfallsin candidates competence

e provide feedback to candidates.
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Candidate'srole
The candidate must:

e prepare for assessment by familiarising themselves with the standards, what isto be
assessed and how it will be assessed

e carry out activities and/or answer questions
e gather and present evidence for assessment

e receive and act on feedback from the assessor.
Approaches to assessment

Candidates may approach assessment for NV Qs through a variety of routes. Two of the main
ways are through work (paid or voluntary) or through a training programme.

Work (paid or voluntary) —when a candidate approaches assessment through work, it will
probably be your job to help them plan the sequence of assessment, give feedback on how they
are performing and arrange for them to acquire any competence that is missing.

Training programmes — in these cases a series of educational or training events, linked to
assessment opportunities, will already have been planned. 1t will be your job to monitor how
the candidate is performing, assess their evidence and provide feedback on their progress.

Timing
A candidate may begin their NV Q at any time provided the necessary preparations and plans

have been made.

There is no limit on the time a candidate may take to gain the whole qualification or individual
unit(s). Some candidates will take longer than others, depending on their understanding of the
award, their work setting and personal circumstances. An assessor should therefore organise
and arrange assessment appropriate to each candidate, although there must be an agreed target
date for completion.

However, it isimportant that the evidence submitted demonstrates current competence of the
task being assessed, particularly if the evidence is from the past.

The QCA NVQ Code of Practice states that Assessors and Internal Verifiers are required to
hold the appropriate assessor/verifier units within 18 months of commencing their role.

The five steps to assessment

If you follow the five steps identified, you should be able to ensure that your candidates move
efficiently and effectively towards achievement of their NV Q.

Step 1: Plan and organise assessment

Y ou should make sure that candidates receive guidance before starting an NV Q. They need
advice to ensure that their existing job remit, skills, experience and plans for progression are
matched to the NV Q selected. It does not have to be you, as the assessor, who carries out the
matching exercise. In fact, this part of the processis often carried out during induction, but
whoever has responsibility for it should ensure that the assessment opportunities available to
the candidate are also considered.
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Y ou will need to work out how much time you and your candidate are able to devote to the
NV Q. Thisislikely to be limited by the demands of a busy workplace, or by timetabling. If
possible, try to agree sessions in advance and stick to them and remember that you need to
alow for review and evaluation sessions in addition to assessments. Once thisis agreed you can
begin planning.

There are two levels of planning:

e theoveral plan when you and your candidate look at the whole qualification and set targets
for achievement

e individual plansfor assessment.
Overall assessment planning

It isgood practice for you to agree an overall assessment plan with your candidate. An overall
assessment plan should include:

e theoverall programme for assessment, identifying how and when each part of the NVQ will
be assessed

e target dates for completing each unit. There are no time limits on the amount of time a
candidate can take to complete a unit or an NV Q, but target dates will motivate candidates
and help you to monitor progress

e how you are going to give feedback
e what happensif there is a disagreement between the candidate and yourself.

The QCA NVQ Code of Practice states that Assessors and Internal Verifiers are required to
hold the appropriate assessor/verifier units within 18 months of commencing their role.

Producing an overall assessment plan isthe ideal time for you and your candidate to identify
opportunities for integr ating assessment. Thisiswhen a piece of evidence generated from one
activity is used to prove competence across different elements, performance criteria and/or
units. To reduce the assessment burden on you and your candidate you will need to maximise
the opportunities for integration.

Through producing the overall plan you may also identify job activities the candidate currently
performs that match the standards and can plan to assess them immediately. Y ou may also
identify evidence from past achievement that can be used (see * Accreditation of prior learning’
on page 28). If the candidate is providing evidence from the workplace, their job role may mean
they are not able to cover all the standards during the normal course of their work. Y ou may
need to create new opportunities, such as arranging for your candidate to move to adifferent
department so that different activities can be performed or different skills used. The candidate
might also need to attend a college or training course to fill in any gaps.

Y ou may need to reassure your candidate at this stage. Many feel overwhelmed by the apparent
amount of evidence they will have to produce, but they will need to realise that with effective
planning the process can be made much easier and they will be more likely to succeed.

Individual assessment planning

Y ou and your candidate will need to plan each individual assessment carefully. Y ou will need
to decide the methods you will use to carry out the assessment, where and when the assessment
will take place and who will be present. Y ou should agree a unit assessment plan that specifies
the tasks to be carried out, the time they will take and the parts of the standards that will be
covered.

Although you need to plan carefully what you are expecting to assess, always be prepared to
allow candidates to provide additional evidence if the opportunity arises.
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Thereis no limit to the time it takes for a candidate to complete a unit or NV Q, However, you
and your candidate should still set target dates for completing each unit. In reaching agreement,
take into account the candidate's job or training programme and clearly mark out the points of
decision for each element and unit.

Step 2: Decide on the assessment methods

The methods of assessment you use should be valid, reliable and practicable.
e By ‘valid’ we mean that the assessment should be appropriate to the standards.

e By ‘reliable’ we mean that the assessment method should ensure consistent results when
used with different candidates, different assessors and on different occasions.

e By ‘practicable we mean that the method should ensure the assessment takes account of
available resources, equipment and time.

As an assessor, it isyour responsibility to familiarise yourself with the standards you will be
assessing. In doing so, you will be able to identify what skills need to be demonstrated and the
types of evidence that a candidate needs to generate in order to complete all the units of the
NVQ.

Once you are familiar with the performance criteria, range and evidence requirementsin all the
units of the NV Q you will find it easier to decide what is acceptable evidence and how it should
be produced by the candidate.

Y ou and your candidate must agree the methods of evidence collection that are most
appropriate to the candidate’ s work setting and patterns. Evidence must be precisely and
directly relevant to the particular standards for which a candidate seeks credit; it cannot be just
agenera indication of acceptable practice.

Assessment methods

All methods of assessment fall under one of three categories: observation, product evaluation
and questioning.

Observation

Observing performance will be the most common method used in assessing the NV Q.
Observation can be organised in a variety of ways:

e continuously working alongside the candidate

e arranging to work alongside the candidate at specific times

e planning to visit when particularly relevant activities are scheduled
e arranging for particular activities to take place.

The candidate will be able to supplement direct observation of performance with other types of
evidence, eg personal statements or witness testimonies. It is also possible to use tape
recordings or other technologies to record performance, should your presence as an assessor not
be possible.

Observation by an assessor is considered to be the most valid and reliable method of
assessment and there will be many naturally arising opportunities for you to use this technique.
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Y ou should complete an observation record to show the internal and external verifier, how you
reached a decision on the candidate’ s competence. Y ou can find a completed observation
record in Section 4 and we suggest you use the example as an indication of what information
the external verifier needs. For example, details of the activity, date observed and how the
observation relates to the standards.

Product evaluation

This involves judging products candidates produced during the course of their work. Product
evidence will be used a great deal. The exact nature of this evidence will depend on what the
candidate’ s job entails. Examples of product evidence include reports, accounts, action and
assessment plans, completed observation forms or witness testimonies, minutes of meetings (eg
of standardisation meetings), assignments, video or audio tapes (eg of professional discussions
or meetings with candidates).

Questioning

Candidates have to prove that they have the required knowledge and understanding for each
unit. They will often demonstrate it through the production of evidence, though in some cases
thiswill not be possible.

Questioning is the ideal way of proving whether or not the candidate has the necessary
knowledge and understanding. Questions can be given in many forms such as short-answer
questions, projects, multiple-choice tests, case studies, or assignments.

There may be more emphasis on questioning to prove knowledge in areas where evidence is
generated through practical working activities and where there may be no product evidence. If
you are a visiting assessor, you might use questioning to prove the candidate’ s competence and
the authenticity of the evidence.

Questioning is a powerful means of checking the knowledge and understanding that lies behind
performance. It is also a useful tool for exploring why a candidate acted in a certain way, or to
identify what they would have done if circumstances had been different.

Questions, whether oral or written, should not require candidates to apply their knowledge and
understanding in ways that are either more complex or more simplistic than is necessary to
achieve the standards.

Supporting evidence

On most occasions the candidate will be able to support your observations with other types of
evidence, such as witness and personal testimony, work products, assignments and proj ects.

Testimony — personal and witness

It isinevitable that you will not be able to observe everything your candidate does. On such
occasions, statements from other people (witness testimonies) who have seen your candidate
working can be useful sources of evidence for the NV Q as they can describe each activity in
detail. Generally, testimonies are used to support other evidence produced. Y ou should bear in
mind that the strength of evidence will vary, depending on the knowledge and expertise of the
person providing the testimony and you will have to take several factors into account when you
make ajudgement. It may help if you think of aline from strongest to weakest.

Strongest Stronger Weaker Weakest
Professional worker | Professional worker | Colleague with equal | Person with limited
in senior positionin | in senior position but | experience but no experience of the
same type of work with no knowledge knowledge of the workplace or

with knowledge of of the standards standards knowledge of the
the standards standards
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Work products

A number of items could be produced by candidates as evidence, for example: copies of records
or reports that the candidate has compiled, letters and memos, minutes of meetings, leaflets or
booklets that provide information to clients, photographs, audio or videotape recordings of
work which the candidate has carried out. Work products will normally be located in the
candidate’ s portfolio and they should be cross-referenced to the performance criteria/elements
to which they apply.

Work products must be wholly or partially the result of work undertaken by the candidate. To
ensure authenticity, a person in a position of responsibility who is able to vouch that the
products are the unaided work of the candidate should countersign the products.

Assignments and pr oj ects

Assignments and projects are also useful waysto collect evidence. However, you should ensure
you are not asking for a competence that is not required by the standards. For example, it may
not be necessary for the candidate to be able to write or design a project report in order to
satisfy the competence requirements.

Assignments and projects might be a particularly useful way for a candidate to track the course
of their work over a period of time and this could be structured to serve the purposes of specific
elements of competence. This method of collecting evidence is particularly appropriate for
unitsthat link a series of activities such as planning, implementation and evaluation.

However, care must be exercised when judging whether competence in actual practice or
knowledge specifications has been demonstrated.

Using simulation
Assessment in a simulated environment should only be used in the following circumstances:
o whereitisdifficult to collect evidence through areal work situation,

e evidence in the workplace will not be demonstrated within an acceptable time frame.

e thenature of the work activity presents high risk/danger to the candidate and others, for
example, firearms operations.

Please refer to Annex C for an indication of which National Occupational Standards are suitable
for simulation.

The demands on the candidate during simulation should be neither more nor less than they
would be in areal work situation.

Guidancefor running simulation
e simulations should only be used where stated in the National Occupational Standards

e al simulations must be planned, devel oped and documented by the centre in a way that
ensures the ssimulation correctly reflects what the standard seeks to assess

e al simulations must be agreed with the external verifier prior to use.
All simulations should follow these basic principles:

e the simulation must be as realistic as possible and draw on real resources that would be
used in the sector; for example if the candidate has to search an areawithin acell for an
unauthorised item (eg a weapon), the simulation must require them to search areal cell,
even if the unauthorised item has to be selected and concealed by the assessor
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e where simulations are used they must be based on an environment which reflects sector
working practices and must be based on current working practice

e |ocation and environment of the simulation will be agreed with the external verifier prior to
taking place

e where simulations are used, they must be based on an environment which reflects sector-
working practices and the real work situation as closely as possible and must be able to
meet the requirements of the National Occupationa Standards.

Accreditation of prior learning (evidence from past achievement)

In assessing candidates for an NV Q, evidence relating to past performance can be used as well
asthat relating to current performance.

In recent years, the concept of accrediting prior learning (APL) has devel oped as away of
ensuring that the past experiences and learning of mature people is recognised and validated.
Nevertheless, it must be remembered that NV Qs are awarded on the basis of assessment of
performance against current standards.

The competence basis of NV Qs means that evidence must always relate to performance, not
just knowledge. The evidence of such performance must always be valid and relevant to
specific standards.

Step 3: Judge the evidence

The following criteria must be used when evaluating if a piece of work can be put forward as
evidence, including supporting evidence.

e Relevance: the degree of ‘match’ between the item of evidence and the required
competence and underpinning knowledge for a unit. If the evidence does not match, it is not
relevant.

e Validity: the evidence must relate to a specific part of the NVQ standards.

e Authenticity: the evidence must be the work of your candidate as an individual and not
someone else or agroup of people. Y ou may require confirmation of thisfrom the
candidate’ s professional colleagues.

e Currency: the evidence must show the present ability of the candidate to perform to the
national standards. The assessor should judge the acceptability of evidence from the past by
the length of time that has elapsed since the performance described took place. Such
judgements should take into account the ‘ perishability’ of the skill involved, aswell as
‘watershed’ or ‘landmark’ occurrences in the sector, such as changes in the law, philosophy
of practice.

e Quantity: the evidence must cover al the performance and knowledge requirements laid
down in the standards.

e Variety: there must be evidence of performance in differing contexts or situations.

e Sufficiency: performance to the required standard must be consistent, ie it should be
achieved on more than one occasion.
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Y ou have to be certain that the candidate has demonstrated competence. Even though all the
performance criteria have to be met, you should concentrate on the elements and units when
making judgements about sufficiency as they describe what is required. It is not necessary to
observe each performance criterion several times but it is necessary to record all evidence that
has been taken into account so that internal and external verifiers can identify it if necessary.
Evidence will have different values — some will leave you in no doubt about competence, while
in other cases, you may need to ask for further evidence before you are confident about
consistency of performance.

In short, you must be satisfied that your candidate can consistently work to the required
standard and that evidence is not simply an isolated event that is unlikely to be repeated.

The standards a so specify that candidates prove they have knowledge evidence (what the
candidate needs to know about). Candidates' knowledge might be determined either by
questioning them on the subject matter, or through validated evidence from recognised
educational and training courses. It can also be revealed in performance evidence generated by
your observations of the candidate.

Y ou should feel confident that candidates have a broad and firm enough understanding to be
able to sustain competence demonstrated through performance evidence.

Candidates will need to be clear about the knowledge requirements for each unit. Y ou should
encourage your candidates to read and study each unit as a whole so that they become familiar
with the standards expressed in the elements, performance criteria, range statements,
performance and knowledge evidence requirements.

Candidates should also be able to cross-reference their evidence, providing examples and
definitions where necessary.

Some candidates may need considerable support and guidance to interpret the standards,
especially in the early stages of preparing for assessment. Once they become familiar with the
format of the standards, candidates should find it much easier to progress through their
qualification.

The judgement of whether or not your candidate understands and applies the knowledge
evidenceislinked to your judgement of their performance.

Step 4: Record

For each unit, you should ensure that there is a verifiable record of:

e the assessment activities carried out, showing the methods used and evidence produced

the date and people involved in the assessment

your judgement of the candidate’ s competence

the location of each piece of evidence within the candidate’ s portfolio.

The record sheets provided in the candidate’ s log book will allow all of thisinformation to be
recorded and we recommend their use. However, your centre may use its own recording
documentation. Thisis acceptable aslong asit contains all the required information and is
passed by your external verifier asfit for purpose.

I nsufficient evidence

Where insufficient evidence has been presented or the candidate has not met the performance
criteria at the end of the targeted assessment period, you should indicate that the candidate is
not yet competent. Feedback to the candidate must provide the reason why the decision has
been made and this should be recorded.
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Step 5: Provide feedback

Y our candidate will need to be clear about your judgements and the reasons for them. Time
should be set aside for feedback that conforms to the following general principles:

o feedback should relate the evidence provided to the national standards

e you should agree what form the feedback will take —written notes are always useful as a
record but candidates should be given time to reflect on your comments

e you should ensure that your comments have been understood and listen to the candidate’ s
view
o finaly you should agree what happens as a result of the feedback — its purpose isto help

candidates make the necessary adjustments, whether this means supplying more evidence,
trying again or taking steps to devel op the competence that is missing.

Disagr eement

Y our centre will have an appeals procedure to be used by candidates if they disagree with an
assessment decision you have made. Make sure you are familiar with the procedure and that
candidates know how to useit.

The appeals procedure should make it clear how complaints will be dealt with and what the
outcomes might be.

As an assessor, you should make sure that you have a route through which you can express your
concerns and reservations, whether these are about working with a particular candidate or an
aspect of the standards and assessment method.
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Section 4: How should evidence be
presented?

The candidate’ s evidence is normally kept in afile, often called a portfolio. We produce a
document called Candidate guidance and log book, which provides all the forms candidates
need to record their progress and to help them index their evidence.

This section explains how and when to use the recording forms in the log book and provides
worked examples.

Example 1: Index of evidence

The index of evidence should be placed at the front of a candidate’ s portfolio. As candidates
produce pieces of evidence, they should give each piece a unique number. They should then
complete the index of evidence so the evidence can be located easily. Every piece of evidence
should be numbered and referenced on the index, including evidence that is not located in the
portfolio, such as evidence prepared by other learners, which contributes to the candidate’s own
portfolio.

Theinternal verifier should complete the final column of the sheet if they sample the evidence.

Example 2: Unit assessment plan

Before candidates begin to collect any evidence it will be helpful for them to compile, with
your help, a unit assessment plan. The plan will define the tasksto be carried out, how long the
tasks will take and the evidence that will be generated. The tasks could be ‘ normal working
activities' and part of the candidate' s day-to-day job role, or ‘ activities needing to be
performed’, which means opportunities to carry out the tasks need to be generated.

Producing a unit assessment plan will help to identify suitable opportunities for integrating
assessment of different units.

Example 3: Unit progress record

Thisform enables you and your candidate to see at a glance what stage the candidateisat in
this qualification.

Each time your candidate achieves a unit of their NV Q, you should put your signature and the
date next to the relevant unit title. Before signing next to a unit title, you will need to make sure
that the candidate has completed the recording documents correctly and that their evidence can
be easily located.

Example 4: Evidence achievement record

This lists the performance criteria and range in an element that your candidate needs to prove
competence for. Each time your candidate meets the requirements of an outcome, you should
write the date in the relevant box. The standards will stipul ate how many times the candidate
needs to perform individual activities.
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On completion of each element, you should give your candidate feedback about their
performance, informing them if they have been successful in achieving the required level of
competence for individual outcomes. There is space on the back of the form for you to make
comments and/or notes from the feedback session. Make sure that your candidate is clear about
your assessment decision and fully understands what you are saying. Y ou should both then sign
and date the form before filing it into the relevant section of the candidate’s portfalio.

Example 5: Knowledge evidence record

Thislistsall the knowledge and understanding requirements a candidate needs to demonstrate
for aunit.

While working through individual elements, the candidate should tick the appropriate boxes on
the form to show which type(s) of evidence they have collected to prove they have the required
level of knowledge and understanding.

Once you are satisfied that your candidate has achieved the knowledge and understanding
requirements for the whole unit, you should, as with the evidence achievement record, note
your comments from the feedback session on the form. Y ou and your candidate should then
sign and date the form before filing it in the portfolio.

Remember that on completion of the unit you should compl ete the candidate’ s unit progress
record.

Example 6: Personal statement

A candidate uses a personal statement to record their experience of something, such as how
they handled a specific situation. They should describe what they did, how they did it and why
they did it. They can refer to other people who were present. This might provide the candidate
with a‘witness testimony’ (see example 8), which should be noted in the ‘ Links to other
evidence' column on the statement form.

The candidate might also use the personal statement to put a piece of evidence in context for
you so you can help them decide if it is relevant to their NV Q. For example, the candidate may
refer to paperwork that is used in the organisation to pass information to a colleague. It may not
be clear to you why they are communicating in thisway and a brief explanation from the
candidate of its relevance may be required.

Example 7: Observation record

Y ou should use this form to record your observations of the candidate as they work. The form
alowsyou to:

e describe the skills you have seen the candidate use
e describe the activities you have seen the candidate perform
e specify the parts of the units that are covered by the observation

e provide details of the knowledge and understanding apparent from the candidate’s
performance

e |ist the other units/elements to which the evidence may contribute (integration of
assessment).

Thereis space on the form for you to note your comments or feedback to the candidate. Once
completed, the form should be referenced as evidence and included in the candidate’ s portfolio.
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Example 8: Witness testimony

There may be occasions when you are not able to observe the candidate carrying out certain
aspects of their job. In such instances, it may be appropriate for another person to comment on
the candidate’ s performance by completing a statement called a ‘ witness testimony’ .

Witness testimony should only be used to support other forms of evidence such as a product. It
should:

e be provided by a person who is not related to the candidate and isin a position to make a
valid comment about their performance, eg a supervisor, line manager or candidate

e contain comments that specifically relate the candidate’ s performance to the NVQ
standards

e beauthenticated by the inclusion of the witness's signature, role, address, telephone
number and the date.

Example 9: Professional discussion

A professional discussion is a structured review of practice conducted between an assessor or
verifier and a person making a judgement on their competence which identifies and explores
key aspects of competence not readily manifested by product evidence. Thisform can be used
to record the key points of professional discussions.

The record of the professional discussion should be an audio or video tape if it formsa
significant part of the candidate’ s portfolio. Professional discussions for minor evidence need
not be recorded, but must still have an audit trail that can be verified by the External Verifier.

Example 10: Record of questions and candidate’s answers

Thisform is used to record any questions you ask the candidate to establish they have the
underpinning knowledge and evidence required by a unit. The candidate’ s answers should also
be noted. Both you and the candidate should sign and date the form.
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Example 1: Index of evidence

NVQ title and level: Edexcel Level 4 in Police Operational M anagement

Evidence |Description of evidence Included in Units/elements Internal
number portfolio evidencelinksto |verifier
(Yes/No) (Give specific signature
If No, state numbers, and date of
location eg5.2.1) sampling
1 Observation report Yes 1B5.2 E.James
27/01/05
2 Witness statement Yes 1B4.1 E.James
27/01/05
1B4.2
3 Electronic report No 4D2 E.James
. 27/02/05
Computer file ref
61205
4 Minutes of meeting No 4D3 E.James
. 27/02/05
In Meetings
Book, filing
cabinet 6
5 Professional Discussion Yes E.James
. 27/03/05
Audio tape
6
7
8
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Example 2: Unit assessment plan

Unit: 4A4 Title. Managethe use of physical resources

Candidate: Bethany Fox

Normal working activities performed

Assessor:  Darren Higgitt

Typical evidence

Work area

Expected
completion date

Linksto other
unitselements

Element 1: Plan the use of physical resources

Meetings minutes

Meeting room
at area station

End of Jan 05

Element 2: Obtain physical resources

Report written Office End of Feb05
Element 3: Ensure availability of supplies
Report - referencing force and | Office End of FebO5 | 4D3
area objectives + policing plans
Element 4: Monitor the use of physical resources
Witness testimony observation | Conference End of 184
report room March 05
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Activities needing to be performed

Element 1: Plan the use of physical resources

Regular meeting attendance

Element 2: Obtain physical resources

Entered accurately on computer with appropriate
use of relevant software

Element 3: Ensure availability of supplies

Entered accurately on computer with appropriate
use of relevant software

Element 4: Monitor the use of physical resources

Written and presented to meeting using charts,
statistics, using general, appropriate presentation
skills

Additional comments;

The candidate will generate most of the evidence for this unit in their normal day-to-day work, which will include .........

Assessor'ssignature:  Darren Higgitt

Candidate'ssignature: Bethany Fox

Date: 05/03/05
Date: 05/03/05
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Example 3: Unit progress record

Qualification and level: Edexcel Level 4 NVQ in Police Operational M anagement
Candidate: Bethany Fox

To achieve the whole qualification at Level 4, you must prove competence in seven mandatory
units and four optiona units.

Circle the reference numbers as

Unit checklist: circle the reference number of each unit as you complete it. | you complete each unit. You can
then easily see what stage you have
reached in your NVQ.

—
L'\J"n?tnsdatory /254 2B5 2Be‘ﬁ 4D2 1 4G3
1B5 | 2B2 | 2G1 | 2K3 | 4A2 | 4A3 | 4A4 | 4A13
uor?iiisona' 4A15 | 4A16 | 4A17 | 4B1 | 4B2 | 4B3 | 4C6 | 4C9
4D3 | 4D4 | 4D5 | 4D6 | 4F1 | 4F2 | 4Gl | 4H3

Mandatory units

Unit number Title Assessor’s Date
signature
2B4 Deter mine and review authorisations D. Higgitt 6/2/05
2B5 Identify and manage oper ational threats and D. Higgitt 6/2/05
risks
2B6 Plan policing oper ations D. Higgitt 6/2/05
4A5 Manage the use of financial resources (MCI
B3)
4A8 Manage activitiesto meet requirements (M CI
A2)
4D2 Manage the per for mance of teams and
individuals (MCI C13)
4G3 Promote a health and safety culturein the
wor kplace (ENTO E)

This section of the form is for your
assessor to sign each time you
successfully achieve a unit.
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Optional units

Unit number Title ASSessor’s Date
signature

1B5 Evaluate, prioritise and review demandsfor
services (CINTO A215)

2B2 Formulate, monitor and review tacticsto
achieve strategic objectivesfor policing
operations

2G1 Manage major investigations

2K3 Authorise and manage police detention

4A2 Evaluate and impr ove or ganisational

performance (MCIl A8)

4A3 Manage change in organisational activities
(MCI A5)

4A4 Manage the use of physical resources (MCI
B2)

4A13 Deter mine the effective use of resources (M Cl
B4)

4A15 Manage information for action (MCI D1)

4A16 Provideinformation to support decision

making (M CI D4)

4A17 Useinformation to takecritical decisions (M Cl
D6)
4B1 Develop a strategy and plan for recruitment

and selection (ENTO P3)
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Unit number Title ASSessor’s Date
signature

4B2 Develop a strategy and plan for the promotion
of equality of opportunity and diversity
(ENTO P8)

4B3 Design, deliver and evaluate proceduresto
promote equality of opportunity and diversity
(ENTO P24)

4C6 Design, deliver and evaluate learning and
development procedures (ENTO P23)

4C9 Develop management teams (M CI C11)

4D3 Chair and participate in meetings (MCI D3)
4D4 Manage yourself (MCI C1)

4D5 Develop your own resources (MCI C2)

4D6 Enhance your own performance (MCI C3)
4F1 Set and manage local media strategies

4F2 Establish, maintain and userelationshipswith

the media to explain and promote the agency
and itswork (CINTO A401)

4G1 Conduct an assessment of risksin the
workplace (ENTO G)

4H3 Represent one’ s own agency at other agencies
meetings (CINTO F408)

4H6 Enhance productive working relationships
(MCI C6)
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Example 4: Evidence achievement record

Evidence achievement record

Unit 4A4 Manage the use of physical resources
Element 4A4.1 Plan the use of physical resources
Performance criteria Assessor to insert date each time

competence is achieved
Y ou must be able to:

1 giveopportunitiesto relevant people to provide information about
the physical resources required

2 ensureyour planstake account of relevant past experience, trends
and developments and factors likely to affect future resource use

3 ensureyour plans are consistent with your organisation’s objectives,
policies and legal requirements

4 present your plansto relevant peoplein an appropriate and timely
manner

Range Assessor to insert date each time
competence is achieved

1 Relevant people

a team members

b colleagues working at the same level

¢ higher-level managers or sponsors

d people outside your organisation

2 Plan

a shortterm

b mediumterm

c longterm
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Feedback/comments:
Consistent with objectives and legal requirements and shows you have consulted and
worked with as wide a group as possible (partnership approach), and have received

help in solving problems.
Your plans are appropriate, they could be understood, they were produced on time

and when required.

Assessor’s signature: Darren Higgit Date: 21/03/05
Candidate’s signature: Bethany Fox Date: 21/03/05
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Example 5: Knowledge evidence record

Knowledge evidence record

Unit 4A4 Manage the use of physical resources

Evidence key:

El Evidence Index No. O Observation P Personal Statement
WT Witness Testimony PD Professional discussion APL  Accreditation of Prior Learning
Q&A  Questions and Answers

Type of Evidence

To be competent in this unit, you must know and

understand the following El o] P wr || pD || ApL | | Q%A

Date

Communication

1 how to present and communicate plans on resource
. v v
usage effectively
2 how to develop and present an effective case for v v

resources to relevant people

Involvement and motivation

3 how to encourage and enable staff to communicate v
their needs for resources

4 how to obtain and maximise commitment to resource v
planning

5 how to encourage and empower team members to take v

responsibility for the efficient use of resources

Organisational context

6 organisational objectives, policies and legal
requirements rel evant to resource usage, how to v

interpret these and identify the implications for
resource planning

7 proceduresto follow in order to request resources v

8 thelegal and organisational requirements which
govern the selection of suppliers, how to interpret v

these and identify the implications for your work

9 theorganisational and legal requirements regarding the
impact of resource usage on the environment and how v

to minimise adverse effects

10 your organisation’s requirements for controlling v
resource usage

11 your planned objectives and measures for resource v
usage
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To be competent in this unit, you must know and
understand the following

Planning

12 the principles underpinning effective resource
planning and your role and responsibility in relation to
this

13 how to develop short-, medium- and long-term plans
for the use of resources

14 the types of trends and devel opments which might
impact on your use of resources, how to analyse these
and draw out the implications for planning

15 how to adjust work plansin the event of required
resources not being available

Analytical techniques

16 how to carry out cost-benefit analyses for the use of
resources

17 how to analyse work activitiesto identify required
supplies

18 how to select from arange of suppliersto ensure value
for money, consistency, quality and continuity of
supply within organisational and legal requirements

Resource management

19 the physical resources which you need to carry out
your activities effectively

20 theimportance of continuity of suppliesto maintaining
the quality of products and services and your role and
responsibility in relation to this

21 therange of suppliers available for the physical
resources you require

22 therange of problems which may occur with supplies
and suppliers and effective corrective action to take in
response to these

23 theimportance of accurate record-keeping in managing
supplies and suppliers, and systems to ensure that this
happens properly

24 therange of obstaclesto efficient use of resources and
effective corrective action to take in response to these

25 theimportance of effective record keeping in the use
of resources and how to ensure that this happens

Type of Evidence

El

PD

APL

Q&A
Date
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To be competent in this unit, you must know and
understand the following

Agreements and contracts

26 how to establish effective agreements with suppliers
and the legal, ethical and organisational requirements
which govern these

Monitoring and evaluation

27 how to monitor the provision of suppliesto ensure
ongoing quality, quantity, delivery and time
requirements are being met

28 theimportance of effective monitoring of resource use
to organisational efficiency and your role and
responsibility in relation to this

29 how to monitor and control resource usage to maintain
consistency and quality in the provision of products
and services

Information handling

30 principles of confidentiality regarding the use of
resources. which types of information may be made
available to whom

Type of Evidence

El p WT PD APL Q&A
Date

v v

v v

Feedback/comments

The candidate has satisfied the assessor and internal verifier that the performance evidence and criteria,

the range, and knowledge and understanding requirements have been achieved.

Candidate’s signature: Bethany Fox
Assessor’s signature: Darren Higgit

Internal verifier’s signature: E. James

Date: 25/03/05
Date: 25/04/05
Date: 25/04/05
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Example 6: Personal statement

for public order policing of alarge-scale
public demonstration, serious disorder
broke out in another part of the area. All
available resources being aready
deployed, | instigated my own contingency
plan, quickly deploying mutual aid from
the Metropolitan Police Service.

Date Evidence |Detailsof statement Linksto |Units,
index other elements,
number evidence |PCs, and

(enter range
numbers) |covered

19/02/05 15 On 12/02/05, having organised resources 12,14

Candidate’s signature: Bethany Fox

Date: 22/02/05
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Example 7: Observation record

UNI/EEMENE(S): 11 oottt b e be e besnene e
Candidate: Bethany Fox ... Date of observation: 27/02/05 ...........

VLo [ (o a Lo [ 10 T ] oLt TP

Skills/activities observed: PCs and range covered:

Planning resource objectives, measures | All in 4A4.1
for resource usage

Knowledge and understanding apparent from this observation:

Managing changes in organisation, succession planning.

Other units/elements to which this evidence may contribute:

Assessor comments and feedback to candidate:

Candidate presented proposals for re-organisation of Major Crime Task Force
from two teams to three. Demonstrated good knowledge of the difficulties
faced by Area Crime Management in supplying experienced detective officers
and suggested innovative solution in utilising Intervention officers on
secondment, with subsequent benefits in their Personal Development Records.

| can confirm the candidate’ s performance was satisfactory.

Assessor’s signature:  Darren Higgit Date: 27/02/05
Candidate’s signature: Bethany Fox Date:27/02/05

48 N016193 — Guidance for centres — Edexcel Levels4 and 5 NVQ in Police Operational Management — Issue 1 — May 2005



Example 8: Witness testimony

NVQ titleand level: Edexcel Level 4 NVQ in Police Operational Management
Candidate name: Bethany Fox
Evidenceindex no: 2

Where applicable, evidence number
to which this testimony relates: 2/3

Element(s): 7 Range: 1-2

Date of evidence: 27/02/05

Witness name: Ch Inspector Smith, Metropolitan Police TO28
Relationship to candidate: None

Details of testimony:

On 13/02/05 the MPS were required to supply Mutual Aid to Hertfordshire
units. The Silver commander was Supt Bethany Fox. She had already contacted
myself two weeks earlier to forewarn of the planned event and explained that
this would commit all available Hertfordshire Public Order resources. As a result
of this approach, I reserved several Police Support Units, and was therefore able
- when requested - to deploy these units in Hertfordshire to deal with
unexpected disorder. Had Supt Bethany Fox not contacted myself in the first
instance, these resources may not have been available with serious implications
for the community.

| can confirm the candidate' s evidence is authentic and accurate.
Witness signature: Ian Smith

Name: Chief Inspector Ian Smith
Date: 29/02/05

Pleasetick (v') the appropriate box.
Al Award/D32/D33 Award

v | Familiar with the NVQ standar dsto which the candidate isworking
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Example 9: Professional discussion

NVQ titleand level: Edexcel Level 4 in Police Operational Management
Candidate name: Bethany Fox
Evidenceindex no:

Where applicable, evidence
no to which thistestimony

relates:

Element(s): 19

Date of evidence: 28/03/05
Assessor: Darren Higgit

Details of professional discussion:

Circumstances of assessment: Six monthly review of departmental requirements
inIT

Q: What are your departments most pressing IT requirements?

A: Firstly, provision of individual work stations for offices and additional laptop

computers. Secondly, development of software to replace crime reporting,
intelligence, and departmental records.

Q: As the latter is already under development, how can the former contribute to
Force objectives.

A: Combating burglary in a Home Office and Force objectives. As the
development of software solutions advances, it is essential that it can be shared
with our partner organisations in the most timely and appropriate manner.

Complete professional discussion recorded on audio tape labelled evidence no. 7.

I can confirm that thisis an accurate record of our professional discussion.

Assessor’ssignature:  Darren Higgitt Date:  30/03/05

Candidate' ssignature: Bethany Fox Date.  30/03/05
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Example 10: Record of questions and candidate’s answers

Unit: 4A4 Element(s): whole unit

Evidence index number: 19

Circumstances of assessment:

Knowledge is inferred from performance and professional discussions across the
whole unit. To confirm the knowledge and understanding requirements, I asked
the candidate a humber of questions indicated below:

List of questions and candidate’s responses:

Q: In what way have you developed partnership working to better manage your
resources?

A: Under the Crime & Disorder Act there is a responsibility to develop Multi-
Agency partnership working. This means that other agencies such as the local
Authority, Local Council, Social Services take ownership of the same identified
problem and work together to devise a strategy. This means that the Police no
longer have the sole responsibility to take action. Crime issues are tackled
together which means that less Police resources are tied up.

The introduction of PCSO's (Police Community Service Wardens) has allowed for
police officers to focus on the targeting of offenders & to take part in
intelligence lead operations.

Utilising other resources such as the special constabulary allows for more
effective use of other police resources.

Q: How was your management of diversity contributed to improved resource
management?

A: Understanding the needs of the team and the qualities they bring assists in
the delegation of tasks. Things like life experiences, cultural back ground, length
of service all impact upon the individual a sound knowledge of each team member
and an understanding of that assists when assigning work duties.

Ensuring that individuals needs are met promotes a good working environment
improves morale which in furn encourages a happier force.

Assessor’ s signature: Darren Higgit Date: 30/03/05
Candidate ssignature: Bethany Fox Date: 30/03/05
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Section 5: Assessment strategy

Introduction

This section sets out the recommendations and specifications of the PSSO (who are now Skills
for Justice SSC) on behalf of the Police Sector of the UK, for the assessment and quality
control systemsrequired for qualifications linked to the National Occupational Standards for
the Police service.

The following sections outline the Skills for Justice and Edexcel’ s specific principlesin regard
to:

e external quality control

e workplace assessment

e theuseand characteristics of simulation

e therequired occupational expertise of assessors and verifiers.

These principles are in addition to the generic criteriathat Edexcel must meet for the delivery
of NVQs, asrequired by the Qualifications and Curriculum Authority’s (QCA’s) NVQ Criteria
and Code of Practice.

Independent assessment

Independent assessment is about the independent assessment of the competence of the
candidate, and is not about dual assessment of the evidence. It is arequirement that an
Independent Assessor will assess a candidate in the candidate’ s workplace. Candidates will be
required to present arange of evidence, which must include a substantive component which has
been assessed by someone who isindependent from the candidate. The term ‘a substantive
component’ is defined here as at |east one identified key element (key elements are listed in
Annex B) of one of the Mandatory units of any NV Q (for mandatory units please refer to the
structure in Section 2. Independence is defined here as an occupationally competent job holder
who is a'so competent as an assessor (see Occupational Expertise of Assessors and Verifierson
page 55) but will not act as the candidate’ s primary assessor and has no working or line
management relationship with the candidate.

In each three year period following the centre' s approval to offer the qualification, all of the
key elements identified must be covered by independent assessment. (The key elements have
been identified in Annex B and they will be subject to review).

External quality assurance

The external quality assurance of this assessment strategy is a rigorous and robust system of
internal and external verification. The Monitoring and standardisation of assessment decisions
will be achieved by arobust and strong external verification system. The mechanisms required
to achieve this are outlined in QCA’s NVQ Criteria and Code of Practice.

Risk management

Edexcel will evaluate all external verification reports and other data relating to a centre and any
risks relating to quality control will be addressed. External verification, monitoring, support and
control will be put in place as appropriate to each centre's level of risk.
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Workplace assessment

Edexcel believes that the majority of assessments of a candidate’ s performance must take place
in the workplace. This principle will apply to all units, except those for which simulation has
been deemed acceptabl e (see simulation below).

In order to ensure that the evidence used to assess candidates against the National Occupational
Standardsisvalid, al centres must demonstrate that the candidates have access to the types of
resources commonly in use in the sector and that the pressures and constraints of the workplace
arereflected.

It is accepted that the assessment of knowledge and understanding may take place in a different
environment, for example a Training and Devel opment Centre or another environment, whichis
not the immediate workplace. However, the assessment of this knowledge and understanding
should be linked directly to workplace performance.

Edexcel believesthat direct observation by a competent assessor (see Occupational Expertise of
Assessors and Verifiers on page 55) is always to be preferred but recognises that there are other
alternative methods of assessment.

Simulation

Assessment in a simulated environment should only be used in the following circumstances:
o whereitisdifficult to collect evidence through areal work situation,
e evidence in the workplace will not be demonstrated within an acceptable time frame.

e thenature of the work activity presents high risk/danger to the candidate and others, for
example, firearms operations.

Annex C of this Assessment Strategy indicates which National Occupational Standards are
suitable for simulation.

The demands on the candidate during simulation should be neither more nor less than they
would be in areal work situation.

Guidancefor running simulation
e simulations should only be used where stated in the National Occupational Standards

e al simulations must be planned, devel oped and documented by the centre in away that
ensures the simulation correctly reflects what the standard seeks to assess

e al simulations must be agreed with the external verifier prior to use.
All simulations should follow these basic principles:

e the simulation must be as realistic as possible and draw on real resources that would be
used in the sector; for example if the candidate has to search an areawithin acell for an
unauthorised item (eg a weapon), the simulation must require them to search areal cell,
even if the unauthorised item has to be selected and conceal ed by the assessor

e where simulations are used they must be based on an environment which reflects sector
working practices and must be based on current working practice

e |ocation and environment of the simulation will be agreed with the external verifier prior to
taking place

e where simulations are used, they must be based on an environment which reflects sector-
working practices and the real work situation as closely as possible and must be able to
meet the requirements of the National Occupationa Standards.
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Occupational expertise of assessors and verifiers

Edexcel believes that the occupational expertise of assessors and verifiersis one of the key
factors underpinning valid, fair and reliable assessment. The integrity and professionalism of
assessors, internal and external verifiers are of paramount importance.

ASSEssors

All assessors must:

1

be occupationally competent. This means that each assessor must be competent in the
functions covered by the unitsthey are ng, to the standard described within them,
according to current sector practice. They will have gained their occupational competence
working within the police sector or within an appropriate occupational sector.

have current experience within their occupational roles. This means having held the post
for aminimum of one year within the past two years which involved performing the
activities defined in the standards as an experienced practitioner or trainer.

be familiar with the National Occupational Standards; and must be able to interpret and
make judgements on current working practices and technol ogies within the area of work

have sufficient time to carry out the role in accordance with the QCA’s NVQ Criteria and
Code of Practice.

actively engage in Continuous Professional Devel opment activities, which may include
those offered by Edexcel, the Skills for Justice or other relevant providersin the sector to
keep up-to-date with developments relating to the changes taking place in the police sector.

hold or be working towards an appropriate assessor qualification. Achievement of the
qualification must be within the timescales laid down in the NV Q Criteria and Code of
Practice. Approved centres will be required to provide Edexcel/external verifier (as
appropriate) with current evidence of how each assessor meets this requirement; for
example, certificates of achievement, testimonials, references or any other relevant records.

NB Where an assessor is working towards the units for assessing NV Qs, Edexcel must require
that assessment decisions are countersigned by another assessor who holds the units for

ng NV Qs. The assessor holding the units for assessing NV Qs may or may not meet the
criterialaid out in bullet points 1 to 6 above.

Additionally such arrangements should be agreed with Edexcel and Edexcel will monitor the
situation through the external verification process.

Internal verifiers

Internal verifiers must:

be occupationally knowledgeable in respect of the units they are going to verify prior to
commencing therole; it iscritical that internal verifiers understand the nature and context
of the assessors' work and that of their candidates due to the risk critical nature of the work
and the legal implications of the assessment process

understand the content, structure and assessment requirements for the awards they are
verifying

actively engage in Continuous Professional Devel opment activities, which may include
those offered by Edexcel, the Skills for Justice or other relevant providers in the sector to
keep up-to-date with devel opments relating to the changes taking place in the police sector

hold or be working towards appropriate internal verifier qualifications as approved, and
specified by, the regulatory authorities within the timescales laid down in QCA’s NVQ
Criteria and Code of Practice.
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Section 6: Further information

How does an organisation become a centre?
An organisation can offer NV Qs either by becoming aregistered centre in its own right or by
working with an organisation that has this status.

A centreis responsible for ensuring that internal quality control mechanisms are in place.
Specificaly, a centre needs to:

e develop aphysical resource within the centre that addresses the needs of candidates
e select and train assessors and internal verifiers according to the relevant SSC specifications

e provide appropriate assessment opportunities for candidates, eg a suitable number at
suitable times

e provide candidates with copies of the units for the NV Q appropriate to their qualification

e provide assessors and internal verifiers with copies of the standards for the NV Q for which
they are responsible

Details of approval procedures are available from our Customer Services and our website.
Review and evaluation

The effective development of the programme depends on afull review of its operation and
candidate performance. The review should be structured to allow all interested parties
(candidates as well as staff) to contribute. The review should eval uate:

e success in meeting and the continuing relevance of the aims of the programme

e previous action plans

e admission, induction, advice and exit arrangements

e the programme of activities and arrangements for all candidates

e the assessment strategies and methods

e resource needs and availability of the resources to candidates

e therelevance, currency and effectiveness of support materials

e theexterna verifier scomments

e future resource requirements, including staff development.

A review should take place at |east once during each programme. A report and an action plan
describing the findings and actions to be taken should be produced after each review.
Registration

Every candidate must be registered with an assessment centre that has been approved to deliver
the NV Q they wish to complete.

To register, candidates should complete an Edexcel registration form (available from your
centre contact, or Entries and Certification, Edexcel, One90 High Holborn, London, WC1V
7BH). The form should be returned to Edexcel viathe candidate’ s centre contact. Edexcel will
register candidates and issue them with an enrolment number. Candidates should check this and
ensure al their details are correct. The notification will show their name, asit will appear on
any award they receive. Any correction should be communicated to Edexcel immediately.
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Aninitial registration fee hasto be paid to Edexcel at this stage. Each assessment centre will
have its own procedures for this and will clarify with candidates what payments, if any, they
will have to make and when.

Candidate entries

Entries for NV Qs will be accepted on a group award or unit-by-unit basis.

In most cases, candidates will be entered for agroup award, as well as for the component units.
If you enter a completion date for the group award, you need not enter the compl etion date for
the component units (providing the completion date is the same), as verification will be carried
out on the whole-group award.

All NVQ entrieswill need to be processed 10 weeks before the end of the month you have
given as the completion date.

Please note that for NV Q units and group awards, there is no discretion in the application of the
10-week rule. We like all other NVQ and SV Q awarding bodies, are required to operate this
rule to comply with the national criteriafor accreditation as an awarding body. This means that
no NV Q certification can take place until the 10-week period has el apsed.

Certification process
To enable candidates to receive their qualification efficiently, it is essential that you are

familiar with the certification procedures used by Edexcel.

Once a unit has been achieved and the unit achievement form countersigned by the internal
verifier, the centre contact should register this with Edexcel.

Details of the candidate’ s achievement will be entered in our records and we will issue a
‘Record of Achievement’. Thiswill be sent to the centre contact to be passed on to the
candidate.

When the candidate has achieved all the required units, we will issue the NV Q certificate.
Centre contacts should be aware of Edexcel requirements. For example:

e relevant forms and documents and how to complete them

e theaccredited centre number and relevant contacts

e appropriate Edexcel contacts

e how long qualifications take to process.

Y our centre should inform assessors and internal verifiers on the administrative procedures
used before assessment of candidates begins.

All assessors should ensure that there are full records of assessment and related evidence
available for inspection by the external verifier. Such inspection is part of the external verifier's
role, to ensure that the accredited centre is maintaining quality standards.

If thereisapraoblem

Should a Record of Achievement or certificate not arrive when expected, the centre should
contact Edexcel and have available:

e the candidate' s enrolment number
e the centre sregistration number

e the name and number of the scheme and qualification that the candidate has entered, eg
Edexcel Levels4 and 5 NVQ in Police Operational Management.

This ensures that the correct records can be accessed as quickly as possible.
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Payment of fees

Edexcel will invoice the assessment centre for all fees due, both for registration of new
candidates and certification of candidates achievement. The assessment centre is responsible
for paying these fees to Edexcel and for making its own arrangements to claim any fees due
from candidates or their employers.

Anti-discriminatory practices

As part of the approval process, centres are required to ensure that they have an equal
opportunities policy that covers all aspects of assessment including access to assessment and
taking into account the timing and frequency of assessments. Internal verifiers have akey role
in their work with assessors to ensure that assessments do not discriminate against any
candidates.

All centres should publish an appeals procedure, which is made available to staff and
candidates.

Access and special assessment arrangements

Edexcel’ s policy on Access Arrangements and Special Considerations for BTEC and Edexcel
NVQ qualifications aims to enhance access to the qualifications for learners with disabilities
and other difficulties (as defined by Disability Discrimination Act1995 and the amendments to
the Act) without compromising the assessment of skills, knowledge, understanding or
competence being measured.

Further details are given in the policy Access Arrangements and Special Considerations for
BTEC and Edexcel NVQ qualifications, which is on the Edexcel website (www.edexcel .org.uk).
This policy now replaces the previous Edexcel policy concerning learners with requirements,
Assessment of Vocationally Related Qualification: Regulations and Guidance relating to
Learnerswith Special Requirements (2002).

Candidates with a physical disability, a sensory impairment, a specific learning difficulty or a
temporary disability at the time of the assessment may be eligible for special assessment
arrangements.

Special assessment arrangements are intended to enable candidates to demonstrate their level of
competence in relation to the qualification standards. They are not intended to compensate for
lack of competence and should not:

e givean unfair advantage to candidates

e reduce the validity and reliability of the assessment or compromise the credibility of the
award

e mislead users of Edexcel certificates about candidates’ competence.

It isimportant to note that where special assessment arrangements are applied, they may result
in an amended certificate being issued. Any requests for special assessment arrangements need
to be submitted to Edexcel at the earliest possible date and separately from the entry itself.

What else you should read

The Edexcel Policy Framework publication provides additional information that is directly
relevant to the provision of NVQs. Thisis revised annually.

Edexcel Level 4 NVQ in Police Operational Candidate Guidance and Logbook — N016187
Edexcel Level 5 NVQ in Police Operational Candidate Guidance and Logbook — N016192
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To order these publications, please contact:

Edexcel Publications
Adamsway
Mansfield
Nottinghamshire
NG18 4FN

Telephone: 01623 467467
Fax: 01623 450481
E-mail: publications@Iinneydirect.com

For further information about these or any other qualifications, please contact our Customer
Services on 0870 240 9800 (calls may be recorded for training purposes).

Other publications that may provide additional information that are directly relevant to the
provision of NV Qs consist of:

e NVQ Code of Practice 2001 (Order ref: QCA/03/875)
e Internal verification of NV Qs (Order ref: QCA/98/164)
e Assessing NVQs (Order ref: QCA/98/135)

These can be ordered directly from QCA from:

QCA Publications
PO Box

Sudbury

Suffolk

CO10 2SN

Telephone: 01787 884 444
Fax: 01787 312 950
Website:  www.qca.org.uk

Where are the standards available from?

The standards have been produced by the Sector Skills Council for the Edexcel Levels4 and 5
NV Qs in Police Operational Management and are available from:

Skillsfor Justice SSC
9 Riverside Court

Don Road

Sheffield S9 2TJ

Telephone: 0114 261 1499

Fax: 0114 261 8038

Website: www.skillsforjustice.com

The standards have been written in a user-friendly way to give as much guidance as possible to
candidates, assessors and centres. All centres must have a copy of the standards and these
should be available to candidates, assessors and internal verifiers. The standards are fully set
out in our logbook.
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Annex A

Justification for independent assessment

In September 2002, the PSSO (the former SSC for the Police sector) circulated a consultation
questionnaire with the aim of gathering feedback from the sector on the draft Assessment
Strategy for the police sector. Detailed data on the responsesis available from Skills for Justice
on request.

Summary of responses

Respondents were broadly supportive of the draft Assessment Strategy, praised its
comprehensiveness, and made a number of useful suggestions for improving and clarifying
sections.

Almost two thirds of respondents favour an Assessment Strategy that includes a rigorous and
robust system of internal and external verification and a form of independent assessment.

The main reasons provided were: credibility, quality assurance, objectivity, consistency and
standardisation, fairness and equity. Respondents suggested that independent assessment would
not only achieve acceptance amongst those being assessed, but would enhance the credibility of
the scheme externally.

Options for providing independent assessment:

1 Bringing an independent assessor to the candidate

This option is the most favoured option of the sector following the consultation. It will ensure
that real workplace competence is independently assessed whilst allowing the candidate to
remain in afamiliar environment.

2 Movingthe candidateto an independent assessment centre

There were a number of concerns about the administration of thistype of independent
assessment most notably abstraction from the workplace and it is not considered a viable option
in the police sector.

3 Open written response assessment, including structured and semi- structured case
studies

The sector is keen that independent Assessment reflects real work place competence. The
development of case studiesin aformal written format is not a pre-requisite of many of the
roles within the sector particularly within the police constable role. Therefore this method of
assessment would not reflect real work place competence.

4 Centrally determined oral questioning

Due to the inherent differences across the country in terms of the nature of the areas policed
centrally determined oral questions would not reflect the different scenarios and situations that
individual candidates will face on a day-to-day basis. Therefore this method of assessment
would not reflect real work place competence.

5 Centrally set and assessed test

Whilst knowledge is extremely important within the policing environment it is the application
of that knowledge into the work place that is critical. Centrally set and assessed tests would be
expensive to administer and would not provide the flexibility to employers and candidates.
Finally, the requirement to complete knowledge based work in atest environment does not
reflect work based competence in the police sector.
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6 Centrally set, locally assessed and exter nally verified test or assignment

Whilst knowledge is extremely important within the policing environment it is the application
of that knowledge into the work place that is critical. Centrally set and assessed tests would be
expensive to administer and would not provide the flexibility to employers and candidates.
Finally, the requirement to complete knowledge based work in atest environment does not
reflect work based competence in the police sector.

Whilst acknowledging the difference in the methodol ogy in this option these differences are not
significant enough to alter the position on testing and assignments outlined above.

7 An‘adviser’ acting asa mentor to the candidate so that the assessor isindependent of
the candidate

This option introduces a further role into the process, over and above line manager and
assessor. Thiswould incur additional costs for employers which would dissuade them from
taking any qualifications linked to this assessment strategy.
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Annex B
Key elements for Independent Assessment

Edexcel Level 4 NVO in Police Operational Management

Unit 1B5 Evaluate, prioritise and review demandsfor services (CINTO A215)
1B5.2 Negotiate and agree priorities and plans

Unit 2B2 Formulate, monitor and review tacticsto achieve strategic objectivesfor
policing oper ations

2B2.1 Formulate tactics for policing operations

Unit 2B4 Determineand review authorisations

2B4.1 Respond to requests for authorisations

Unit 2B5 Identify and manage operational threatsand risks
2B5.2 Manage operational threats and risks

Unit 2B6  Plan policing operations

2B6.1 Plan local policing operations

Unit 4A2 Evaluate and improve organisational performance (MCIl A8)
4A2.2 Evaluate your organisation’ s performance

Unit 4A3 Manage changein organisational activities (MCIl Ab)
4A3.3 Plan the implementation of change in activities

Unit 4A4 Manage the use of physical resources (MCI B2)
4A4.1 Plan the use of physical resources

Unit 4A5 Managethe use of financial resources (M CIl B3)
4A5.2 Control expenditure against budgets

Unit 4A8 Manage activitiesto meet requirements (MCI A2)
4A8.3 Ensure products and services meet quality requirements
Unit 4A15 Manageinformation for action (MCI D1)

4A15.2 Inform and advise others

Unit 4A16 Provideinformation to support decision making (MCI D4)
4A16.3 Analyse information to support decision making

Unit 4A17 Useinformation to take critical decisions (M CI D6)
4A17.3 Take critical decisions

Unit 4B2 Develop a strategy and plan for the promotion of equality of opportunity and
diversity (ENTO P8)

4B2.3 Take responsibility for implementing equality of opportunity and diversity plans
Unit 4C9 Develop management teams (M Cl C11)

4C9.2 Improve the effectiveness of management teams
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Unit 4D2
4D2.3
Unit 4D3
4D3.1
Unit 4F1
4F1.2
Unit 4G3
4G3.2
Unit 4H3
4H3.2

Manage the performance of teams and individuals (MCI C13)

Assess the performance of teams and individuals

Chair and participate in meetings (MCI D3)

Chair meetings

Set and manage local media strategies

Manage local media strategies

Promote a health and safety culture within the workplace (ENTO E)
Implement plans to promote a health and safety culture in the workplace
Represent one’sown agency at other agencies meetings (CIJNTO F408)

Make contributions to other agencies’ meetings

Edexcel Level 5 NVO in Police Operational Management

Unit 2B1
2B1.1
Unit 2B2

2B2.1
Unit 4A1
4A1.3
Unit 4A2
4A2.2
Unit 4A3
4A3.3
Unit 4A4
4A4.1
Unit 4A6
4A6.2
Unit 4A7
4A7.1
Unit 4A15
4A15.2
Unit 4A16
4A16.3
Unit 4A17
4A17.3
Unit 4B2

4B2.3

Set, monitor and review strategiesfor policing operations
Set strategies for policing operations

Formulate, monitor and review tacticsto achieve strategic objectives for
policing oper ations

Formulate tactics for policing operations

Establish strategiesto guide thework of your organisation (MCI A7)
Formulate objectives and strategies to guide your organisation
Evaluate and improve organisational performance (MCIl A8)
Evaluate your organisation’ s performance

Manage change in organisational activities (M Cl A5)

Plan the implementation of change in activities

M anage the use of physical resources (MCI B2)

Plan the use of physical resources

Assess, negotiate and secur e sour ces of funding (Lantra CU99)
Negotiate and secure sources of funding

Maintain activitiesto meet requirements (MCl Al)

Maintain work activities to meet requirements

Manage information for action (M Cl D1)

Inform and advise others

Provide information to support decison making (MCl D4)
Analyse information to support decision making

Useinformation to take critical decisions (M Cl D6)

Take critical decisions

Develop a strategy and plan for the promotion of equality of opportunity and
diversity (ENTO P8)

Take responsibility for implementing equality of opportunity and diversity plans
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Unit 4C9
4C9.2
Unit 4D3
4D3.1
Unit 4F1
4F1.2
Unit 4G3
4G3.2
Unit 4H3
4H3.2
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Develop management teams (MCI C11)

Improve the effectiveness of management teams

Chair and participate in meetings (MCI D3)

Chair meetings

Set and manage local media strategies

Manage local media strategies

Promote a health and safety culture within the workplace (ENTO E)
Implement plans to promote a health and safety culture in the workplace
Represent one's own agency at other agencies' meetings (CIJNTO F408)

Make contributions to other agencies’ meetings
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Annex C

The acceptability of simulation for units

2B1  Set, monitor and review strategies for policing operations Yes
2B2 For.m'ul ate, monitor and review tactics to achieve strategic objectives for Yes
policing operations
2B4  Determine and review authorisations Yes
2B5  Identify and manage operational threats and risks Yes
2B6  Plan policing operations No
2G1  Manage major investigations Yes
2H7  Manage and co-ordinate interviews for complex or major investigations No
2K3  Authorise and manage police detention No

Note: for the acceptability of simulation for imported units (not listed above) please refer to the
relevant standards setting bodies.
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Annex D

QCA codes

The QCA National Qualifications Framework (NQF) code is known as a Qualification
Accreditation Number (QAN). Thisis the code that featuresin the DfES Funding Schedule —
Sections 96 and Section 97 and is to be used for all qualification funding purposes. Each unit
within a qualification will a'so have a QCA NQF unit code.

The QCA qualification and unit codes will appear on the learner’ sfinal certification
documentation.

The QANsfor qualificationsin this publication are:
100/4825/X Edexcel Level 4 NVQ in Police Operational Management
100/4826/1 Edexcel Level 5 NVQ in Police Operational Management
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Annex E

Key skills mapping

Edexcel Level 4 NVQ in Police Operational M anagement

Key skills
c @
S E - 2 5 2
3 £ c8B| 2 E = &
O 5 582 | S 3 c c
c =€ © S =5
S 5 © S E % O
= = EEG| 2 5 28
5 S $E-| 2 S 3T
PSSO units O S =0 S a 5 ®
< E
1B5 Evauate, prioritise and review
demands for services (CINTO 3 -
A215)
2B2  Formulate, monitor and review
tactics to achieve strategic
o T 3 4
objectivesfor policing
operations
2B4  Determine and review 3 4
authorisations
2B5  Identify and manage operational 2 4
threats and risks
2B6  Plan policing operations 2
2G1  Manage major investigations 3
2K3  Authorise and manage police
. 3 3
detention
4A2  Evaluate and improve
organisational performance 3 4
(MCI A8)
4A3  Manage change in organisational 3 4
activities (MCI A5)
4A4  Manage the use of physical 3 4
resources (MCI B2)
4A5  Manage the use of financial 3 4
resources (MCI B3)
4A8 Manage activities to meet 3 4
requirements (MCI A2)
4A15 Manage information for action 2 3
(MCI D1)
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Key skills

PSSO units

Communication

Application of number

Information and

Communication

Technology

Working with others

Problem solving

Improving own learning
and performance

4A16

Provide information to support
decision making (MCI D4)

4A17

Use information to take critica
decisions (MCI D6)

4B1

Develop a strategy and plan for
recruitment & selection (ENTO
P3)

4B2

Develop a strategy and plan for
the promotion of equality of
opportunity and diversity (ENTO
P3)

4B3

Design, deliver and evaluate
procedures to promote equality
of opportunity and diversity
(ENTO P24)

4C6

Design, deliver and evaluate
learning and development
procedures (ENTO P23)

4C9

Devel op management teams
(MCI C11)

4D2

Manage the performance of
teams and individuals (MCI
C13)

4D3

Chair and participate in meetings
(MCI D3)

4D4

Manage yourself (MCI C1)

4D5

Develop your own resources
(MCI C2)

4D6

Enhance your own performance
(MCI C3)

4F1

Set and manage local media
strategies

4F2

Establish, maintain and use
relationships with the mediato
explain and promote the agency
and itswork (CINTO A401)
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4G1  Conduct an assessment of risk in 2 3
the workplace (ENTO G)
4G3  Promote a health and safety
culture within the workplace 3 3
(ENTOE)
4H3  Represent one's own agency at
other agencies’ meetings - -
(CINTO F408)
4H6  Enhance productive working 3 4
relationships (MCI C6)
N.B. Numbers (2 to 4 in grid) denote the level of key skill covered in a unit.
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Edexcel Level 5NVQ in Police Operational M anagement

Key skills

PSSO units

Communication

Application of number

Information and
communication Technology

Working with others

Problem solving

Improving own learning
and performance

1B7

Facilitate collaborative action by
stakeholders to improve
environments and practices to
promote community safety and
social inclusion (CINTO B202)

N

w

2B1

Set, monitor and review
strategies for policing operations

2B2

Formulate, monitor and review
tactics to achieve strategic
objectivesfor policing
operations

2G1

Manage major investigations

2H7

Manage and co-ordinate
interviews for complex or major
investigation

4A1

Establish strategies to guide the
work of your organisation (MCI
A7)

4A2

Evaluate and improve
organisational performance
(MCI A8)

4A3

Manage change in organisational
activities (MCI A5)

4A4

Manage the use of physical
resources (MCI B2)

4A6

Assess, negotiate and secure
sources of funding (Lantra
CU99)

4A7

Maintain activities to meet
requirements (MCI A1)

4A11

Review external and interna
operating environments (MCl
Ab6)

4A14

Secure financial resources for
your organisation’s plans (MCI
B5)
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4A15 Manage information for action 3 2 2 3 3 3
(MCI DY)
4A16 Provide information to support 4 4 3 4 4 4
decision making (MCI D4)
4A17 Useinformation to take critical 4 4 3 4 4 4
decisions (MCI D6)
4B1  Develop astrategy and plan for 4 2 2 4 4 3
recruitment & selection (ENTO
P3)
4B2  Develop astrategy and plan for 4 2 2 4 4 3
the promotion of equality of
opportunity and diversity (ENTO
P8)
4C9  Develop management teams 4 2 2 4 4 4
(MCI C11)
4D3  Chair and participate in meetings 4 2 2 4 4 4
(MCI D3)
4F1  Set and manage local media 4 3 3 4 4 4
strategies
4F2  Establish, maintain and use 4 - 2 3 4 1
relationships with the mediato
explain and promote the agency
and itswork (CINTO A401)
4G3  Promote a health and safety 4 3 3 4 3 3
culture within the workplace
(ENTOE)
4H2  Develop and sustain effective 4 - - 4 4 -
working relationships with staff
in other agencies (CINTO F403)
4H3  Represent one's own agency at 4 2 - 4 4 -
other agencies’ meetings
(CINTO F408)
413 Implement quality assurance 4 2 2 4 4 4
systems (MCI F4)

N.B. Numbers (2 to 4 in grid) denote the level of key skill covered in a unit.
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Annex F

Wider curriculum mapping

The following grids map the knowledge covered in the Edexcel Levels4 and 5 NVQ in Police Operational Management against elements of the wider curriculum

v indicates at |east partial coverage of the element of the wider curriculum

ablank space indicates no coverage of the element of the wider curriculum

Edexcel Level 4 NVQ in Police Operational M anagement

Unit

Mor al/ethical

Social/cultural

Health and safety

Environment

1B5 Evaluate, prioritise and review demands for services
(CINTO A215)

2B2 Formulate, monitor and review tactics to strategic objectives for
policing objectives

2B4 Determine and review authorisations

2B5 Identify and manage operational threats and risks

2B6 Plan Police Investigations

2G1 Manage major investigations

2K 3 Authorise and manage police detention

4A2 Evaluate and improve organisational performance (MCI 8)
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Unit

Moral/ethical Social/cultural Health and safety Environment

4A3 Manage change in organisational activities

4A4 Manage the use of physical resources (MCI B2)

4A5 Manage the use of financial resources (MCI B3)

4A8 Manage activities to meet requirements (MCI A2)

4A13 Determine the effective use of resources (MCI B4)

4A15 Manage information for action (MCI D1)

4A16 Provide information to support decision making (MCI D4)

4A17 Use information to take critical decisions (MCI D6)

4B1 Develop a strategy and plan for recruitment and selection
(ENTO P3)

4B2 Develop a strategy and plan for the promotion of opportunity and
diversity (ENTO P8)

4B3 Design, deliver and evaluate procedures to promote equality of
opportunity and diversity (ENTO P24)

4C6 Design, deliver and evaluate learning and devel opment
procedures (ENTO P23)
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Unit Moral/ethical Social/cultural Health and safety Environment
4C9 Develop management teams (MCI C11)
4D2 Manage the performance of teams and individuals (MCI C13) v v
4D3 Chair and participate in meetings (MCI D3)
4D4 Manage yourself (MCI C1)
4D5 Develop your own resources (MCI C2)
4D6 Enhance your own performance (MCI C3)
4F1 Set and manage local media strategies v v
4F2 Establish, maintain and use relationships with the mediato
explain and promote the agency and its work (CINTO A401)
4G1 Conduct an assessment of risk in the workplace (ENTO G) v v
4G3 Promote a health and safety culture in the workplace (ENTO E) v v
4H3 Represent one’'s own agency at other agencies meetings
(CINTO F408)
4H6 Enhance productive working relationships (MCI C6) v v
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Edexcel Level 5NVQ in Police Operational M anagement

Unit

Mor al/ethical

Social/cultural

Health and safety

Environment

1B7 Facilitate collaborative action by stakeholders to improve
environments and practices to promote community safety and social
inclusion (CINTO B202)

v

v

v

v

2B1 Set, monitor and review strategies for policing operations

2B2 Formulate, monitor and review tactics to achieve strategic
objectives for policing operations

2G1 Manage major investigations

2H7 Manage and co-ordinate interviews for complex or major
investigations

4A1 Establish strategies to guide the work of your organisation
(MCI A7)

4A2 Evaluate and improve organisational performance (MCI A8)

4A3 Manage change in organisational activities (MCI A5)

4A4 Manage the use of physical resources (MCl B2)

4A6 Assess, negotiate and secure sources of funding (Lantra CU99)

4A7 Maintain activities to meet requirements (MCI A1)
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Unit

Mor al/ethical

Social/cultural

Health and safety

Environment

4A11 Review external and internal operating environments (MCI A6)

v

v

4A14 Secure financia resources for your organisation’s plans
(MCI B5)

4A15 Manage information for action (MCI D1)

4A16 Provide information to support decision making (MCI D4)

4A17 Use information to take critical decisions (MCI D6)

4B1 Develop a strategy and plan for recruitment and selection
(ENTO P3)

4B2 Develop a strategy and plan for the promotion of equality of
opportunity and diversity (ENTO P8)

4C9 Develop management teams (MCI C11)

4D3 Chair and participate in meetings (MCI D3)

4F1 Set and manage local media strategies

4F2 Establish, maintain and use relationships with the mediato
explain and promote the agency and its work (CINTO A401)

4G3 Promote a health and safety culture in the workplace (ENTO E)

4H2 Develop and sustain effective working relationships with staff in
other agencies (CINTO F403)
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Unit

Moral/ethical Social/cultural Health and safety Environment

4H3 Represent one’'s own agency at other agencies meetings
(CINTO F408)

413 Implement quality assurance systems (MCI F4)
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