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Qualification title covered by this specification

This specification gives you the information you need to offer the Edexcel Level 2 NVQ Diplgma ™, Public Services- Operational
Delivery (Uniformed) (QCF) 1

AN
Qualification title i Accreditation  Accreditation
i start date end date
Edexcel Level 2 NVQ Diploma in Public Services- Operational Delivery 500/8470/7 01/04/2010 31/03/2015

(Uniformed) (QCF)

These qualifications have been accredited within the Qualificatiop€ and Credit Framework (QCF) and are eligible for public
funding as determined by the Department for Education (DfE) un S ns 96 and 97 of the Learning and Skills Act 2000.

The qualification titles listed above feature in the funding lis ublis annually by the DfE and the regularly updated website.
They will also appear on the Learning Aims Database (LAE levant.

You should use the QCF Qualifications Accreditation Nu ‘? , when you wish to seek public funding for your learners.
Each unit within a qualification will also have a uniqu rence number, which is listed in this specification.

The QCF qualification title and unit reference numBgrs w ‘ appear on the learners’ final certification document. Learners need to
be made aware of this when they are recruite C kre and registered with Edexcel.

’ )
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UNIT 1: MAINTAIN COMPETENCE, KNOWLEDGE AND STANDARDS OF CONDUCT IN PUBLIC SERVICES

Key features of the Edexcel Level 2 NVQ
Diploma in Public Services- Operational
Delivery (Uniformed) (QCF)

This qualification:
e is nationally recognised

e is based on the Public Services National Occupational Standards (NOS).
The NOS, assessment strategy and qualification structure are owned by
Government Skills, the Sector Skills Council.

The Edexcel Level 2 NVQ Diploma in Public Services- Operationa
(Uniformed) has been approved as a component required f ic
Services Apprenticeship framework.

What is the purpose of this qualificatio

This qualification replaces existing provision in or. There is no other

qualification in the sector that meets the s of€arners in the Uniformed
public service workplace.

Who is this qualification f@r?
This qualifications is for all le %G+ and above who are capable of

reaching the required standa

Edexcel’s policy is that the ns should:

e Dbe free from any barfjers that restrict access and progression

e ensure equality PpO ty for all wishing to access the qualifications.
This qualification has'@€en designed for those working in the uniformed

public servic y 4
What e potential job roles for those working
tow e qualifications?

roles that learners working towards this qualification could
r include:

rmy Officer

¢ Army Soldier

e Royal Air Force ( RAF) Airman/Woman
e Royal Air Force ( RAF) Officer

¢ Royal Navy/Marines Officer

¢ Royal Navy/Marines Rating

e Signaller.

2 NO25004 — Specification — Edexcel Level 2 NVQ Diploma in Public Services — Operational Delivery
(Uniformed) (QCF) Draft 1 — July 2010 © Edexcel Limited 2010



What progression opportunities are available to learners
who achieve this qualification?
Learners can develop further in related sectors such as communication

technologies because of the fundamental relationships built into the
standards and structures.

Learners can progress onto BTEC qualifications at Levels 3 and 5 including :

= Edexcel BTEC Level 3 Certificate in Public Services
« Edexcel BTEC Level 3 Subsidiary Diploma in Public Services

* Edexcel BTEC Level 3 Diploma in Public Services (Uniformed)

» Edexcel BTEC Level 3 Diploma in Public Services (Non-uniform
= Edexcel BTEC Level 3 Extended Diploma in Public Services i

« Edexcel BTEC Level 3 Extended Diploma in Public Services
uniformed)

e Edexcel BTEC Level 3 Award in Fitness Testing an
Uniformed Public Services

= Edexcel BTEC Level 3 Award in Understandin isciplin
Public Services ,

e Edexcel BTEC Level 3 Certificate in Publi€ SectoryPractice

raini or the

in the Uniformed

« Edexcel BTEC Level 3 Certificate in PdbligySecto¥r Practice (Uniformed)
« Edexcel BTEC Level 3 Diploma in Publig§Sec Practice
« Edexcel BTEC Level 3 Diploma infRublic tor Practice (Uniformed)

» Edexcel Level 5 BTEC Higheg
= Edexcel Level 5 BTEC Highe

rtificate in Public Services

al Diploma in Public Services.

Further information j blelin Annexe A.

Y 4
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(QCF) Draft 1 — July 2010 © Edexcel Limited 2010
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UNIT 1: MAINTAIN COMPETENCE, KNOWLEDGE AND STANDARDS OF CONDUCT IN PUBLIC SERVICES

What is the qualification structure for the
Edexcel Level 2 NVQ Diploma in Public
Services — Operational Delivery
(Uniformed) (QCF)

Individual units can be found in the Units section. The QCF level and,credit
value are given on the first page of each unit.

A and a minimum of 25 credits from the optional units
may select additional optional units from Group B f hic y will
achieve unit certification.

Group A - Mandatory units
Credit value required: Minimum 13, Maximp 1 p

Unit Unit title Credit Guided
reference Learning
Hours
(GLH)
Y/601/3074 | Maintain comp edge 7 40
and standar ct in public
service
R/601/3087 | Work s in public service 2 15
K/601/3094 | Work eam member to deliver 4 30

ublic s ice

Group B - tignal units
Credit vﬂe uired: Minimum 25, Maximum 45.
Unit Unit title Credit Guided
reference Learning
Hours
(GLH)
A J
T/601/3096 | Administer first aid 1 8
F/601/3098 | Use and maintain physical resources | 6 40
K/601/2754 | Use communication systems in 3 25
working contexts
M/601/2755 | Meet physical fithess requirements 4 30
T/601/2756 | Conduct damage control activities on | 4 32
board ship
A/601/2757 | Plan and navigate a cross country 4 25
route
4 NO25004 — Specification — Edexcel Level 2 NVQ Diploma in Public Services — Operational Delivery
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Unit Unit title Credit Guided
reference Learning
Hours
(GLH)
F/601/2758 | Operate and maintain small arms 6 40
and team weapons
J/601/2759 | Participate in combat operations 8 60
preparation
A/601/2760 | Perform ceremonial duties 40
F/601/2761 | Participate in adventurous activities |4 3

N025004 — Specification — Edexcel Level 2 NVQ Diploma in Public Services- Operational Delivery (Uniformed)
(QCF) Draft 1 — July 2010 © Edexcel Limited 2010
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UNIT 1: MAINTAIN COMPETENCE, KNOWLEDGE AND STANDARDS OF CONDUCT IN PUBLIC SERVICES

How is the qualification graded and assessed?

The overall grade for the qualification is a ‘pass’. The learner must achieve
all the required units within the specified qualification structure.

To pass a unit the learner must:
e achieve all the specified learning outcomes

o satisfy all the assessment criteria by providing sufficient and valid
evidence for each criterion

e show that the evidence is their own.

The qualifications are designed to be assessed:
e in the workplace or
e in conditions resembling the workplace, as specified in the_ass

requirements/strategy for the sector, or

e as part of a training programme.

Assessment strategy \
The assessment requirements/strategy for the ualifications has been
developed by Government Skills in partnershij ployers, training

providers, awarding organisation and the ulat authorities.
It includes details on:

e Qualification structures

e external quality control of thods

e Simulated evidence

e technical requirement

e awarding organisatiorgu e
Please see Annexe D f e full assessment strategy.
Evidence of compe m me from:

e current practice ere evidence is generated from a current job role

e of de elopment where evidence comes from
portunities built into a learning/training programme
ay from the workplace

@ pgnition of Prior Learning (RPL) where a learner can
onstrate that they can meet the assessment criteria within a unit
nowledge, understanding or skills they already possess without
ertaking a course of learning. They must submit sufficient, reliable
and®valid evidence for internal and standards verification purposes. RPL
is acceptable for accrediting a unit, several units or a whole qualification

e a combination of these.
It is important that the evidence is:

Valid relevant to the standards for which competence is claimed

Authentic produced by the learner

Current sufficiently recent to create confidence that the same skill,
understanding or knowledge persist at the time of the claim

Reliable indicates that the learner can consistently perform at this

6 NO25004 — Specification — Edexcel Level 2 NVQ Diploma in Public Services — Operational Delivery
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level

Sufficient fully meets the requirements of the standards.

Types of evidence

To successfully achieve a unit the learner must gather evidence which
shows that they have met the required standard in the assessment criteria.
Evidence can take a variety of different forms including the following
examples:

o direct observation of the learner’s performance by their assessor

e outcomes from oral or written questioning

e products of the learner’s work

e personal statements and/or reflective accounts

e outcomes from simulation, where permitted by the assegs sthategy
e professional discussion @

e assignment, project/case studies \

e authentic statements/witness testimony

e expert witness testimony ‘

e reflective accounts )

e evidence of Recognition of Prior Learni

Learners can use one piece of evidencepto\grove their knowledge, skills and
understanding across different assess t a and/or across different
units. It is, therefore, not necess for | ers to have each assessment
criterion assessed separately. Le uld be encouraged to reference
the assessment criteria to w ' nce relates.

Evidence must be made availahle
Edexcel standards verifier. A gfof recording documents is available on
the Edexcel website dexgel.com. Alternatively, centres may develop
their own.

N025004 — Specification — Edexcel Level 2 NVQ Diploma in Public Services- Operational Delivery (Uniformed) 7
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UNIT 1: MAINTAIN COMPETENCE, KNOWLEDGE AND STANDARDS OF CONDUCT IN PUBLIC SERVICES

What do you need to offer this qualifications?

Centre recognition

Centres that have not previously offered Edexcel qualifications need to
apply for and be granted centre recognition as part of the process for
approval to offer individual qualifications. New centres must complete both
a centre recognition approval application and a qualification approval
application.

Existing centres will be given ‘automatic approval’ for a new qualification if
they are already approved for a qualification that is being replaced the
new gualification and the conditions for automatic approval are met.
Centres already holding Edexcel approval are able to gain qualifi€ati
approval for a different level or different sector via Edexcel o

Approvals agreement

All centres are required to enter into an approvals eem hich is a
formal commitment by the head or principal of a céntre,to et all the
requirements of the specification and any linke des oRyregulations.

Edexcel will act to protect the integrity of the a of qualifications, if
centres do not comply with the agreemen is Id result in the
suspension of certification or withdrawal of appro

Quality assurance

Detailed information on E
Annexe B.

ality assurance processes is given in

What resources‘dre required to deliver this
qualificatién? <

Each Mdesigned to support learners working in the public
=ctor. Physical resources need to support the delivery of the

s and the assessment of the learning outcomes and must be of
y standard. Centres must meet any specific resource requirements
outlined in Annexe D: Assessment requirements/strategy. Staff assessing
the learner must meet the requirements within the overarching assessment
strategy for the sector.

8 NO25004 — Specification — Edexcel Level 2 NVQ Diploma in Public Services — Operational Delivery
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Unit format

Each unit in this specification contains the following sections.

The unit title is accredited on the QCF and this
form of words will appear on the learner’s
Notification of Performance (NOP).

Unit title: Understanding the retail selling process <|

| This is Edexcel’s reference number for the specified unit.
L

Unit code: 1

| This NDAQ code is a unique reference number for the unit.
Unit reference number: F/502/5807

All units and qualifications within the QCF have a level assigned to them, which
represents the level of achievement. There are nine levels of achievement, from

\ Entry level to level 8. The level of the unit has been informed by the QCF level
descriptors and, where appropriate, the NOS and/or other sector/professional.

1
Credit value: 2

QCF level: 3

] i i . . .

All units have a credit value. The minimum credit value is one,
and credits can only be awarded in whole numbers. Learners
will be awarded credits when they achieve the unit.

Guided learning hours: 19
A notional measure of the substance of a qualification. It includes an estimate of the

time that might be allocated to direct teaching or instruction, together with other
structured learning time, such as directed assignments, assessments on the job or
supported individual study and practice. It excludes learner-initiated private study.
A N I
This provides a summary of the purpose of the unit.
) TT COVETS the

Unit summary:

The unit provides the learner with an understanding of the QO process.

The assessment/evidence requirements are determined
by the SSC. Learners must provide evidence for each
of the requirements stated in this section.

Assessment methodology:

This provides a summary of the assessment
methodology to be used for the unit.

Learning outcomes: Portfolio Date:
1  Understand how observation reference:
communication questions and
. answers
techniques can
learner products
be used to help reflective
the customer accounts/
choose products personal
statements The learner The learner
customer needs S simulation should use this should give the
1.2 4Explain how PD  professional box to indicate date when the
communication dlsgussmn where the evidence has
techniques can A aSS!gnment, evidence can been provided.
§ project/case be obtained e
be used to studies o ¢]
narrow the choice | WT  witness testimony [POIRiRD [2EEE
of products to EPW expert witness number.
those best suited evidence
to the customers | RPL  Recognition of
Prior Learning
needs \

[\

Learning outcomes state exactly

what a learner should know,

understand or be able to do as a

result of completing a unit.

The assessment criteria of a unit
specify the standard a learner is
expected to meet to demonstrate
that a learning outcome, or a set of
learning outcomes, has been
achieved.

Learners must reference the type of
evidence they have and where it is
available for quality assurance
purposes. The learner can enter the
relevant key and a reference.
Alternatively, the learner and/or
centre can devise their own
referencing system.

N025004 — Specification — Edexcel Level 2 NVQ Diploma in Public Services- Operational Delivery (Uniformed)
(QCF) Draft 1 — July 2010 © Edexcel Limited 2010
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UNIT 1: MAINTAIN COMPETENCE, KNOWLEDGE AND STANDARDS OF CONDUCT IN PUBLIC SERVICES

/\\O
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UNIT 1: MAINTAIN COMPETENCE, KNOWLEDGE AND STANDARDS OF CONDUCT IN PUBLIC SERVICES

/\\O
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UNIT 1: MAINTAIN COMPETENCE, KNOWLEDGE AND STANDARDS OF CONDUCT IN PUBLIC SERVICES

Unit title: Maintain Competence, Knowledge
and Standards of Conduct in
Public Service

Unit code: 1

Unit reference number: Y/601/3074
QCF Level: 2

Credit value: 7

Guided learning hours: 40

Unit summary

This unit is about keeping technical competence and k ledge up to date
and maintaining the organisation’s required standar cond in public
service.

Assessment requirements

This unit should be completed in accordamcefwith Gevernment Skills
Assessment Strategy (Annexe D).

For learners in the workplace to be assesse the workplace or a training
environment by observation, witness timeny, personal testimony, work

products and professional disc @
Learners must demonstrate ir ‘-@ etence in all of the following:

developing:
e work-related kno e
e work-related com ce

meeting requiregnent .

isati riorities

elated objectives
dards:

d safety

° conduct.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.

N025004 — Specification — Edexcel Level 2 NVQ Diploma in Public Services- Operational Delivery (Uniformed) 13
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UNIT 1: MAINTAIN COMPETENCE, KNOWLEDGE AND STANDARDS OF CONDUCT IN PUBLIC SERVICES

Links to National Occupational Standards

This unit links to the following units in the Skills for Justice National
Occupational Standards:

e 1.1.2 Maintain the currency of your competence and knowledge in public
service

e 1.1.3 Maintain required standards of conduct in public service

/\\O

\
N
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UNIT 1: MAINTAIN COMPETENCE, KNOWLEDGE AND STANDARDS OF CONDUCT IN PUBLIC SERVICES

Learning outcomes and assessment criteria

Learning outcomes Assessment criteria Evidence | Portfolio | Date
type reference
1. Be able to comply with the | 1.1 Identify development needs which are consistent
professional development with meeting professional needs
programme 1.2  Carry out development activities which are
consistent with meeting professional needs
1.3 Use feedback to enhance performance
1.4 Keep technical knowledge and competence up to
date.
2. Understand the principles | 2.1  Explain their personal work objectives and the
of professional organisation’s priorities ctations
development 2.2 Explain the importa dback to enhance
performance
2.3 Explain the requike their role and level of
responsibilit
3. Be able to meet the 3.1 Treat othe&o tesy and respect
organisation’s required 3.2 Condu mselVles in a way that contributes to
standards of conduct the goo of the organisation
3.3 Adhere to\erganisational procedures and
requirements in communicating with others
3.4 organisation’s requirements for personal

présentation, personal effectiveness and time
nagement.

4. Understand the
organisation’s policies,

escribe the requirements of codes of practice
affecting the job role

N025004 — Specifi on = Edexcel Level 2 NVQ Diploma in Public Services- Operational Delivery (Uniformed) (QCF) Draft 1 — July 2010 © Edexcel Limited 2010
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UNIT 1: MAINTAIN COMPETENCE, KNOWLEDGE AND STANDARDS OF CONDUCT IN PUBLIC SERVICES

Learning outcomes Assessment criteria Evidence | Portfolio | Date
type reference
principles and procedures | 4.2 Describe the penalties of breaching the V““
for standards of conduct in organisation’s regulations and codes of pra A
public service 4.3 Describe the organisation’s complaints/ggie %
procedure
4.4  Explain to whom to go for advice uida

4.5 Explain the importance of respegcting théyneeds,
values and beliefs of others

4.6 Explain the importance of
confidentiality and the po

equences of not

doing so.

5. Adhere to the 5.1  Work within the limits of ir own authority
organisation’s procedures |52  Maintain their sonal safety
5.3 Workinaw butes to the safety of
others.
|

Learner name: Date:
Learner signature: ’ ' Date:
Assessor signature: Date:
Internal verifier signature: Date:
(if sampled)

16 N025004 — Specification — Edexcel Level 2 NVQ Diploma in Public Services — Operational Delivery (Uniformed) (QCF) Draft 1 — July 2010 © Edexcel Limited 2010



UNIT 2: WORK SAFELY IN PUBLIC SERVICES

Unit title: Work Safely in Public Service
Unit code: 2

Unit reference number: R/601/3087

QCF Level: 2

Credit value: 2

Guided learning hours: 15

Unit summary
This unit is about working safely in public service. \O

Assessment requirements
This unit should be completed in accordance with Governmgnt Skills

Assessment Strategy (Annexe D).

For learners in the workplace to be assesse the
environment by observation, witness testim@ny, pe
products and professional discussion.

Learners must demonstrate their compete in all of the following:

N

rkplace or a training
nal testimony, work

health and safety:
= of themselves
e of others

working with:
= equipment
* consumables.

7

Assessment odology

This uni in the workplace or in conditions resembling the

work srs can enter the types of evidence they are presenting for
ass and the submission date against each assessment criterion.
Alter ely, centre documentation should be used to record this
informatipn.

Links to National Occupational Standards

This unit links to the following units in the Skills for Justice National
Occupational Standards:

e 1.1.4 Work safely in public service.

N025004 — Specification — Edexcel Level 2 NVQ Diploma in Public Services- Operational Delivery (Uniformed) 1+
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UNIT 2: WORK SAFELY IN PUBLIC SERVICES

Learning outcomes and assessment criteria

a
Learning outcomes Assessment criteria Evidence | Portfolio | Date
type reference
N
1. Be able to carry out 1.1 Make sure their personal conduct and preseftatio
working practices in in the workplace does not endanger th |
accordance with legal and safety of themselves or others
organisational 1.2  Take action to deal with health and’safety hazards
requirements within the limits of their respongiiili
2. Be able to maintain a 2.1 Follow organisational proce es safe use of
healthy and safe working equipment and consumables
environment 2.2  Keep the working envigbnment frge from hazards

2.3 Use and store equipmentin the prescribed manner
2.4  Dispose of or recyCle wast accordance with

3. Understand the policies 3.1 Explain wh the event of an emergency
and requirements of safe | 3.2 Explain gheir dfial responsibility for health and
working safe “‘

3.3 EXx e action to take in respect of health and

safetyfiazards

3.4 Exﬂain e relevance of personal protective
quipment (PPE)

ain the importance of alerting others to
ssible health and safety hazards and risks

Explain waste disposal and recycling procedures in
their own organisation.

18 N025004 — Specification — Edexcel Level 2 NVQ Diploma in Public Services — Operational Delivery (Uniformed) (QCF) Draft 1 — July 2010 © Edexcel Limited 2010




UNIT 2: WORK SAFELY IN PUBLIC SERVICES

Learner name: Date:
Learner signature: Date:
Assessor signature: Date:
Internal verifier signature: Date:

(if sampled)

/\\O
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UNIT 2: WORK SAFELY IN PUBLIC SERVICES
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UNIT 3: WORK AS A TEAM MEMBER TO DELIVER PUBLIC SERVICE

Unit title: Work as a Team Member to
Deliver Public Service

Unit code: 3

Unit reference number: K/601/3094

QCF Level: 2

Credit value: 4

Guided learning hours: 30

Assessment requirements

Unit summary
This unit is about working as a team member to deliver p&

This unit should be completed in accordance W|th vernment Skills
Assessment Strategy (Annexe D).

For learners in the workplace to be assessed in  the workplace or a training
environment by observation, witness testimony, personal testimony, work
products and professional discussion .

Learners must demonstrate their competence in all of the following:

communication:

e one-to-one

= within a group/team
e one to a group

tasks requirements:

« directed (ie where clear cut roles have been assigned to individuals)
e co-operative (ie Wrﬁre no individual roles have been assigned).

logy

2nt and the submission date against each assessment criterion.
ely, centre documentation should be used to record this
information.

Links to National Occupational Standards

This unit links to the following units in the Skills for Justice National
Occupational Standards:

e 4.4.1 Work as a team member to deliver public service.

N025004 — Specification — Edexcel Level 2 NVQ Diploma in Public Services- Operational Delivery (Uniformed) 54
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UNIT 3: WORK AS A TEAM MEMBER TO DELIVER PUBLIC SERVICE

Learning outcomes and assessment criteria

. N
Learning outcomes Assessment criteria Evidence | Portfolio | Date
type reference
Y
1 Be able to carry out 1.1 Work within agreed time schedules to meet{team
responsibilities within the objectives
team according to 1.2  Use the most appropriate methods
procedures and the communication.

requirements of tasks

2 Understand the principles | 2.1  Explain the team’s objective

of team working 2.2 Explain the communicatiod chann
organisation and withingth&team

2.3 Explain the communica p dures within the

organisation and within th am
2.4 Explain the im a lear communication
within the te

within the

2.5 Explain theYgmp e of listening to and
respectiag all Vi
2.6 Des blems that may arise within the

how to overcome them

tea
2.7 , Explaimfgow, when and to whom to report problems
eﬁa;ld their level of responsibility

2. xplain the importance of keeping to the agreed
e schedules.
3 Be able to support g Treat other team members with courtesy and
colleagues within the respect
to complete tasks 3.2  Offer help to colleagues within the limits of their

own responsibility

22 NO25004 — Specification — Edexcel Level 2 NVQ Diploma in Public Services — Operational Delivery (Uniformed) (QCF) Draft 1 — July 2010 © Edexcel Limited 2010




UNIT 2: WORK SAFELY IN PUBLIC SERVICES

Learning outcomes Assessment criteria Evidence | Portfolio | Date
type reference

3.3 Ask for help from colleagues within the limits of
their responsibility

3.4 Use feedback to make improvements to individual
or team performance.

Learner name: Date:
Learner signature: Date:
Assessor signature: Date:
Internal verifier signature: Date:
(if sampled)
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UNIT 3: WORK AS A TEAM MEMBER TO DELIVER PUBLIC SERVICE

/\\O
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UNIT 4: ADMINISTER FIRST AID

Unit title: Administer First Aid
Unit code: 4

Unit reference number: T/601/3096

QCF Level: 2

Credit value: 1

Guided learning hours: 8

Unit summary

This unit is about administering first aid in public service for minor and m
injuries and cardio-pulmonary resuscitation for conscious and uncon
casualties.

Assessment requirements \

This unit should be completed in accordance with Govergment Skills Assessment
Strategy (Annexe D). ‘
For learners in the workplace to be assessed in the k a training

environment by observation, witness testimony, personal testimony, work products
and professional discussion .

Learners must demonstrate their competegce in a the following:

e minor injuries
* major injuries
= cardio-pulmonary resuscitation

casualties:

e conscious

e unconscious.

Evidence for this unj gprovided by simulation. Learners may be assessed by
first aid experts fro in_the organisation or from an external organisation.
Witnhess testim ro bject-matter expert may be used as evidence of
competence.

In addition§ HSE First Aid at Work certificate may be used as a proxy against

this unit pro d that:

= the certificate" was achieved within its validity period and

= the original, authenticated certificate is presented to the assessor and

= a photocopy of the verified certificate is retained in the learner’s portfolio.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the workplace.
Learners can enter the types of evidence they are presenting for assessment and
the submission date against each assessment criterion. Alternatively, centre
documentation should be used to record this information.
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UNIT 4: ADMINISTER FIRST AID

Links to National Occupational Standards

This unit links to the following units in the Skills for Justice National Occupational
Standards:

e 4.4.2 Administer first aid.

/\\O

\
N
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UNIT 4: ADMINISTER FIRST AID

Learning outcomes and assessment criteria

Learning outcomes Assessment criteria Evidence | Portfolio | Date
type reference
1 Understand the principles | 1.1  Explain current practices in administering first aid
of administering first aid 1.2  Explain the sequence in which to carry out first aid
1.3 Explain the limitations and risks of applying first aid
to others
1.4 Explain how to identify the nature and severity of
the injury

1.5 Describe how to deal with unconscious casualties

1.6 Describe how to give cardio-pulmagnary
resuscitation

1.7 Explain how to monitor the co ondition of
the casualty
1.8 Explain what information ed by medical
personnel
1.9 Explain the organi XSualty evacuation
procedures.
2 Be able to administer first | 2.1 Obtain assist riate to the situation
aid commensurate with 2.2 Assesst severlty of the injury
the injury 2.3 Take action com‘ ensurate with the injury to
pre orsening.
|
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UNIT 4: ADMINISTER FIRST AID

Learner name: Date: . \
Learner signature: Date: N“‘
Assessor signature: Date:

Internal verifier signature: Date:

(if sampled)
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UNIT 5: USE AND MAINTAIN PHYSICAL RESOURCES

Unit title: Use and Maintain Physical Resources
Unit code: 5

Unit reference number: F/601/3098

QCF Level: 2

Credit value: 6

Guided learning hours: 40

Unit summary

This unit is about using and maintaining physical resources.

Assessment requirements

This unit should be completed in accordance with Government Skills Assessment
Strategy (Annexe D).

For learners in the workplace to be assessed in the workplace or a training
environment by observation, witness testimony, personal testimony, work products
and professional discussion

Learners must demonstrate their competence in all of the following:

resources:
= personal

- team

e equipment .

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the workplace.
Learners can enter the types of evidence they are presenting for assessment and
the submission date against each assessment criterion. Alternatively, centre
documentation should be used to record this information.

Links to National Occupational Standards

This unit links to the following units in the Skills for Justice National Occupational
Standards:

¢ 5.5.1 Use and maintain resources to deliver public services.
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UNIT 5: USE AND MAINTAIN PHYSICAL RESOURCES

Learning outcomes and assessment criteria

a
Learning outcomes Assessment criteria Evidence | Portfolio | Date
type reference
N
1 Be able to use physical 1.1 Prepare physical resources correctly
resources 1.2  Use physical resources in accordance
organisational procedures to achiev e specified
objectives.

2 Be able to maintain and 2.1 Maintain the continuing service ity of the
store physical resources physical resources
2.2  Adhere to organisational procedu for

maintenance

2.3  Store physical resources¥ig accordance with
organisational proGedures

2.4  Account for p

ces.

3 Understand the 3.1 Explain requir for the maintenance and
requirements for the storage _of physi esources in different
storage of physical envir nts ”
resources 3.2 Ex o identify unserviceable equipment

3.3 ExplaMifault reporting procedures

3.4 Exﬂain ow to account for physical resources and
e action to take in the event of shortfalls and
u rviceable resources.
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UNIT 5: USE AND MAINTAIN PHYSICAL RESOURCES

Learner name: Date:
Learner signature: Date:
Assessor signature: Date:
Internal verifier signature: Date:

(if sampled)
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UNIT 5: USE AND MAINTAIN PHYSICAL RESOURCES
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UNIT 6: USE COMMUNICATION SYSTEMS IN WORKING CONTEXTS

Unit title: Use Communication Systems in
Working Contexts

Unit code: 6

Unit reference number: K/601/2754

QCF Level: 2

Credit value: 3

Guided learning hours: 25

Unit summary

This unit is about using communication systems in working contexts to receive and
send information internally and externally.

Assessment requirements

This unit should be completed in accordance with Government Skills Assessment
Strategy (Annexe D).

In this unit learners must show evidence of their competence in each of the
following contexts on at least one occasion:

communicating:

= internally

- externally

managing information that is:

» received

e sent.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the workplace.
Learners can enter the types of evidence they are presenting for assessment and
the submission date against each assessment criterion. Alternatively, centre
documentation should be used to record this information.

Links to National Occupational Standards

This unit links to the following units in the Skills for Justice National Occupational
Standards:

e 6.12.5 Use communication systems in working contexts.
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UNIT 6: USE COMMUNICATION SYSTEMS IN WORKING CONTEXTS

Learning outcomes and assessment criteria

. N
Learning outcomes Assessment criteria Evidence | Portfolio | Date
type reference
Y
1. Be able to receive and 1.1  Use the protocols appropriate to the com icati
send information in equipment
working contexts 1.2  Use communication methods that argappropriate
to the situation
1.3 Follow data entry and receipt p ures

1.4 Make sure the communicati
1.5 Confirm that the messagefhas be

is iguous
received and

understood.
2. Be able to manage 2.1 Ensure that communicatiogs meet the requirements
communications in of the timescale
working contexts 2.2 Adhere to or io onfidentiality and security
procedure

3. Understand the principles | 3.1  Explain available for communicating

to be applied to infor
communicating in working (3.2  Ex e uses and limitations of the
contexts equipment/system

Exﬂain e importance of clear communication
xplain the urgency and priority of your
munication

xplain to whom to report problems with
equipment.

34 NO25004 — Specification — Edexcel Level 2 NVQ Diploma in Public Services — Operational Delivery (Uniformed) (QCF) Draft 1 — July 2010 © Edexcel Limited 2010



UNIT 6: USE COMMUNICATION SYSTEMS IN WORKING CONTEXTS

Learner name: Date:
Learner signature: Date:
Assessor signature: Date:
Internal verifier signature: Date:

(if sampled)
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UNIT 6: USE COMMUNICATION SYSTEMS IN WORKING CONTEXTS

/\\O
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UNIT 7: MEET PHYSICAL FITNESS REQUIREMENTS

Unit title: Meet Physical Fitness Requirements
Unit code: 7

Unit reference number: M/601/2755

QCF Level: 2

Credit value: 4

Guided learning hours: 30

Unit summary

This unit is about meeting physical fithess requirements.

Assessment requirements

This unit should be completed in accordance with Government Skills Assessment
Strategy (Annexe D).

In this unit learners must show evidence of their competence in each of the
following contexts on at least one occasion:

carrying out fitness tasks:

= individually

» collectively

carrying out fitness exercises that are:

= cardiovascular

= weight-bearing.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the workplace.
Learners can enter the types of evidence they are presenting for assessment and
the submission date against each assessment criterion. Alternatively, centre
documentation should be used to record this information.

Links to National Occupational Standards

This unit links to the following units in the Skills for Justice National Occupational
Standards:

e 6.13.1 Meet physical fitness requirements.
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UNIT 7: MEET PHYSICAL FITNESS REQUIREMENTS

Learning outcomes and assessment criteria

Learning outcomes Assessment criteria Evidence | Portfolio | Date
type reference
: : . . . QW -
1. Be able to fulfil the 1.1 Identify their own current level of physical fi N
physical fitness 1.2  Meet the requirements of the organisation’
requirements for the role mandated physical fitness tests

1.3  Monitor ongoing levels of personal ph¥sicalNitness.

2. Understand physical 2.1 Explain organisational and role requirements for
fitness requirements personal physical fitness

2.2 Explain from whom to seek aelvi
improvements to personalfphysicalfitness and
dealing with injuries

2.3 Describe how good practige | trition, health and
hygiene affects pegsonal pRysical fitness.

Learner name: Date:
Learner signature: ] Date:
Assessor signature: \J Date:
Internal verifier signature: Date:

(if sampled) : : '
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UNIT 8: CONDUCT DAMAGE CONTROL ACTIVITIES ON BOARD SHIP

Unit title: Conduct Damage Control
Activities on Board Ship

Unit code: 8

Unit reference number: T/601/2756

QCF Level: 2

Credit value: 4

Guided learning hours: 32

Unit summary

This unit is about conducting damage control activities on board ships.

Assessment requirements

This unit should be completed in accordance with Government Skills
Assessment Strategy (Annexe D).

Evidence from simulated interventions may be used.

In this unit learners must show evidence of their competence in each of the
following contexts on at least one occasion:

where damage is caused by:

~ fire

- water

where visibility is:

e good

* poor.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the
workplace. Learners can enter the types of evidence they are presenting for
assessment and the submission date against each assessment criterion.
Alternatively, centre documentation should be used to record this
information.

Links to National Occupational Standards

This unit links to the following units in the Skills for Justice National
Occupational Standards:

e 6.13.2 Conduct damage control activities on board ships.
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UNIT 8: CONDUCT DAMAGE CONTROL ACTIVITIES ON BOARD SHIP

Learning outcomes and assessment criteria

Learning outcomes Assessment criteria Evidence | Portfolio | Date
type reference

1.2 Identify secondary hazards

1. Be able to take action to 1.1 Identify the nature of the damage : > ]
control damage Q

1.3 Take action appropriate to the nature scale
the hazard
1.4  Preserve the integrity of compart affected
1.5 Report findings to the appropri ersomyand/or
authority.
2. Understand the 2.1  Explain how to select and @ise equipment (including
requirements of damage Personal Protective Equj nt (PPE))
control 2.2 Explain what constitutesta s dary hazard

2.3 Describe damage €antrol t

2.4 Explain the i

niques
clear communication.

Learner name: \J Date:
. \
Learner signature: H Date:

Assessor signature: Date:
Internal verifier signature: ’ | Date:
(if sampled)
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UNIT 9: PLAN AND NAVIGATE A CROSS COUNTRY ROUTE

Unit title: Plan and Navigate a Cross Country
Route

Unit code: 9

Unit reference number: A/601/2757

QCF Level: 2

Credit value: 4

Guided learning hours: 25

Unit summary

This unit is about planning and navigating a cross country route.

Assessment requirements

This unit should be completed in accordance with Government Skills Assessment
Strategy (Annexe D).

In this unit learners must show evidence of their competence in each of the
following contexts on at least one occasion:

for routes:

= from a given specification

= to a given destination

using the following navigational aids:

e compass

= map/chart or other navigational aid.

Links to National Occupational Standards

This unit links to the following units in the Skills for Justice National Occupational
Standards:

e 6.13.2 Conduct damage control activities on board ships.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the workplace.
Learners can enter the types of evidence they are presenting for assessment and
the submission date against each assessment criterion. Alternatively, centre
documentation should be used to record this information.

Links to National Occupational Standards

This unit links to the following units in the Skills for Justice National Occupational
Standards:

e 6.13.3 Plan and navigate a route.
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UNIT 9: PLAN AND NAVIGATE A CROSS COUNTRY ROUTE

Learning outcomes and assessment criteria

Learning outcomes Assessment criteria Evidence | Portfolio | Date
type reference
1. Be able to navigate to a 1.1 Identify the precise starting position Y\‘
destination 1.2  Plan a proposed route cross country that m¢ @
stated objectives safely
1.3 Navigate to the destination by the o urmyroute
for the conditions at the time
1.4  Confirm the location reached a iodicYgtervals.
2. Understand route planning | 2.1 Explain the route navigatio e n and
and navigation principles objectives

2.2 Explain how to take beérin
2.3 Explain how to plan for tingencies
2.4  Explain how to estipate an@ measure distance,

2.5
2.6 Explain Co ‘Ptry Code
2.7 EX and limitations of navigational
aids.
Learner name: Date:
Learner signature: Date:
Assessor signature: Date:
Internal verifier signature: Date:
(if sampled)
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UNIT 10: OPERATE AND MAINTAIN SMALL ARMS AND TEAM WEAPONS

Unit title: Operate and Maintain Small Arms
and Team Weapons

Unit code: 10

Unit reference number: F/601/2758

QCF Level: 2

Credit value: 6

Guided learning hours: 40

Unit summary

This unit is about operating and maintaining small arms and /or team weapons.

Assessment requirements

This unit should be completed in accordance with Government Skills Assessment
Strategy (Annexe D).

In this unit learners must show evidence of their competence in each of the
following contexts on at least one occasion:

firing:

- live

= blank/drill rounds

stoppages:

= reloading

* misfires.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the workplace.
Learners can enter the types of evidence they are presenting for assessment and
the submission date against each assessment criterion. Alternatively, centre
documentation should be used to record this information.

Links to National Occupational Standards

This unit links to the following units in the Skills for Justice National Occupational
Standards:

e 6.13.4 Operate and maintain small arms and/or team weapons.
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UNIT 10: OPERATE AND MAINTAIN SMALL ARMS AND TEAM WEAPONS

Learning outcomes and assessment criteria

Learning outcomes Assessment criteria Evidence | Portfolio | Date
type reference
1. Be able to prepare and 1.1 Prepare weapons and ancillaries in accordanc 'tK‘ > ]
use weapons and organisational procedures
ancillaries 1.2  Use weapons and ancillaries in accorda
marksmanship principles and organisagio
procedures.
2. Understand the 2.1  Explain the purpose and characteristics af the
functioning of weapons weapon
and ancillaries 2.2  Explain the legal requiremghts reldting to the use of
weapons and ammunition
2.3  Explain how to deal mMiSki and malfunctions.
3. Be able to maintain and 3.1 Maintain the operational e tiveness of weapons
store weapons and and ancillaries pest-Gse igpaccordance with
ancillaries organisationa @ ged
3.2  Store weapens @ aries and ammunition in
accordaqce 1 O ganisational procedures.
H
Learner name: Date:
Learner signature: l ' Date:
Assessor signature: Date:
Internal verifier signature: Date:
(if sampled)

44 N025004 — Specification — Edexcel Level 2 NVQ Diploma in Public Services — Operational Delivery (Uniformed) (QCF) Draft 1 — July 2010 © Edexcel Limited 2010



UNIT 11: PARTICIPATE IN COMBAT OPERATIONS PREPARATION

Unit title: Participate in Combat Operations
Preparation

Unit code: 11

Unit reference number: J/601/2759

QCF Level: 2

Credit value: 8

Guided learning hours: 60

Unit summary

This unit is about participating in combat operations preparation.

Assessment requirements

This unit should be completed in accordance with Government Skills Assessment
Strategy (Annexe D).

In this unit learners must show evidence of their competence in each of the
following contexts on at least one occasion:

operations including:

= in open country

e in built up areas

phases of operation including:

= offensive

= defensive

environments including:

= chemical, biological, radiological, nuclear (CBRN)

= conventional.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the workplace.
Learners can enter the types of evidence they are presenting for assessment and
the submission date against each assessment criterion. Alternatively, centre
documentation should be used to record this information.

Links to National Occupational Standards

This unit links to the following units in the Skills for Justice National Occupational
Standards:

e 6.13.5 Participate in combat operations.
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UNIT 11: PARTICIPATE IN COMBAT OPERATIONS PREPARATION

Learning outcomes and assessment criteria

Learning outcomes Assessment criteria Evidence | Portfolio | Date
type reference
1. Be able to fulfil role 1.1  Carry out all necessary preparations correctl : > ]
requirements in combat 1.2  Act promptly on orders and information rece
operations

1.3 Communicate unambiguously

1.4 Respond appropriately to changing ci#€umstances
within the limits of their authority

1.5 Achieve the objectives of the t nd thejr role as
specified

1.6 Carry out post-action acti
organisational procedures!

les in dccordance with

2. Understand combat 2.1  Explain the safe use o t and pyrotechnics
operations principles and | 2 2 Explain the sequefige of orders as they affect the
practice role

2.3  Describe or al“structures supporting the
team

2.4  Explain‘asset deployment affecting the team

2.5 Ex e drills associated with the team'’s
tas e combat operation

2.6 Exﬂain ne objectives of the team’s task in the
bat operation

Explain their role in the combat operation
plain the importance of clear communications

.9 Explain how to interpret and respond to the tactical
situation within their area of responsibility.
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UNIT 11: PARTICIPATE IN COMBAT OPERATIONS PREPARATION

Learner name: Date:
Learner signature: Date:
Assessor signature: Date:
Internal verifier signature: Date:

(if sampled)
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UNIT 11: PARTICIPATE IN COMBAT OPERATIONS PREPARATION
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UNIT 12: PERFORM CEREMONIAL DUTIES

Unit title: Perform Ceremonial Duties
Unit code: 12

Unit reference number: A/601/2760

QCF Level: 2

Credit value: 5

Guided learning hours; 40

Unit summary

This unit is about performing ceremonial duties.

Assessment requirements

This unit should be completed in accordance with Government Skills Assessment
Strategy (Annexe D).

In this unit learners must show evidence of their competence in each of the
following contexts on at least one occasion:

performing ceremonial duties at:

e parades

= special events

performing ceremonial duties:

= individually

= collectively.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the workplace.
Learners can enter the types of evidence they are presenting for assessment and
the submission date against each assessment criterion. Alternatively, centre
documentation should be used to record this information.

Links to National Occupational Standards

This unit links to the following units in the Skills for Justice National Occupational
Standards:

e 6.13.6 Perform ceremonial duties.
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UNIT 12: PERFORM CEREMONIAL DUTIES

Learning outcomes and assessment criteria

Learning outcomes Assessment criteria Evidence | Portfolio | Date
type reference
1. Be able to prepare for 1.1  Prepare uniforms and equipment in accordan v
ceremonial duties organisational standards
1.2 Dress for the event in accordance with
organisational procedures.
2. Be able to fulfil ceremonial | 2.1 Perform their duties in accordancegvith, the
duties requirements of the task
2.2 Perform drill movements correc
2.3  Meet the requirements of ional etiquette
appropriate for the occasi
3. Understand the 3.1 Describe the protocols, es and standards
requirements of appropriate to theqoccasio
ceremonial duties 3.2  Explain the n pufpose of a special event
3.3 Explain thejr pecial events
3.4 Explain the dxi dures of special events.

Learner name: Date:
Learner signature: ’ Date:
Assessor signature: Date:
Internal verifier signature: Date:
(if sampled)
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UNIT 13: PARTICIPATE IN ADVENTUROUS ACTIVITIES

Unit title: Participate in Adventurous Activities
Unit code: 13

Unit reference number: F/601/2761

QCF Level: 2

Credit value: 4

Guided learning hours: 30

Unit summary

This unit is about participating in adventurous activities.

Assessment requirements

This unit should be completed in accordance with Government Skills Assessment
Strategy (Annexe D).

In this unit learners must show evidence of their competence in each of the
following contexts on at least one occasion:

participating:

= individually

e in group tasks.

Assessment methodology

This unit is assessed in the workplace or in conditions resembling the workplace.
Learners can enter the types of evidence they are presenting for assessment and
the submission date against each assessment criterion. Alternatively, centre
documentation should be used to record this information.

Links to National Occupational Standards

This unit links to the following units in the Skills for Justice National Occupational
Standards:

e 6.13.7 Participate in adventurous activities.
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UNIT 13: PARTICIPATE IN ADVENTUROUS ACTIVITIES

Learning outcomes and assessment criteria

Learning outcomes Assessment criteria Evidence | Portfolio | Date
type reference
1. Be able to fulfil their role 1.1 Prepare clothing and equipment correctly : > ]

during adventurous activities | 1 2  Use equipment correctly

1.3 Collaborate with team members to achi
objectives

1.4 Achieve their role objectives in th

2. Understand the requirements | 2.1  Explain their personal goals an

of participating in activity
adventurous activities 2.2  Explain team objectives anfl their 8wn role in the
team
2.3 Explain the instructions t eparation and use

of equipment
2.4  Explain codes

levant to the activity.

Learner name: Date:
Learner signature: Date:
Assessor signature: Date:
Internal verifier signature: l ' Date:
(if sampled)
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Further information

Our customer service numbers are:

BTEC and NVQ 0844 576 0026
GCSE 0844 576 0027
GCE 0844 576 0025
The Diploma 0844 576 0028

DIDA and other qualifications 0844 576 0031
Calls may be recorded for training purposes.

Useful publications

Related information and publications include:

e Centre Handbook for Edexcel QCF NVQs and Competence-based
Qualifications published annually

o functional skills publications — specifications, tutor support materials and
question papers

e Regulatory Arrangements for the Qualification and Credit Framework
(published by Ofqual, August 2008)

e the current Edexcel publications catalogue and update catalogue.

Edexcel publications concerning the Quality Assurance System and the
internal and standards verification of vocationally related programmes can
be found on the Edexcel website.

NB: Some of our publications are priced. There is also a charge for postage
and packing. Please check the cost when you order.

How to obtain National Occupational Standards

Government Skills
1 Victoria Street
London SW1H OET
Tel: 020 7215 1424
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Professional development and training

Edexcel supports UK and international customers with training related to
NVQ and BTEC qualifications. This support is available through a choice of
training options offered in our published training directory or through
customised training at your centre.

The support we offer focuses on a range of issues including:

e planning for the delivery of a new programme

e planning for assessment and grading

o developing effective assignments

e building your team and teamwork skills

e developing student-centred learning and teaching approaches
e Dbuilding functional skills into your programme

e building effective and efficient quality assurance sys

The national programme of training we offer can be on website
(www.edexcel.com/training). You can request cust@mised training through
the website or by contacting one of our advisers in the Yaining from

Edexcel team via Customer Services to discuss trainthg needs.
The training we provide: '
e is active

e is designed to be supportive and t g king
e builds on best practice
e may be suitable for those s ing, evidence for their continuing

professional developmen

N
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Annexe A: Progression pathways

The Edexcel qualification framework for the public services sector

Level General Diplomas BTEC vocationally- BTEC specialist NVQ/competence
qualifications related qualification/
gualifications professional
8
7
6
Higher Nationals in
S Public Services
4
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Level

General
qualifications

Diplomas

BTEC vocationally-
related
gualifications

BTEC specialist
qualification/
professional

NVQ/competence

Edexcel Level 3

2 Principal Learning in
Public Services

Edexcel BTEC Level 3
Certificate, Subsidiary
Diploma, Diploma and
Extended Diploma in
Public Services

Y
O

Edexcel el 3
Awag ess

ervices (QCF)
Edexeel BTEC Level 3
ard in
Understanding
Discipline in the
Uniformed Public
Services (QCF)

Edexcel BTEC Level 3
Certificate in Public
Sector Practice (QCF)

Edexcel BTEC Level 3
Certificate in Public
Sector Practice
(Uniformed) (QCF)
Edexcel BTEC Level 3
Diploma in Public
Sector Practice (QCF)
Edexcel BTEC Level 3
Diploma in Public
Sector Practice
(Uniformed) (QCF

Edexcel Level 3
Diploma in Policing

dexcel Level 2
Principal Learning in

Edexcel BTEC Level 2
Certificate, Extended
Certificate and

Edexcel BTEC Level 2
Award in Improving
Health and Fitness for

Edexcel Level 2 NVQ
Diploma in Public
Services — Operational
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Level General Diplomas BTEC vocationally- BTEC specialist NVQ/competence
qualifications related qualification/
qualifications professional
Public Services Diploma in Public Entry to the Uniformed | Delivery (Uniformed)
Services Public Services (QCF) (QCF)
Edexcel BTEC Level 2
Award in Public Sector
Practice (QCF)
Edexcel BTEC Level 2
Extended Certificate in
Public Sector Practice
(QCF)
Level 1 Diploma in
Public Services
Level 1 Certificate in
1 Public Services
Level 1 Award in
Public Service
Entry Level 3 Award in
Entry Public Services
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Annexe B: Quality assurance

Key principles of quality assurance

e A centre delivering Edexcel qualifications must be an Edexcel recognised
centre and must have approval for qualifications that it is offering.

e The centre agrees as part of gaining recognition to abide by specific
terms and conditions around the effective delivery and quality assurance
of assessment; the centre must abide by these conditions throughout
the period of delivery.

o Edexcel makes available to approved centres a range of materials and
opportunities to exemplify the processes required for effective
assessment and provide examples of effective standards. Approved
centres must use the guidance on assessment to ensure that staff who
are delivering Edexcel qualifications are applying consistent standards.

e An approved centre must follow agreed protocols for: standardisation of
assessors; planning, monitoring and recording of assessment processes;
internal verification and recording of internal verification processes; and
for dealing with special circumstances, appeals and malpractice.

Quality assurance processes

The approach to quality assured assessment is made through a partnership
between a recognised centre and Edexcel. Edexcel is committed to ensuring
that it follows best practice and employs appropriate technology to support
quality assurance process where practicable. Therefore, the specific
arrangements for working with centres will vary. Edexcel seeks to ensure
that the quality assurance processes that it uses do not place undue
bureaucratic processes on centres and works to support centres in providing
robust quality assurance processes.

The learning outcomes and assessment criteria in each unit within this
specification set out the standard to be achieved by each learner in order to
gain each qualification. Edexcel operates a quality assurance process, which
is designed to ensure that these standards are maintained by all assessors
and verifiers.

For the purposes of quality assurance all individual qualifications and units
are considered as a whole. Centres offering these qualifications must be
committed to ensuring the quality of the units and qualifications they offer,
through effective standardisation of assessors and internal verification of
assessor decisions. Centre quality assurance and assessment processes are
monitored by Edexcel.
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The Edexcel gquality assurance processes will involve:

e gaining centre recognition and qualification approval if a centre is not
currently approved to offer Edexcel qualifications

e annual visits to centres by Edexcel for quality review and development of
overarching processes and quality standards. Quality review and
development visits will be conducted by an Edexcel quality development
reviewer

e annual visits by occupationally competent and qualified Edexcel
Standards Verifiers for sampling of internal verification and assessor
decisions for the occupational sector

e the provision of support, advice and guidance towards the achievement
of National Occupational Standards.

Centres are required to declare their commitment to ensuring q
appropriate opportunities for learners that lead to valid and g
assessment outcomes. In addition, centres will commit to u
defined training and online standardisation activities.

\
N
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Annexe C: Centre certification and
registration

Edexcel Standards Verifiers will provide support, advice and guidance to
centres to achieve Direct Claims Status (DCS). Edexcel will maintain the
integrity of Edexcel QCF NVQs through ensuring that the awarding of these
qualifications is secure. Where there are quality issues identified in the
delivery of programmes, Edexcel will exercise the right to:

o direct centres to take actions
e limit or suspend certification
e suspend registration.

The approach of Edexcel in such circumstances is to work with the centre to
overcome the problems identified. If additional training is required, Edexcel
will aim to secure the appropriate expertise to provide this.

What are the access arrangements and special
considerations for the qualifications in this specification?

Centres are required to recruit learners to Edexcel qualifications with
integrity.

Appropriate steps should be taken to assess each applicant’s potential and a
professional judgement made about their ability to successfully complete
the programme of study and achieve the qualification. This assessment will
need to take account of the support available to the learner within the
centre during their programme of study and any specific support that might
be necessary to allow the learner to access the assessment for the
qualification. Centres should consult Edexcel’s policy on learners with
particular requirements.

Edexcel’s policy on access arrangements and special considerations for
Edexcel qualifications aims to enhance access to the qualifications for
learners with disabilities and other difficulties (as defined by the 1995
Disability Discrimination Act and the amendments to the Act) without
compromising the assessment of skills, knowledge, understanding or
competence. Please refer to Access Arrangements and Special
Considerations for BTEC and Edexcel NVQ Qualifications for further details.
www.edexcel.com.
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Annexe D: Assessment strategy

Introduction

As the Sector Skills Council for Central Government, Government Skills Sector is
responsible for the development, revision and maintenance of the Public Services
National Occupational Standards.

The purpose of this assessment strategy is to set out the principles and requirements
for the assessment of individuals against the Public Service National Occupational
Standards (NOS) in relation to the achievement of the Level 2 NVQ in Public Services
(Uniformed).

Government Skills has produced this document to:

* assist assessors, internal and external verifiers/moderators
* encourage and promote consistent assessment of this qualification
* promote cost effective assessment plans.

This document provides definitions for:

* the scope of the qualification and the characteristics of typical candidates for
this qualification

* the qualification structure

* the qualifications and experience required for assessors and
verifiers/moderators of this qualification

* access to this qualification

* the evidence required to support competent performance against the
standards

and recommendations for:

* carrying out assessments
* performance evidence assessing knowledge and understanding
* the arrangements for external quality control of assessment.

The importance that employers and candidates place on achieving this qualification
and the relationship with awarding organisations will provide a key measure of
Government Skills” success with this assessment strategy. Government Skills will use
this document to continually improve its strategies for assessment of this
qualification.

The regulations set out in Section 5 of the Regulatory Arrangements for the
Qualifications and Credit Framework (August 2008) and the final, agreed version of
‘Additional requirements for Qualifications using the title NVQ within QCF’ apply to
the strategy.

Qualification Structures
The typical candidates for these qualifications are junior personnel serving in Army

Infantry, Royal Naval Service and RAF Regiment who have reached the end of phase 2
training.
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Evidence of competence must be assessed against the requirements of the relevant
QCF units which are based on the National Occupational Standards. The structure for
this qualification requires candidates to complete mandatory units together with a
choice of optional units from a provided selection. The overall threshold of 38
credits is required to achieve this qualification and is defined in the qualification
structure

QCF unit 21 (NOS unit 6.13.4) Operate and maintain small arms and/or team
weapons is applicable only to serving personnel in the Armed Forces, police and any
other public servant licensed to use firearms as part of their duties.

Restricted units are specified in the qualification structure. Where awarding
organisations wish to import these units into other qualifications, permi

the units will be through Government Skills

External Quality Control Methods of External Quality Contr Ie to
Ensure the Quality and Consistency of Assessment Across

The methods adopted will:

+ be practicable within the working context

+ be cost-effective
+ ensure added-value within the quality assur@ance prgcess.

Awarding organisations will use risk management for external quality control of
assessment and evaluate reports and er relatéd data to address any issues relating
to quality control considering the or assessment strategy requirements for:

o workplace evidence

e the use of simulation

¢ the occupational cdmpetenge of assessors, verifiers/moderators

e (uality assuran eels the criteria required by the qualifications

regulators.

hrouﬁ the development of collaborative working relationships,
nd awarding organisations and other related organisations will
etings for dialogue and feedback on:

ccupational Standards (NOS) and qualifications including aspects
atipform the need for incremental change
issues of assessment centres performance and external quality control and
ntribute to improving quality and consistency
e provide information and statistics on take up and completion as well as trends
and developments that can be used by Government Skills and awarding
organisations to identify any problem areas and agree remedial action
o identify areas and levels of risk.

Awarding organisations and their centres, assessors and verifiers /moderators will be
expected to maintain robust and transparent operational arrangements that preserve
independence in assessment, certification and quality assurance processes. Where e-
assessment is used, it will meet the criteria required by the qualifications regulators.
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It is expected that Government Skills’ relationships with awarding organisations will
include the following quality monitoring measures:

+ all new centres will be provided with advice and guidance about the
requirements of and means of meeting the centre recognition criteria in
accordance with the Regulatory arrangements for the Qualifications and Credit
Framework (section 5 August 2008) and the final, agreed version of ‘Additional
requirements for Qualifications using the title NVQ within QCF’

+ the provision of appropriate advice, guidance and support to all approved centres
on all aspects of assessment and internal verification operations;

+ adialogue process through forums or 1:1s that reports on the operation of
external verification, risk management and the implementation and effectiveness
of the standards and qualifications.

Simulated Evidence

The key principle on which this assessment strategy is based is that assessment for
QCF competence - based qualifications including NVQs is expected to be based on
evidence drawn from actual work performance. However, the nature of work within
some areas of the public services sector which includes high-risk and risk-critical
operations will require that simulated evidence forms an integral part of the
assessment of competence for NVQ purposes. Those units for which simulated
evidence is acceptable are listed.

To ensure the quality and consistency within the use of simulation across all working
contexts, all simulations must conform with the following principles and guidelines to
ensure that a realistic working environment is provided. A realistic working
environment is defined as one that:

+ includes a comprehensive range of demands, activities and constraints relevant
to those that would be met in a real working context;

+ provides individuals with access to the normal facilities, support and advice that
would be available for the context, type and working situation;

+ ensures formative assessment and advice is available from people with current
experience of the work being undertaken;

+ reflects the normal working contexts and conditions (including training
environments).

To ensure that these principles are maintained, centres will be required to work
closely with the relevant awarding organisation to ensure that all simulations meet
the requirements listed above.

Technical Requirements

Assessors

Assessors will be appointed by and registered with approved centres. An assessor
will:

+ have verifiable, relevant, current industry experience and knowledge of the
occupational working area at or above the level being assessed. This experience
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and knowledge must be of sufficient depth to be effective and reliable when
judging candidates’ competence. This could be verified by:

0 records of continuing professional development achievements

o curriculum vitae and references

0 possession of a relevant NVQ

o0 individual and or corporate membership of a relevant professional institution
hold and be registered for or working towards current industry specified
qualifications such as A1/A2 or legacy qualifications such as D32 and D33 as
referred to in the Regulatory Arrangements for the Qualifications and Credit
Framework (Section 5.6 D - Delivery of Assessment August 2008) and with regard
to the final, agreed version of “‘Additional requirements for Qualifications using
the title NVQ within QCF or equivalent successor awards’.

Internal Verifiers
Internal verifiers will be appointed by and registered at appr x An

internal verifier will:
o0 have verifiable, relevant, current industry exp rlence knowledge of the
occupational working area at or above the lev verified. This

E

th’to be effective and
” processes and decisions.

experience and knowledge must be of s ien
reliable when verifying judgements abogt asses
This could be verified by

records of continuing professional de p t achievements
curriculum vitae and referenc

possession of a relevant NV@

O O O O

Ip of a relevant professional institution
have an up to date workin 2 and understanding in the occupational
area they verify;
hold or be register
D34 as referred t Regulatory Arrangements for the Qualifications and
Credit Frameworz} ion 5.6 D - Delivery of Assessment August 2008) and with
regard to final agréed version of ‘Additional requirements for Qualifications

using th VQ within QCF’ or equivalent successor awards.

ifiers

External verifiers will be appointed by and registered with the relevant awarding
organisations. External verifiers will:

*

66

have verifiable, relevant, current industry experience and knowledge of the
occupational working area at or above the level being verified. This experience
and knowledge must be of sufficient depth to be effective and reliable when
verifying judgements about internal verification and assessment processes and
decisions. This could be verified by:

0 records of continuing professional development achievements

o curriculum vitae and references

0 possession of a relevant NVQ

o individual and or corporate membership of a relevant professional institution
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+ hold or be registered for and working towards V2 or hold legacy qualifications
such as D35 as referred to in the Regulatory Arrangements for the Qualifications
and Credit Framework (Section 5.6 D - Delivery of Assessment August 2008) and
with regard to the final, agreed version of ‘Additional requirements for
Qualifications using the title NVQ within QCF’ or equivalent successor awards.

Awarding organisation guidance

Assessment Methods

The primary form of evidence for this QCF NVQ will be workplace performance. This
should be supported by questioning (both informal and formal methods) and
simulation. Guidance is provided in this strategy on the acceptability of the use of

simulation.

Assessment methods may therefore include:

o observation of normal work performance

o witness testimony

o questioning during performance (particularly concerning contingency criteria)
o industry education and training programme assessment or professional

interview assessment that has been mapped to the NOS requirements
o professional discussion

) employer-provided question papers and tests
o simulation and specially designed scenarios
o e-assessment.

by subject experts or specialists who may have direct day to day contact with
candidates. These subject experts may be employed by the same organisation or
from an external resource. Subject experts or specialists should be supported by a
qualified assessor but note that the final assessment decision rests with the assessor.

For example

QCF Unit 18 Meet physical fitness requirements may be either assessed by specialists
in physical training from within the organisation or from an external organisation.

QCF Unit 4: Administer First Aid may be either assessed by first aid experts from
within the organisation or from an external organisation. Witness testimony from a
subject-matter expert may be used as evidence of competence. In addition, the HSE
First Aid at Work certificate may be used as an exemption against this unit provided
that:

o the certificate is within its validity period at the time of the award of the

qualification
¢ the original, authenticated certificate is presented to the assessor and
e a photocopy of the verified certificate is retained in the candidate’s portfolio.

Performance Evidence
Evidence of competent performance is required to demonstrate the consistency of an

individual’s workplace activity over time. This therefore requires that competence
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be demonstrated at least once against all performance criteria. Evidence should be
obtained holistically where practically possible since competent performance in some
units is often dependent on competence in others. Items of performance evidence
often contain features that apply to more than one unit, and can be used as evidence
in any unit where appropriate.

Candidates are required to demonstrate competence in all contexts listed in each
unit required to achieve the qualification across the assessment criteria.
Competence should be demonstrated by performance, and exceptionally, by
knowledge where the candidate’s role limits their opportunity to demonstrate their
competence by performance but only if listed as acceptable against the unit titles
below.

The most effective way of assessing competence, especially for the perf,
Assessors must make sure that the evidence provided reflects the
competence. Evidence that has been produced from team activities

when it clearly relates to a candidate’s specific and individualgggnt
activity, and not to the general outcome(s).

Individuals must also convince their designated assessars that they are able to apply
the full specification of knowledge and understandin ir work activities for
each unit. '

A military training environment is consider@g to nt the workplace and
therefore any assessment of competent performance at the training establishment is

recognised as workplace activities an t simulation with the exceptions below.
Evidence provided by simulation edge evidence is acceptable for the

following units:

QCF Units NVQ A

Unit no. Unit title Remarks
4 m‘mister first aid All simulation

19 ct damage control activities on board | All simulation

Assessing Knowledge and Understanding

Knowledge and understanding are key components of competent performance.
Where the candidate’s knowledge and understanding (and the handling of
contingency situations) is not apparent from performance evidence, it must be
assessed by other means and be supported by suitable evidence.
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