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Introduction 

This qualification specification outlines the key information related to the QNUK Level 4 Certificate in Education 
and Training (also known as the CET). It has been developed by QNUK and is registered in the Regulated 
Qualifications Framework (RQF). The regulator for this qualification is Ofqual. 
 

Qualification purpose 

This qualification is developed to prepare trainee teachers to be able to acquire the knowledge, skills and 
behaviours required to be effective in the adult learning environment. The flexibility of the QNUK Level 4 CET 
allows learners to be able to target their learning to diverse fields via the optional units approach. 
 

Qualification objective 

This is a qualification that provides formally assessed skills which will result in a recognised certification which 
will enable learners to deliver training in the adult education environment. It is suited for: 

• Those who want a widely recognised teaching qualification 

• People who are already teaching but wish to enhance their professional development 

• Require a qualification which has a knowledge and applied skills focus 
 

Qualification structure 

Qualification accreditation number 603/4586/X 

Qualification level 4 

Guided learning hours (GLH) 140 

Total Qualification Time (TQT) 360 

Credit value 36 

Validity Lifetime 
 

Pre-requisites 

Hold qualification/s and occupational experience in the subject matter they wish to teach 

Have access to learners to be able to apply the skills contained within this qualification and be assessed in a 
teaching capacity 
Hold, have equivalent to or can work to a minimum of Level 2 English functional skills  

Can demonstrate the ability to study at Level 4 (an academic style of writing using a recognised system of 
referencing) 

Take and initial assessment for Maths, English and ICT skills. It is recommended that candidates for this 
qualification (trainee teachers) achieve a minimum of Level 2 English and Maths competency prior to the 
completion of this qualification. 

This qualification is aimed at those over 19 

There are no other pre-requisites for this qualification. 
 

Delivery requirements 

The qualification requires a combination of tutor led and real work environment (RWE) observations of the 
learner delivering training sessions in a learning environment. Simulations are not accepted within this 
qualification. 
Learner should ideally complete the qualification within 48 weeks. 
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Optional and additional units 

Some of the optional units have additional requirements, which are clearly identified in bold print at the start of 
the unit. 
Blended learning 

Some providers may offer a blended learning approach to fulfil the total qualification Time (TQT) via books, 
online resources and development in the workplace, however the Guided Learning Hours must be met via direct 
contact with the trainer for this qualification. Assessments may not be undertaken in a remote manner. 

Teaching practice 

There is a requirement for a minimum of 30 hours of practice for this qualification with a minimum of 3 assessed 
observations. There is no requirement to evidence working with groups of learners to achieve this qualification 
unless the units undertaken specify that purpose. However, where trainee teachers are working solely with 
individuals, a programme may also include support and preparation for working with groups. 
 
Effective teaching practice experience should ideally include: 

• different teaching practice locations/settings/contexts; 

• teaching across more than one level; 

• teaching a variety of learners; 

• teaching individuals and groups; 

• gaining subject-specialist knowledge through workplace mentoring. 
 
Experience of non-teaching roles is also very useful but cannot be included within the specified number of 
teaching practice hours. 
 
Each trainee teacher should be allocated a tutor to monitor, support and oversee the trainee’s professional 
development and progress. The nominated tutor should be a member of the team of teacher educators 
delivering the programme. The tutor should meet regularly with the trainee to monitor progress and develop 
individual learning plans. 
 
For the Education and Training units, practice must be in a teaching and learning environment. The three 
observations must be linked to the following mandatory units: 

• Delivering education and training (Level 4) 

• Assessing learners in education and training (Level 4) 

• Using resources for education and training (Level 4). 
 
To successfully pass the requirements of the observations, the candidate must be observed performing at the 
standard of practice associated with Ofsted Grade 2 (Appendix 3). Any observations where the candidate is 
performing below this mark must be included in the portfolio of evidence to demonstrate feedback from the 
assessor and development to the required standard by the end of the course. 
 
As indicated in ‘Grade descriptors: outcomes for trainees’ of the Initial Teacher Education inspection (ITE) 
handbook (Ofsted, 2018) states that, for outcomes for trainee teachers/trainers to be judged as at a good level 
(grade 2), ‘Much of the quality of trainees’ teaching over time is good; some is outstanding.’  
At least one hour of observed and assessed practice in observations linked to the mandatory units should 
demonstrate grade 2 characteristics 
 
A holistic approach should be taken to observed and assessed practice so that each observation and assessment 
of practice enables trainee teachers to provide evidence for all three units identified above. Careful attention to 
assessment planning in advance of observations is recommended to facilitate the requirements within optional 
units. 
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Units of assessment 

This qualification is made up of five mandatory units, and 4 optional units. Learners must achieve 15 credits from 
the optional unis. 

Unit one title 
Understanding roles, responsibilities and relationships in education 
and training 

Unit one reference number H/505/0053 

Level 3 

Credit 3 

Guided learning hours 12 

Status Mandatory 

  

Unit two title Planning to meet the needs of learners in education and training 
Unit two reference number T/617/6069 

Level 4 

Credit 3 

Guided learning hours 15 

Status Mandatory 

  

Unit three title Delivering education and training 
Unit three reference number K/617/6070 

Level 4 

Credit 6 

Guided learning hours 24 

Status Mandatory 

  

Unit four title Assessing learners in education and training 

Unit four reference number M/617/6071 

Level 4 

Credit 6 

Guided learning hours 24 

Status Mandatory 

  

Unit five title Using resources for education and training 

Unit five reference number T/617/6072 

Level 4 

Credit 3 

Guided learning hours 15 

Status Mandatory 

  

Optional Group B: 
Learners must successfully complete and achieve a minimum of 15 credits from this group 

Unit six title Delivering employability skills 

Unit six reference number A/617/6073 

Level 4 

Credit 6 

Guided learning hours 20 

Status Optional 
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Unit seven title Identify individual learning and development needs 

Unit seven reference number F/617/6074 

Level 3 

Credit 3 

Guided learning hours 24 

Status Optional 

  

Unit eight title Understanding and managing behaviours in a learning environment 

Unit eight reference number J/617/6075 

Level 4 

Credit 6 

Guided learning hours 20 

  

Unit nine title Engage with employers to facilitate workforce development 

Unit nine reference number L/617/6076 

Level 4 

Credit 6 

Guided learning hours 30 

 
Details on the knowledge and understanding which will be assessed can be found in Appendix 1 and 2 of this 
document. 
 

Assessment overview 

Learners are assessed for this qualification using the following method: 

• Portfolio of Evidence 
 

Written examination 

Each learner will be assessed for this qualification by the completion of a written examination paper. 

Example questions can be found in Appendix 3 of this document 

Method Portfolio of evidence 

Language of assessment English  

Grading Pass/Fail 
 

Reasonable adjustments 

All learners are required to complete the assessment in a manner appropriate to the purpose of the qualification, 
including achieving the required pass mark. 
The prescribed assessment method for this qualification should not unfairly disadvantage learners with special 
needs who would otherwise be able to demonstrate competence in the assessment, in line with the purpose of 
the qualification. 

If you feel the assessment method indicated above would disadvantage you due to your learning needs, please 
contact your centre to discuss what reasonable adjustments can be made. 
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Results 

Once you have completed your assessment, the centre is required to submit their results to Qualifications 
Network for moderation within 10 working days of the date of assessment. We will issue verified results and 
appropriate certification to the approved centre within 7 working days of receiving those results. Results and/or 
certificates will then be forwarded to learners by the Centre. Learners should expect to receive all results within 
20 working days of the date they take the assessment. If they have not received them within 25 working days, 
they should contact their centre in the first instance. 

Progression routes 

Learners undertaking this qualification may wish to progress in to other qualifications related to teaching,  
assessing and verification. Including: 

• QNUK Level 5 Diploma in Education and Training (RQF) (Coming soon) 

• QNUK Level 3 Certificate in Assessing Vocational Achievement (RQF) 

• QNUK Level 4 Award in the Internal Quality Assurance of Assessment Processes and Practice (RQF) 

Acceptable forms of I.D. 

All learners must provide suitable identification documentation (I.D.) prior to being allowed to take an 
assessment for this qualification. This is a regulatory requirement. Centres must ensure that all I.D. is checked 
and the I.D. type noted on the Cohort Register.  

Learners who do not have an acceptable form of I.D. will not be allowed to take the assessment.  

The list below outlines acceptable forms of identification for learners undertaking a regulated qualification with 
Qualifications Network.  

Ideally learners should provide at least 1 form of photo I.D. If photo I.D is not available, 2 forms of non-
photographic I.D can be accepted.  

Acceptable forms of photographic I.D (1 required) are:  
 

• Signed UK Photo card driving licence  

• Signed passport (any nationality)  

• Valid EU Photo identity card  

• SIA security licence (with photo)  

• Current and valid warrant card issued by HM forces or Police  

• Current and valid Prison service card (with photo)  

• Proof of age card  

• Employee photo identification card  

• Student photo identification card for a recognised educational establishment 

• Firearms license (with photo) 

Acceptable forms of non-photographic I.D (2 required) are:  

• Birth certificate 

• Marriage/civil partnership certificate 

• Bank or building society statement or official letter (issued within last 3 months) 

• Credit card statement (issued within last 3 months) 

• Utility bill – excluding mobile phone bill (issued within last 3 months) 

• Benefit statement e.g. child benefit, pension (issued within last 3 months) 
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Appendix 1 Learning Outcomes and Assessment criteria  

 
Key to Assessment Methodology 
WP= Product of work 
O = Observational assessment 
WT = Witness Testimony 
Q = Questioning 
E = Examination (formal) 
PD = Professional Discussion 

 

Unit 1 Understanding roles, responsibilities and relationships in education and training 

The follow details the Learning Outcomes for this qualification and the assessment criteria referred to 
within the assessment and used to determine if a learner has met a learning outcome. Further details 
of how learning outcomes and assessment criteria are covered is included in Appendix 2 Unit 1 
Indicative Content. 

Assessment 
Method 

Q O 

1 Understand the teaching role and responsibilities in education and training 

 1.1 The teaching role and responsibilities in education and training   

 1.2 
Key aspects of legislation, regulatory requirements and codes of practice relating to 

own role and responsibilities   

 1.3 Ways to promote equality and value diversity   

 1.4 Why it is important to identify and meet individual learner needs   

2 Understand ways to maintain a safe and supportive learning environment 

 2.1 Ways to maintain a safe and supportive learning environment   

 2.2 Why it is important to promote appropriate behaviour and respect for others   

3 Understand the relationships between teachers and other professionals in education and training 

 3.1 How the teaching role involves working with other professionals   

 3.2 The boundaries between the teaching role and other professional roles   

 3.3 Points of referral to meet the individual needs of learners   

 

Unit 2 Planning to meet the needs of learners in education and training 

The follow details the Learning Outcomes for this qualification and the assessment criteria referred to 
within the assessment and used to determine if a learner has met a learning outcome. Further details 
of how learning outcomes and assessment criteria are covered is included in Appendix 2 Unit 1 
Indicative Content. 

Assessment 
Method 

Q WP 

1 Be able to use initial and diagnostic assessment to agree individual learning goals with learners 

 1.1 
The role and use of initial and diagnostic assessment in agreeing individual learning 

goals   
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 1.2 
Methods of initial and diagnostic assessment to negotiate and agree individual learning 

goals with learners 
  

 1.3 Recording learners’ individual learning goals   

2 Be able to plan inclusive teaching and learning in accordance with internal and external requirements. 

 2.1 Devising a scheme of work in accordance with internal and external requirements.   

 2.2 
Designing teaching and learning plans that meet the aims and individual needs of all 

learners and curriculum requirements. 
  

 2.3 How own planning meets the individual needs of learners.   

 2.4 
Ways in which teaching and learning plans can be adapted to meet the individual needs 

of learners.   

 2.5 Opportunities for learners to provide feedback to inform inclusive practice.   

3 Be able to implement the minimum core in planning inclusive teaching and learning. 

 3.1 
Ways in which minimum core elements can be demonstrated in planning inclusive 

teaching and learning.   

 3.2 Applying minimum core elements in planning inclusive teaching and learning.   

4 Be able to evaluate own practice when planning inclusive teaching and learning. 

 4.1 
Reviewing the effectiveness of own practice when planning to meet the individual 

needs of learners, taking account of the views of learners and others. 
  

 4.2 
Identifying areas for improvement in own planning to meet the individual needs of 

learners. 
  

  

Unit 3 Delivering education and training Assessment Method 

The follow details the Learning Outcomes for this qualification and the assessment criteria 

referred to within the assessment and used to determine if a learner has met a learning 

outcome. Further details of how learning outcomes and assessment criteria are covered is 

included in Appendix 2 Unit 1 Indicative Content. 

Q O WP 

1 Understand potential factors leading to behaviours that disrupt a learning environment. 

 1.1 The behaviours that can occur in a learning environment.    

 1.2 
The potential factors leading to behaviours that can disrupt a learning 

environment.    

2 Understand organisational policies relating to managing behaviours in a learning environment. 

 2.1 
The key aspects of legislation relating to managing behaviours in a learning 

environment.    

 2.2 
The key aspects of an organisation’s policies relating to managing behaviours 

in a learning environment.    

3 Be able to promote behaviours that contribute to a purposeful learning environment. 

 3.1 
How to analyse ways of encouraging behaviours that contribute to a 

purposeful learning environment.    
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 3.2 
Implementing strategies for encouraging behaviours that contribute to a 

purposeful learning environment. 
   

4 Be able to manage behaviours that disrupt a purposeful learning environment. 

 4.1 
How to analyse ways of managing behaviours that disrupt a purposeful 

learning environment.    

 4.2 
Implementing strategies for managing behaviours that disrupt a purposeful 

learning environment. 
   

5 Be able to promote behaviours that contribute to a purposeful learning environment. 

 5.1 
Evaluating the effectiveness of own practice in relation to promoting and 

managing behaviours in a learning environment. 
   

 5.2 
Identifying own strengths and areas for improvement in relation to promoting 

and managing behaviours in a learning environment. 
   

  

Unit 4 Assessing Learners in Education and Training Assessment Method 

The follow details the Learning Outcomes for this qualification and the assessment criteria 

referred to within the assessment and used to determine if a learner has met a learning 

outcome. Further details of how learning outcomes and assessment criteria are covered is 

included in Appendix 2 Unit 1 Indicative Content. Note: This unit must be observed by the 

assessor with the learner delivering in a learning environment for a minimum period of one 

hour. 

Q O WP 

1 Be able to use types and methods of assessment to meet the needs of individual learners. 

 1.1 The purposes of types of assessment used in education and training.    

 1.2 
The effectiveness of assessment methods in relation to meeting the individual 

needs of learners.    

 1.3 Types and methods of assessment to meet the individual needs of learners.    

 1.4 
Use of peer- and self-assessment to promote learners’ involvement and 

personal responsibility in the assessment for, and of, their learning. 
   

 1.5 Questioning and feedback to contribute to the assessment process.    

2 Be able to carry out assessments in accordance with internal and external requirements. 

 2.1 
The internal and external assessment requirements and related procedures of 

learning programmes. 
   

 2.2 
Assessment types and methods to enable learners to produce assessment 

evidence that is valid, reliable, sufficient, authentic, and current. 
   

 2.3 Conducting assessments in line with internal and external requirements.    

 2.4 
Recording the outcomes of assessments to meet internal and external 

requirements. 
   

 2.5 
Communicating assessment information to other professionals with an 

interest in learner achievement. 
   

3 Be able to implement the minimum core when assessing learners. 
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 3.1 
The ways in which minimum core elements can be demonstrated in assessing 

learners.    

 3.2 Applying minimum core elements in assessing learners.    

4 Be able to evaluate own assessment practice. 

 4.1 
How to review the effectiveness of own assessment practice taking account of 

the views of learners and others. 
   

 4.2 Identifying areas for improvement in own assessment practice.    

  

Unit 5 Using resources for education and training Assessment Method 

The follow details the Learning Outcomes for this qualification and the assessment criteria 

referred to within the assessment and used to determine if a learner has met a learning 

outcome. Further details of how learning outcomes and assessment criteria are covered is 

included in Appendix 2 Unit 1 Indicative Content. Note: This unit must be observed by the 

assessor with the Learner delivering in a learning environment for a minimum period of one 

hour. 

Q O WP 

1 Be able to use resources in the delivery of inclusive teaching and learning. 

 1.1 
The effectiveness of resources used in own area of specialism in relation to 

meeting the individual needs of learners.    

 1.2 
Using resources to promote equality, value diversity and meet the individual 

needs of learners. 
   

 1.3 Adapting resources to meet the individual needs of learners.    

2 
Be able to implement the minimum core when using resources in the delivery of inclusive teaching and 
learning. 

 2.1 
The ways in which minimum core elements can be demonstrated when using 

resources for inclusive teaching and learning.    

 2.2 
Applying minimum core elements when using resources for inclusive teaching 

and learning. 
   

3 Be able to evaluate own use of resources in the delivery of inclusive teaching and learning. 

 3.1 

How to review the effectiveness of own practice in using resources to meet 

the individual needs of learners, taking account of the views of learners and 

others 

   

 3.2 
Identifying areas for improvement in own use of resources to meet the 

individual needs of learners. 
   
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Unit 6 Delivering Employability Skills Assessment Method 

The follow details the Learning Outcomes for this qualification and the assessment criteria 

referred to within the assessment and used to determine if a learner has met a learning 

outcome. Further details of how learning outcomes and assessment criteria are covered is 

included in Appendix 2 Unit 1 Indicative Content. Assessor observations of the learner 

delivering in a learning environment are required for this unit delivering in a learning 

environment for a minimum period of one hour. 

Q O WP 

1 Be able to use resources in the delivery of inclusive teaching and learning. 

 1.1 The differences between employability skills and employment skills.    

 1.2 The benefits to learners of having employability skills.    

2 Understand the personal qualities and skills needed for the delivery of employability skills. 

 2.1 
The personal qualities and skills required for the delivery of employability 

skills.    

 2.2 
The influence of personal presentation on the success of the delivery of 

employability skills.    

3 
Be able to use techniques, strategies, and practices that reflect the workplace in the delivery of 
employability skills. 

 3.1 Reviewing techniques for the delivery of employability skills.    

 3.2 
The strategies used to transform training areas to reflect a realistic working 

environment.    

 3.3 
How to plan employability skills sessions that: 
• meet the needs of learners 
• reflect a realistic working environment. 

   

 3.4 
Using the selected techniques and strategies to deliver employability skills 

sessions. 
   

 3.5 
Ways to negotiate behavioural parameters when using workplace practices 

with learners. 
   

4 Be able to evaluate own delivery of employability skills. 

 4.1 
Evaluating the effectiveness of techniques, strategies, and practices used for 

the delivery of employability skills. 
   

 4.2 
How to identify own strengths and areas for improvement for the delivery of 

employability skills. 
   
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Unit 7 Identify Individual Learning and Development Needs Assessment Method 

The follow details the Learning Outcomes for this qualification and the assessment criteria 

referred to within the assessment and used to determine if a learner has met a learning 

outcome. Further details of how learning outcomes and assessment criteria are covered is 

included in Appendix 2 Unit 1 Indicative Content.  

Q O WP 

1 Understand the principles and practices of learning needs analysis for individuals 

 1.1 The principles and practices of learning needs analysis for individuals    

 1.2 The factors that influence individual learning needs, preferences and styles    

 1.3 The methods used to assess individual learning needs    

2 Be able to conduct learning needs analysis for individuals 

 2.1 
Agreeing the purpose, aims and methodology of the learning needs analysis 

with individuals 
   

 2.2 
Applying learning needs analysis methodology to assess the individual’s 

current level of achievement and potential 
   

 2.3 How to analyse learning needs and communicate to the learner    

3 Be able to agree individual learning and development needs 

 3.1 How to agree and prioritise individual learning and development needs    

 3.2 

Advising individuals about learning and development options to meet: 
• learner priorities 
• learning preferences 
• learning styles 

   

  

Unit 8 Understanding and managing behaviours in a learning environment Assessment Method 

The follow details the Learning Outcomes for this qualification and the assessment criteria 

referred to within the assessment and used to determine if a learner has met a learning 

outcome. Further details of how learning outcomes and assessment criteria are covered is 

included in Appendix 2 Unit 1 Indicative Content.  

Q O WP 

1 Understand potential factors leading to behaviours that disrupt a learning environment. 

 1.1 The behaviours that can occur in a learning environment.    

 1.2 
The potential factors leading to behaviours that can disrupt a learning 

environment.    

2 Understand organisational policies relating to managing behaviours in a learning environment. 
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 2.1 
The key aspects of legislation relating to managing behaviours in a learning 

environment.    

 2.2 
The key aspects of an organisation’s policies relating to managing behaviours 

in a learning environment.    

3 Be able to promote behaviours that contribute to a purposeful learning environment. 

 3.1 
How to analyse ways of encouraging behaviours that contribute to a 
purposeful learning environment.    

 3.2 
Implementing strategies for encouraging behaviours that contribute to a 
purposeful learning environment. 

   

4 Be able to manage behaviours that disrupt a purposeful learning environment. 

 4.1 
How to analyse ways of managing behaviours that disrupt a purposeful 
learning environment.    

 4.2 
Implementing strategies for managing behaviours that disrupt a purposeful 
learning environment. 

   

5 Be able to promote behaviours that contribute to a purposeful learning environment. 

 5.1 
Evaluating the effectiveness of own practice in relation to promoting and 
managing behaviours in a learning environment. 

   

 5.2 
Identifying own strengths and areas for improvement in relation to promoting 
and managing behaviours in a learning environment. 

   

  

Unit 9 Engage with employers to facilitate workforce development Assessment Method 

The follow details the Learning Outcomes for this qualification and the assessment criteria 

referred to within the assessment and used to determine if a learner has met a learning 

outcome. Further details of how learning outcomes and assessment criteria are covered is 

included in Appendix 2 Unit 1 Indicative Content. Note: This unit requires the clearner to be 

embedded within the Learning & Development function with an employer or have access to 

an employer in a consultative capacity 

Q O WP 

1 Understand the opportunities available for workforce development 

 1.1 
The national approaches related to the skilling and productivity of the 

workforce in line with current legislation and socio-economic requirements    

 1.2 What constitutes workforce development in a business context    

 1.3 The funding opportunities available for workforce development    

2 Understand how to engage with employers to promote workforce development 

 2.1 
How to analyse information about individual employers and employment 

sectors, locally and nationally    

 2.2 
How to gauge employers’ level of interest in workforce development 

opportunities    
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 2.3 
The methods of approaching and engaging with employers to motivate them 

to engage in workforce development    

3 Understand how to design learning and development opportunities in the workplace 

 3.1 
What motivates employees to undertake learning and development in the 
workplace    

 3.2 
The key factors to be considered when designing learning and development 
solutions for employers and employees    

 3.3 
How to critically compare learning and development programmes which 
already exist with newly developed opportunities    

4 Understand how to facilitate learning and development opportunities in the workplace 

 4.1 The sources of support and resources that are available from stakeholders    

 4.2 
How employees might overcome obstacles when engaging with learning and 
development.    

 4.3 
How to select, support and monitor staff delivering learning and development 
solutions    

 4.4 

The impact of workforce development opportunities on: 

• employees 

• businesses 
   

5 Be able to engage with employers on workforce development issues 

 5.1 
Researching information about the business needs of employers in relation to 
productivity and performance 

   

 5.2 
How to report employer’s employee development needs in a professional 
manner 

   

6 Be able to work with employers to facilitate workforce development solutions 

 6.1 
Preparing information and advice for the employer on solutions relevant to 
their business 

   

 6.2 
How to review employer workforce development needs using methods 
relevant to the nature of the business and its employees 

   

 6.3 Proposing solutions that recognise the needs of the workforce    

 6.4 
How to implement processes to develop and support the workforce within a 
business partnership with the employer 

   

 6.5 
Providing ongoing evaluation of workforce development for the purposes of 
quality improvement 

   

 6.6 
Working with the employer to measure the impact of workforce development 
on their business 

   
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Appendix 2 Indicative content 

Unit 1 - Understanding roles, responsibilities and relationships in education and 
training H/505/0053 (Mandatory) 

1.1 The teaching role and responsibilities in education and training. 

The focus of the teaching role is to inspire learners to change and develop their personal, social and professional 
skills to the best of their ability. This is likely to include some of the following key aspects: 

• Carrying out initial assessments and/or diagnostics 

• Clear communication with learners and other stakeholders 

• Promoting appropriate behaviour and respect for others 

• Identifying and meeting individual learning needs 

• Being organised  

• Reflecting on own practice 
 
Responsibilities include: 

• Promoting a safe and supportive learning environment 

• Promoting equality and diversity 

• Adhering to relevant legislation, regulatory requirements and codes of practice 

• Contributing to a wider team responsible for the overall success of the learners 

• Contributing to or designing the course curriculum 

• Setting individual and group learning targets 

• Planning appropriate learning activities for groups of learners and individuals 

• Keeping accurate records 

• Providing appropriate signposting to sources of help for learners (financial, health, study, counselling) 
 

1.2 
Key aspects of legislation, regulatory requirements and codes of practice relating to own role and 
responsibilities. 

Learners are expected to be able to cite and outline the requirements of legislation specific to their own area of 
practice, however standard legislation attributable to all teachers include: 

• The Education Act (2011) 

• The Equality Act (2010) 

• The Health and Safety at Work Act (1974) 

• Ofsted Guidelines 

• The Data Protection Act (1998) and the GDPR reform in 2018 

• General codes of practice from BIS, iFL, ETF and UCU 
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1.3 Ways to promote equality and value diversity. 

The definition of equality is ‘to provide each learner with an equal and fair opportunity to succeed’. Diversity is to 
‘acknowledge, recognise, understand and respect the diverse backgrounds of all learners and staff within a 
learning environment’. Methods to promote these include: 

• Setting clear rules in regards to how people should be treated. 

• Challenging any negative attitudes. 

• Treating all staff and students fairly and equally. 

• Creating an all-inclusive culture for staff and students. 

• Avoiding stereotypes in examples and resources. 

• Using resources with multicultural themes. 

• Actively promoting multiculturalism in lessons. 

• Planning lessons that reflect the diversity of the classroom. 

• Ensuring all students have equal access to opportunities and participation. 

• Making sure that learning materials do not discriminate against anyone and are adapted where 
necessary, e.g. large print or audio tape format. 

• Using a variety of teaching methods. 

• Using a variety of assessment methods. 

• Ensuring policies and procedures don’t discriminate against anyone 

1.4 Why it is important to identify and meet individual learner needs. 

Some learners will learn fast and others slowly through a broad range of learning styles, it is crucial that a 
teacher identify and meet the needs of every learner without discrimination. Failure to plan learning sessions 
which meet the learning needs of the class will inevitably result in a loss of enthusiasm from the learners and 
potentially disadvantaging others which have particular learning needs or styles. There are several methods to 
identify learning needs: 

• Initial Assessment 

• Skill Scan 

• VARK test 

• Pre enrolment interview 

• Recognition of prior learning 

2.1 Ways to maintain a safe and supportive learning environment. 

Effective learning can only take place if a student feels secure enough to share their opinions and thoughts.  
Teaching time, resources and the physical space must always provide a challenging, safe and supportive 
environment for learning.  This is achieved by: 

• Managing behaviours (learners and trainer) 

• Providing ‘emotional safety’ (a learner feels able to express opinions/ask questions without fear) 

• Inclusive Practice 

• Physical Safety 

• Appropriate seating arrangements 
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2.2 Why it is important to promote appropriate behaviour and respect for others. 

Promoting high standards of behaviour and respect encourages: 

• Safe learning environment 

• Social learning 

• Emotional Wellbeing 

• Inclusivity (avoidance of isolation) 

• Establishment of trust 

3.1 How the teaching role involves working with other professionals. 

The teaching role will interact with the following examples of other professionals for delivery of the 
learning/assessment and support: 
Delivery 

• Assessors 

• Internal Quality Assurers (IQA) 

• External Quality Assurers (EQA) 

• Awarding Organisation 

• Learning Support Assistants (LSA) 

• Invigilators 

• Other teachers  
Support: 

• Medical Practitioners 

• Safeguarding Officers 

• Pastoral  

• Financial Advisors 

3.2 The boundaries between the teaching role and other professional roles. 

When working with other professionals: 

• Only undertake activities as part of the teaching role. Do not do something which is part of another 
professional’s role 

• Maintain the confidentiality of learners with other professionals 
Crossing boundaries i.e. undertaking a duty associated with colleague will create animosity and potential for the 
duplication of activities. 

3.3 Points of referral to meet the individual needs of learners. 

Key points of referral may include: 

• Signposting to supportive courses, for example English, Maths or ICT 

• Medical Practitioners 

• Safeguarding Officers 

• Pastoral  

• Financial Advisors 

• Internal quality Assurers 

• Safeguarding Officers 
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Unit 2 Planning to meet the needs of learners in education and training 
 T/617/6069 (Mandatory) 

1.1 The role and use of initial and diagnostic assessment in agreeing individual learning goals. 

• An initial assessment provides the basis of where a student will begin their studies. It is therefore an 
essential and imperative part of the process of agreeing individual learning goals; how can a learner 
proceed, and their learning measured if they do not have a starting point from which to do so? By using a 
variation of questionnaires, activities, one-to-one assessments group work and quizzes where self-
assessment can be applied, these assessment methods can help ascertain what stage individual learning 
is at and then goals set accordingly. 

• Diagnostic assessments are related to specific skills –they provide a baseline to facilitate teachers with 
the relevant knowledge to gauge an individual’s strengths or weaknesses. This information can then be 
included in the student’s Individual Learning plan, so that they can be addressed as necessary. 

1.2 
Methods of initial and diagnostic assessment to negotiate and agree individual learning goals with 
learners. 

• Initial: Inform individual learning plan; information from CV, application form, interview, exercises or 
tasks. 

• Diagnostic: Knowledge or skills test, paper/ online diagnostic assessments of language/ literacy/ 
numeracy/ ICT. 

• Negotiation: Self-assessment, discussion, recognition/ acknowledgement of learning or skills gaps, agree 
support needs, need for referral if appropriate. 

1.3 Recording learners’ individual learning goals. 

Examples of record keeping which may be used (but not exhaustive): 

• Individual Learning Plans 

• Action Plans 

• Progress Reviews 
 
Ensure all records are kept inline with organisational and legal requirements whilst observing the learner’s rights. 

2.1 Devising a scheme of work in accordance with internal and external requirements. 

Scheme of work to be set in accordance to awarding organisation requirements and current professional 
standards. Contents may include: 

• Learning Outcomes 

• Knowledge 

• Opportunities to develop skills 

• Logical sequence  

• Assessment methods  

• Timings  

• Activities 

• Learner engagement 

• Learning styles 

• Resources required 
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2.2 
Designing teaching and learning plans that meet the aims and individual needs of all learners and 
curriculum requirements. 

Including: 

• Planning to meet needs of learners  

• Subject requirements (knowledge, skills and behaviours) 

• Activities (Individual and group learning, lectures, team-teaching, workshops, practical exercises, 
research, project work, case studies, discussions, role play, simulations etc) 

• Differentiated approach via distance learning, classroom, online, resource-based learning, independent 
or group learning, experiential learning etc) 

• Opportunities for ‘stretch and focus’  

2.3 How own planning meets the individual needs of learners. 

Via statement from trainee teacher, justifications can include: 

• Considering learning styles 

• Learning needs  

• Linking to initial assessment/diagnostic results 

• Requirements of awarding organisation 

• Timings 

• Differentiation 

2.4 Ways in which teaching and learning plans can be adapted to meet the individual needs of learners. 

Including a variety of methods to meet range of learning styles and learners’ requirements: e.g. individual and 
group learning, lectures, team-teaching, workshops, practical exercises, research, project work, case studies, 
discussions, peer teaching, role plays, games, directed study, resources based learning, independent learning, 
experiential learning, student-centred learning etc.  

2.5 Opportunities for learners to provide feedback to inform inclusive practice. 

Provide opportunities for learners ask questions; checks on understanding; feedback; evaluation of learning; 
encourage comment of learning styles used, assessment materials/tasks; tutorials; programme reviews.. 

3.1 
Ways in which minimum core elements can be demonstrated in planning inclusive teaching and 
learning. 

Teaching and learning methods including activities which require use of a range of ICT, literacy and numeracy 
skills; flexibility to address gaps in learner's skills; workshops, practical, research, project work, case studies, 
discussions, role plays, games, directed study, resources-based learning, learner-centred and experiential 
learning; mapping materials to minimum core; including sessions on study skills; ensuring teaching materials use 
language at appropriate level; planning use of clear spoken/ written language in giving instructions; developing 
activities that promote literacy, language, numeracy and ICT learning alongside subject specialist skills; 
considering needs of learners with specific learning difficulties/disabilities or those with sensory impairment.  

3.2 Applying minimum core elements in planning inclusive teaching and learning. 

As per content identified in 3.1 but applied to the learning environment. 
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4.1 
Reviewing the effectiveness of own practice when planning to meet the individual needs of learners, 
taking account of the views of learners and others. 

Including: 

• Self-Assessment 

• Formal appraisals 

• Learner Feedback 

• Efficiency of schemes of work (success rates) 

• Colleague feedback 

• IQA reports 

• Measuring performance against previous targets 

• Comparing against professional standards 

4.2 Identifying areas for improvement in own planning to meet the individual needs of learners. 

Considering the findings from 4.1. Production of SMART objectives in the form of a PDP or similar appropriate 
development document. 

 

Unit 3 Delivering education and training K/617/6070 (Mandatory) 

1.1 
The effectiveness of teaching and learning approaches used in own area of specialism in relation to 
meeting the individual needs of learners. 

• Effectiveness of approaches, e.g. andragogical or learner centred (discussion, research tasks, project 
work, group work); pedagogical or teacher centred, (lecture, demonstration, presentation). 

• Ways to meet learner needs, e.g. clear goals, engaging, range of learning styles, small-group and whole-
group work, variety of resources, meeting assessment requirements 

1.2 Creating an inclusive teaching and learning environment. 

• Learning environment: structured, linked to learner needs, clear goals, appropriate content, time 
managed, effective group management. 

• Inclusive: meeting individual learner needs, range of support, promoting positive attitudes to others 
within the classroom. 

1.3 Inclusive approaches to teaching and learning in accordance with internal and external requirements. 

Requirements: 

• Addressing needs of curriculum/scheme of work/session plan 

• Subject specific knowledge in line with the requirements of the qualification 

• Subject-specific skills are appropriate for the assessment methodology 

• Assessment needs are differentiated (where applicable) 

• Time scales for achievement are realistic 

• Development and progression is clearly identifiable 

• Internal quality assurance requirements have been met 
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2.1 The benefits and limitations of communication methods and media used in own area of specialism. 

• Communication: tutor lectures, discussion, open and closed questioning, non-verbal, listening, watching. 

• Media: written materials, use of images, PowerPoint, ICT, VLE (virtual learning environment), audio and 
visual aids. 

• Benefits: engaging students, setting appropriate level, impact, quality of materials, relevance to learning, 
variation to learner activities retaining interest/focus 

2.2 Using communication methods and media to meet individual learner needs. 

The use of a variety of communication methods when teaching, including (but not limited to): 

• Variations of tone, pitch and inflection of voice 

• Responding to questions raised appropriately 

• Summarising key learning points 

• Positive body language 

• Active listening  

• Power Point 

• Hand-outs 

• Video 

• Use of other learning aids 

2.3 
Communicating with other learning professionals to meet individual learner needs and encourage 
progression. 

Other learning professionals as per 3.1. 
Examples: 

• Negotiation of reasonable adjustments with IQA 

• Providing information to LSA 

• Discussing individual learner requirements or challenges with IQA or other relevant teachers 

• Contributing to standardisation workshops 

• Team meetings 

• Discussing learner progress with employer (if apprentice programme being delivered) 

• Funding requirements with enrolment staff 

• Attendance with appropriate parties 

• Discussing learner needs with support staff/external agencies 
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3.1 The benefits and limitations of technologies used in own area of specialism. 

Benefits: 

• Accessibility 

• 24-hour access (if online) 

• Transparency of requirements/progress (E-portfolio) 

• Speed and efficiency 

• Positive engagement (depending on learner profile) 

• Globalisation 

• Tracking and monitoring of progress/usage 
 
Limitations: 

• Internet availability/access 

• Availability of resources (laptops/tablets etc) 

• Cost of technology 

• Authenticity of learner input 

• Communication methodology is limited  

• No direct interaction 

• Lack of social learning  

• Ability to vary the teaching methods to engage learners 

3.2 Using technologies to enhance teaching and meet individual learner needs. 

Applying appropriate technology to the learning environment and observed in practice. 

4.1 
The ways in which minimum core elements can be demonstrated when delivering inclusive teaching 
and learning. 

Examples of activities include: 

• Literacy:  reading, research, written assignments, projects, tests, reports. 

• Language: question and answer, group work, discussions, learner designed presentations etc. 

• Numeracy: measurements, percentages, numbering, calculations, presenting data etc. 

• ICT: Use of Word, Excel, researching, presenting information, eLearning, use of  

4.2 Applying minimum core elements in delivering inclusive teaching and learning. 

Observations or evidence of the minimum core elements being embedded within the delivery of learning. 

5.1 
Reviewing the effectiveness of own practice in meeting the needs of individual learners, taking account 
of the views of learners and others. 

• Review of effectiveness: measure of own and students, success, student engagement, achievement of 
planned session objectives, observation reports. 

• Views of others: formal and informal feedback from students, tutor or mentor observation feedback, 
student satisfaction survey, feedback from other professionals. 

5.2 Identifying areas for improvement in own practice in meeting the individual needs of learners. 

• Ways to meet needs: researching learning styles to identify new methods of delivery and assessment. 

• Ways to improve teaching: updating subject knowledge (CPD), researching variations pr adjustments to 
learning programmes and support materials. 
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Unit 4 Assessing Learners in Education and Training M/617/6071 (Mandatory) 

1.1 The purposes of types of assessment used in education and training. 

Types of Assessment: 

• Initial assessment is conducted prior to any learning taking place to provide an indication of what level 
English, Maths and ITC the learner is currently working at or towards. This enables the teacher to adapt 
their session plans and activities to provide development in these areas from the initial bench mark of 
the learner/s 

• Formative assessment is a range of formal and informal assessment procedures used by teachers during 
the learning process so they can modify teaching and learning activities to improve pupil attainment. 

• Summative assessment comes at the end of a learning sequence and is used to acknowledge, record and 
report on pupils’ overall achievement at a given point. 

• Diagnostic assessment is used to identify individual strengths, areas for improvement and to inform next 
steps. 

• Evaluative assessment is concerned with the overall performance of a training organisation regarding 
delivery and achievement of learners. 

 
The individual purposes for assessments is given above, however the overall purpose for assessment is to 
provide the measure between teaching and learning i.e. have the learners absorbed, understood and can apply 
new knowledge, skills and behaviours as a result of the teaching within the expectations of the qualifications 
undertaken. 

1.2 The effectiveness of assessment methods in relation to meeting the individual needs of learners. 

Assessment Methods: 
Formative – Informal 
Questioning 
Feedback 
Peer assessment 
Self-assessment 
Witness Testimony 
 
Formative – Formal 
Tests 
Exams 
Essays 
Target setting 
Professional Discussion 
 
Summative – Informal 
Portfolios 
Coursework 
Teacher Assessment 
Witness Testimony 
 
Summative – Formal 
Tests 
Exams 
Essays in controlled conditions 
Professional Discussion 
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There are several considerations towards measuring the effectiveness of the above methods: Differentiation, 
suitability to evidencing the assessment criteria, within limitations of reasonable adjustments, fairness, 
commensurate with the assessment verb and inline with qualification requirements. 

1.3 Types and methods of assessment to meet the individual needs of learners. 

Requirements: 
This element is applying the types and methods of assessment in the learning environment with observations 
from the assessor of this course. 

1.4 
Use of peer- and self-assessment to promote learners’ involvement and personal responsibility in the 
assessment for, and of, their learning 

• As 1.3 

1.5 Questioning and feedback to contribute to the assessment process. 

• As 1.3 

2.1 The internal and external assessment requirements and related procedures of learning programmes. 

Requirements: 
This element is also observed practice in the teaching environment by the assessor for this course, who will be 
identifying if the teacher has included and embedded the requirements for assessments set by the training 
provider and the awarding organisation. 
 
Sources of internal requirements: 

• IQA standardisation  

• Internal paperwork  

• Examinations/assessment policies 
 
Sources of external requirements: 

• Qualification specification 

• Delivery support manual 

• Examinations/assessment policies 

• Quality Assurance policies 

• Assessment paperwork provided by awarding organisation 

2.2 
Assessment types and methods to enable learners to produce assessment evidence that is valid, 
reliable, sufficient, authentic, and current. 

• Valid – the evidence is relevant to the criteria being assessed 

• Reliable – The evidence is at a consistent level across all learners over a number of courses 

• Sufficient – The evidence robustly proves the criteria being assessed 

• Authentic – The evidence is genuinely that of the learner (absence of plagiarism) 
 
This element is also assessed in the learning environment by the assessor for this course to evidence this 
element in practice. 

2.3 Conducting assessments in line with internal and external requirements. 

This element is assessed in the learning environment by the assessor for this course to evidence the 
requirements identified in 2.1 in practice. 
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2.4 Recording the outcomes of assessments to meet internal and external requirements. 

Outcomes of assessments will need to be recorded in several ways to satisfy the requirements of various 
stakeholders: 
Teacher: Learners learning records, course tracker and other documentation to assist the teacher to track and 
monitor progress of individual learners and cohorts. 
Internal: Learning Records, course tracker, individual learning plans (ILP) etc. 
External: Awarding Organisation (AO) assessment paperwork and reporting sheets, Learning Records Service 
(LRS), Online results entry (depending on the methods used by the AO), ESFA (if funded) require progression 
data also. 
 
This element will be observed in a learning environment by the assessor for this course  

2.5 Communicating assessment information to other professionals with an interest in learner achievement. 

Communicating methods: 

• Assessment paperwork 

• Disclosure to approved/relevant individuals 

• Directly to learner  
Other professionals: 

• Learner’s line manager 

• IQA 

• Head of centre 

• Other teachers/assessors involved with learner’s progression/achievement 

• LSA 

• EQA 

• Awarding Organisation 
 

This element will be observed in a learning environment by the assessor for this course 

3.1 The ways in which minimum core elements can be demonstrated in assessing learners. 

Minimum Core Elements: 

• Literacy 

• Language 

• Numeracy 

• Information & communication technology (ICT) 
 
Way in which these can be embedded in learning: 

• Literacy – reading, writing, checking spelling, grammar, punctuation and syntax of own and learners’ 
work 

• Language – speaking and listening 

• Numeracy – carrying out calculations, interpretations, evaluations and measurements 

• ICT – using: e-learning activities, a virtual learning environment (VLE), e-mails, apps, video conferencing, 
digital devices, software and programs 
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3.2 Applying minimum core elements in assessing learners. 

This element will be observed in a learning environment by the assessor for this course 

4.1 
How to review the effectiveness of own assessment practice taking account of the views of learners and 
others. 

Effectiveness can be measured by: 

• Reviewing the results of the assessments 

• Learner feedback 

• Progress of learners (against learning outcomes in scheme of work/session plans) 

• Review of validity, fairness and reliability of assessment methods used 

• IQA and peer feedback 

4.2 Identifying areas for improvement in own assessment practice. 

Researching alternatives, discussing with IQA, online research (current best practice), setting SMART objectives 
for self-development in assessment planning. 

 

Unit 5 Using resources for education and training T/617/6072 (Mandatory) 

1.1 
The effectiveness of resources used in own area of specialism in relation to meeting the individual 
needs of learners. 

It is important to analyse the effectiveness of the resources used inline with the needs of the learners by: 

• Asking if the resource delivers new knowledge, skills and abilities from the learners 

• Are the new knowledge, skills and abilities inline with the learning outcome? 

• How easily assimilated are the resources to the learners? 

• Results from previous formative and/or summative assessments  

• Historic feedback from learners, IQA and peers 

1.2 Using resources to promote equality, value diversity and meet the individual needs of learners. 

This element will be observed in a learning environment by the assessor for this course 

1.3 Adapting resources to meet the individual needs of learners. 

Methods of adapting: 

• Improving accessibility 

• Differentiation of resources 

• A variety of resources targeted towards the requirements of the learning outcome 

• Modifying resources to become more applicable (changing content of slides for example) 

• Changing the way the resource is used from the original session plan (e.g. group work opposed to 
individual etc.) 

 
This element will be observed in a learning environment by the assessor for this course 

2.1 
The ways in which minimum core elements can be demonstrated when using resources for inclusive 
teaching and learning. 

Similar to using VARK (Visual, Audible, Read/Write & Kinaesthetic) on a scheme of work, a session plan should 
identify how many of the four core elements have been stimulated with each resource. 
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3.1 
How to review the effectiveness of own practice in using resources to meet the individual needs of 
learners, taking account of the views of learners and others. 

Review the effectiveness of the resources used inline with the needs of the learners by: 

• Asking if the resource delivered new knowledge, skills and abilities from the learners 

• Were the new knowledge, skills and abilities inline with the learning outcome? 

• How easily assimilated were the resources to the learners? 

• Results from formative and/or summative assessments  

• Feedback from learners, IQA and peers 

3.2 Identifying areas for improvement in own use of resources to meet the individual needs of learners 

Researching alternatives, discussing with IQA, online research (current best practice), setting SMART objectives 
for self-development in assessment planning. 

 

Unit 6: Delivering Employability Skills - A/617/6073 (Optional) 

1.1 The differences between employability skills and employment skills. 

Employment skills as the skills required to complete a specific job: 

• Qualifications  

• Experience 
 
Employability skills are ‘soft skills’ or intangible personal attributes which make a candidate attractive for a job: 

• Communication 

• Teamwork 

• Responsibility 

• Problem solving 

• Work ethic 

• Professionalism etc. 

1.2 The benefits to learners of having employability skills. 

• Increased likelihood of becoming employed 

• Increased likelihood of promotions 

• Promotes efficiency  

• Extends outside of work environment into personal  

• Builds positive relationships  

• Facilitates development  

2.1 The personal qualities and skills required for the delivery of employability skills. 

Personal qualities and skills: 

• Verbal communication, non-verbal communication, listening skills, negotiation, problem solving, decision 
making, assertiveness, empathy, Presentation techniques, excellent personal presentation, behaviour, 
positive attitude 
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2.2 The influence of personal presentation on the success of the delivery of employability skills. 

• Role modelling 

• Demonstrating 

• Setting examples 

• Aspirational 

• Credibility 

3.1 Reviewing techniques for the delivery of employability skills. 

Techniques and strategies to deliver employability skills sessions:  

• Blended learning, 

• Rolling programmes 

• Realistic working environments 

• Integrated learning 

• Self-study 

• Tutor led 

• Peer support groups 

3.2 The strategies used to transform training areas to reflect a realistic working environment. 

• Opportunity and access  

• Clearly defined outcomes 

• Resources 

• Feedback 

• Validity  

• Use of ICT 

• Code of conduct 

• Business wear (where appropriate) 

• Productive culture 

3.3 
How to plan employability skills sessions that: 
• meet the needs of learners 
• reflect a realistic working environment. 

Learning domains, capability of the learners, capabilities of the developer, availability of technology and facilities, 
limitation of learning environment, strengths and limitations of technological resources, financial constraints, 
range of different resources available.  

3.4 Using the selected techniques and strategies to deliver employability skills sessions. 

This element will be observed in a learning environment by the assessor for this course 

3.5 Ways to negotiate behavioural parameters when using workplace practices with learners. 

verbal/non-verbal communication, organisational policy and practice, learner involvement, action planning, 
SMART targets (specific, measurable, achievable, relevant, timely). 
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4.1 
Evaluating the effectiveness of techniques, strategies, and practices used for the delivery of 
employability skills. 

Reflect on own approaches to delivery, models of reflection (e.g. Gibbs, Schön, Rolfe, Brookfield), models of 
evaluation (e.g. Kirkpatrick, 360 degree evaluation), learner evaluation, programme evaluation, use of qualitative 
and quantitative data, identifying assessment outcomes as a basis for improvement/target setting. 

4.2 How to identify own strengths and areas for improvement for the delivery of employability skills. 

Self-reflective practice, use of feedback from a range of suitable sources (e.g. learners, peers, awarding 
organisations), meetings and sharing of good practice, action planning, SMART targets. 

 

Unit 7: Identify Individual Learning and Development Needs - F/617/6074 (Optional) 

1.1 The principles and practices of learning needs analysis for individuals 

• Identify the learner’s objectives, motivation to learn and any requirements relevant to the learning 
needs analysis 

• Review the learner’s achievements, evaluating these against relevant objectives and requirements 

• Use safe, reliable and valid methods to assess the learner’s capabilities and potential 

• Analyse the learner’s capabilities and potential in the context of their objectives and other requirements  

• Agree and prioritise the learner’s learning needs 

• Support learners in identifying their own preferred ways of learning 

• Give the learner constructive and realistic feedback on their expectations and possible learning and 
development opportunities 

• Maintain agreements about confidentiality 

1.2 The factors that influence individual learning needs, preferences and styles 

• VARK, Honey & Mumford  

• Maslow 

• Herzberg 

• Gardner’s Multiple Intelligences 

• Social, institutional, cultural  

• Motivation 

• Situational 

1.3 The methods used to assess individual learning needs 

Different methods available: 

• Formal/informal 

• Paper based 

• Electronic  

• Practical 
All have strengths and limitations when compared to each other. 

2.1 Agreeing the purpose, aims and methodology of the learning needs analysis with individuals 

This element will be evidenced in a learning environment by the assessor for this course 
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2.2 
Applying learning needs analysis methodology to assess the individual’s current level of achievement 
and potential 

This element will be evidenced in a learning environment by the assessor for this course  

2.3 How to analyse learning needs and communicate to the learner 

• Constructing the ILP 

• Negotiation Skills 

• Flexibility 

• Prioritisation (and reasons) 

• Recording and reporting 

3.1 How to agree and prioritise individual learning and development needs 

As an extension of 2.3, this element is evidenced by the assessor for this course in the workplace as a 
continuation of the negotiation and planning.  

3.2 

Advising individuals about learning and development options to meet: 
• learner priorities 
• learning preferences 
• learning styles 

This element will be evidenced in a learning environment by the assessor for this course when communicating 
the learning plan with the learner 

 

Unit 8: Understanding and managing behaviours in a learning environment - J/617/6075 (Optional) 

1.1 The behaviours that can occur in a learning environment. 

• Extrovert 

• Introvert 

• Positive 

• Negative 

• Passive Aggressive 

• Defensive 

• Receptive 

• Productive 

• Disruptive 

• Behaviours that challenge 

• Challenging behaviours 

• Equalities Act (2010) 

• Health & Safety at Work Act (1974) 

1.2 The potential factors leading to behaviours that can disrupt a learning environment. 

• Exclusion 

• Lack of understanding 

• Ability (not enough or not challenged enough) 

• Social 

• Personal 

• Learning Difficulties 

• Peer pressure 
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• Health 

• Environmental 

2.1 The key aspects of legislation relating to managing behaviours in a learning environment. 

• Equalities Act (2010) 

• Health & Safety at Work Act (1974) 

• The Education and Inspection Act (2006) 

• The Human Rights Act (1988) 

2.2 The key aspects of an organisation’s policies relating to managing behaviours in a learning environment. 

Organisations will have their own individual policies which will include negative behaviours, appropriate 
sanctions (if any) remedial measures, reporting and recording, signposting support and resources available. 

3.1 How to analyse ways of encouraging behaviours that contribute to a purposeful learning environment. 

• Turn negatives into positives 

• Teach positive behaviour 

• Model the behaviour you expect 

• Establish a class code of conduct 

• Communicate well 

• Recognise good behaviour and achievements 

• Proactively develop relationships 

• Keep class disruptions minimal 

3.2 Implementing strategies for managing behaviours that disrupt a purposeful learning environment. 

This element will be observed in a learning environment by the assessor for this course 

4.1 How to analyse ways of managing behaviours that disrupt a purposeful learning environment 

• Rules and procedures 

• Teacher-pupil/student relationships 

• Disciplinary interventions 

• Informal 

• Formal 

• Management of the behaviour not the person 

• Betaris box 

• Planning 

• Maintaining respect 

• Human Rights Act (1998) 

• Equalities Act (2010) 

• Environmental 

• Verbal and non-verbal communication 

4.2 Implementing strategies for managing behaviours that disrupt a purposeful learning environment. 

This element will be observed in a learning environment by the assessor for this course 
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5.1 
Evaluating the effectiveness of own practice in relation to promoting and managing behaviours in a 
learning environment. 

Reflect on own approaches to delivery, models of reflection (e.g. Gibbs, Schön, Rolfe, Brookfield), models of 
evaluation (e.g. Kirkpatrick, 360-degree evaluation), learner evaluation, programme evaluation, use of qualitative 
and quantitative data, identifying assessment outcomes as a basis for improvement/target setting. 

5.2 
Identifying own strengths and areas for improvement in relation to promoting and managing 
behaviours in a learning environment. 

Self-reflective practice, use of feedback from a range of suitable sources (e.g. learners, peers, awarding 
organisations), meetings and sharing of good practice, action planning, SMART targets. 

 

Unit 9: Engage with employers to facilitate workforce development - L/617/6076 (Optional) 

1.1 
The national approaches related to the skilling and productivity of the workforce in line with current 
legislation and socio-economic requirements 

• Apprenticeships 

• T-Levels 

• Vocational Qualifications 

• Technical Qualifications 

• Training Needs Analysis 

• Government Training Strategies 

• G20 & European Strategies 

• Right to work 

• Screening Requirements BS7858 

1.2 What constitutes workforce development in a business context 

Workforce Development is education, training and development for paid and unpaid staff and means developing 
skills to ensure that all staff has the relevant skills, the ability and the confidence to carry out their role 
effectively. In some instances, it may influence the recruitment process.  

1.3 The funding opportunities available for workforce development 

• Self-Funded by the employer 

• Apprenticeship Levy 

• Workforce Development Fund 

• Youth in Action Programme 

• Graduate Learner Fund 

• Apprenticeship Frameworks 

• European Social Funding 

2.1 How to analyse information about individual employers and employment sectors, locally and nationally 

• Local Enterprise Partnerships (LEP) data in summary reports 

• Employer Skills Survey 

• Employer Perspectives Survey 

• Working Futures (forecasting model) 

• Regional Labour Market Intelligence Presentations (www.gov.uk) 

• Quantitative 

• Qualitative 

 

http://www.gov.uk/
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2.2 How to gauge employers’ level of interest in workforce development opportunities 

Analysis of: 

• Current L&D Spend 

• Business development strategy 

• Size of Levy Fund 

• Existing schemes 

• Cost of recruitment 

• Turnover rate of staff 

• SWOT analysis 

2.3 
The methods of approaching and engaging with employers to motivate them to engage in workforce 
development 

• SWOT Analysis 

• Business Case 

• Return on Investment (ROI) 

• Investors in people (IIP) 

• Trade Union ‘buy in’ 

• Increases in motivation, efficiency and longevity of employment 

• Reduction in staff turnover, recruitment costs and wasted levy money 

3.1 What motivates employees to undertake learning and development in the workplace 

• Intrinsic: Self-worth, personal development goals, desire to work more efficiently, security in job role 

• Extrinsic: Pay rise, value to employer, promotion,  Peer pressure, business strategy, new roles, bonus and 
legislation changes 

3.2 
The key factors to be considered when designing learning and development solutions for employers and 
employees 

• Availability of learners away from work tasks 

• Cost of staff cover whilst in learning 

• Cost of training delivery staff 

• Alignment to organisational strategy or TNA 

• Eligibility of employees 

• Funding opportunities available 

• Currency and validity of qualifications to be gained 

• Motivation of employees to engage with learning  

• Duration 

• Monitoring and reporting of performance 

3.3 
How to critically compare learning and development programmes which already exist with newly 
developed opportunities 

• Case studies 

• Forums 

• Networking discussions with L&D peers 

• Kirkpatrick analysis information 

• Flexibility to meet employer and employee needs 

• Cost 

• Recognition within industry of the final award 

• Resources required 

• Capability of existing L&D team to deliver 
 



 

QNUK Level 4 Certificate in Education and Training (RQF) 34 
 

QNUK Level 4 Certificate in Education and Training (RQF)   

 

4.1 The sources of support and resources that are available from stakeholders 

• Human Resources (HR) – Employee L&D files/CVs. Operational Support, Legislative Advice 

• IT Department – Assistance with IT equipment and software 

• Line Managers – Additional support, coaching and guidance for learners. 

• Company Directors – Finance, cooperate messaging, rewards for learner efforts 

• Operational Support - Release time for learners into learning environment 

• Health & Safety Department – Risk assessments of ‘on the job’ learning environments, practical advice to 
support a safe delivery of learning 

• Marketing/Media – Recognition of learner achievement  

4.2 How employees might overcome obstacles when engaging with learning and development. 

• Discussions/support from line managers 

• Trade Union assistance 

• Peer support 

• Use of appraisal/PDP to identify desire to engage 

• Contact with L&D department 

4.3 How to select, support and monitor staff delivering learning and development solutions 

Select: 

• Does the solution meet company strategy? 

• Does the solution address skills gap analysis for the learner? 

• Are the methods of learning/assessment SMART in line with their employment? 

• Likelihood of success 

• Value for learner and company 
Support: 

• Line manager assistance 

• L&D staff trained and allocated 

• Clear information, advice and guidance available for learner 

• Transparent PDP and ILP 

• Provision of differentiated resources to facilitate equal opportunities for success. 
Monitor: 

• Regular review dates schedules with L&D team 

• Online tracking of progress 

• Feedback from learners/line managers 

• Completion rates (modular and overall) 

• Consolidation of information into easy to use progression report 
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4.4 
The impact of workforce development opportunities on: 
• employees 
• businesses 

Employees: 

• Increase in skills 

• Promotion potential 

• Intrinsic rewards 

• Motivation 
 
Businesses: 

• Reduced recruitment cost 

• Reduced outsourcing costs 

• Increased efficiency 

• Reduced staff turnover 

• Increase workforce morale 

5.1 
Researching information about the business needs of employers in relation to productivity and 
performance 

• Training needs analysis 

• Market place research 

• Sector skills council 

• Competitor analysis 

• Case studies on performance and productivity 

• Kirkpatrick level 4 analysis 

• Company strategy (short and long term) 

5.2 How to report employer’s employee development needs in a professional manner 

• Formal TNA document 

• Profit/Loss forecast 

• Business case 

• Presentation skills 

• Scenario mapping to business strategy 

6.1 Preparing information and advice for the employer on solutions relevant to their business 

• Identify how solution meets skills gaps 

• Overview of delivery plan (including hours away from work) 

• Method of delivery and assessment 

• Cost of delivery and assessment (including funding opportunities) 

• Establish KPIs and reporting methods 

6.2 
How to review employer workforce development needs using methods relevant to the nature of the 
business and its employees 

• Training needs analysis 

• Skills gap analysis 

• Results from appraisals 

• Pending legislation changes 

• Mandatory requirements 

• Results from employee satisfaction surveys 
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6.3 Proposing solutions that recognise the needs of the workforce 

Using the knowledge and skills identified in 6.1, the assessor for this course will observe this element in the 
workplace environment. 

6.4 
How to implement processes to develop and support the workforce within a business partnership with 
the employer 

This element will be observed in a L&D environment by the assessor for this course  

6.5 Providing ongoing evaluation of workforce development for the purposes of quality improvement 

Quality improvement plan developed from the performance of an L&D solution in the workplace environment. 
This element will be observed in a L&D environment by the assessor for this course. 

6.6 Working with the employer to measure the impact of workforce development on their business 

• Kirkpatrick reports – Levels 1-4  

• Review of performance metrics pre and post development solution(s) 

• Presentation of results 
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Appendix 3 Ofsted Grade Descriptors 

(Initial teacher education inspection handbook, 2018) 

Grade Descriptions 
Outstanding (1) • All FE trainees meet the 2014 professional standards for FE teachers and 

trainers by the end of their training.  

• Trainees demonstrate excellent practice in the majority of the standards and all 
related to their personal and professional conduct. 

• Much of the quality of trainees’ teaching over time is outstanding and never 
less than consistently good. 

Good (2) • All FE trainees meet the 2014 professional standards for FE teachers and 
trainers by the end of their training.  

• Trainees demonstrate good practice in some of the standards and all related to 
their personal and professional conduct. 

Requires 
Improvement 

(3) 

• All FE trainees meet the 2014 professional standards for FE teachers and 
trainers by the end of their training. 

• The quality of trainees’ teaching over time requires improvement as it is not yet 
good. 

Inadequate • Trainees fail to meet the 2014 professional standards for FE teachers and 
trainers by the end of their training. 

• The quality of trainees’ teaching over time is weak such that it contributes to 
children’s/pupils/learners or groups of children/pupils/learners making 
inadequate progress 
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Appendix 4 - Professional Standards for FE 
(Professional Standards Framework, 2014) 

The professional standards framework identifies L4 Certificate in Education and Training standards to be 

at ‘Stage 1’ (A) 

Professional Standards: 

Standard  Stage 1 Descriptor 
1 Reflect on what works best in your 

teaching and learning to meet the 
diverse needs of learners 

I reflect on my teaching, evaluate its impact on my 
different learners and identify aspects of my teaching that 
work well and those that need developing to meet the 
diverse needs of learners. 

2 Evaluate and challenge your 
practice, values and beliefs 

I evaluate my own practice, values and beliefs in education 
and training and show an awareness of alternative 
positions. 

3 Inspire, motivate and raise 
aspirations of learners through 
your enthusiasm and knowledge 

I use key concepts of motivation and demonstrate an 
evident enthusiasm in the teaching of my subject and/or in 
my teaching context. 

4 Be creative and innovative in 
selecting and adapting strategies to 
help learners to learn 

I use established strategies and some new approaches for 
teaching and assessment in my specialist area confidently 
and competently. 

5 Value and promote social and 
cultural diversity, equality of 
opportunity 
and inclusion 

I demonstrate an understanding of social and cultural 
diversity, equality of opportunity and inclusion and apply 
this to my teaching. 

6 Build positive and collaborative 
relationships 
with colleagues and learners 

I form effective relationships with other professionals to 
create a safe and supportive environment for learners. 

Professional Knowledge and Understanding: 

Standard  Stage 1 Descriptor 

7 Maintain and update knowledge of 
your subject and/or vocational 
area 

I demonstrate secure and current subject or vocational 
knowledge that is relevant to developing my learners’ 
understanding and skills. 

8 Maintain and update your 
knowledge of educational research 
to develop evidence-based practice 

I use sources of educational research to reflect on and 
inform my own practice. 

9 Apply theoretical understanding of 
effective practice in teaching, 
learning and assessment drawing 
on research and 
other evidence 

I use theoretical frameworks to plan my teaching and 
assessment. I draw on research 
and other evidence to extend my theoretical 
understanding and apply it in my teaching. 

10 Evaluate your practice with others 
and assess its impact on learning 

I evaluate my own practice and its impact on learners, 
under the guidance of tutors and/or mentors/managers 
using established procedures and feedback from learners. 

11 Manage and promote positive 
learner behaviour 

I set clear expectations for learning and behaviour focusing 
on positive approaches in line with my organisation’s 
behaviour policy. 

12 Understand the teaching and 
professional role and your 
responsibilities 

I can explain my view of teacher professionalism, relating 
this to the teaching role and responsibilities, including 
current legal and regulatory frameworks. I know who to 
consult for expert advice on aspects such as 
safeguarding or Prevent issues. 
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Professional Skills: 

Standard  Stage 1 Descriptor 

13 Motivate and inspire learners to 
promote achievement and develop 
their skills to enable progression 

I use motivation strategies to enable learners to meet 
intended learning outcomes. I inspire learners in my 
teaching and understand ways to support their 
progression. 

14 Plan and deliver effective 
learning programmes for diverse 
groups or individuals in a safe and 
inclusive environment 

I plan, with clear outcomes, learning strategies that enable 
learners to meet outcomes, in a safe environment, whilst 
considering potential barriers to learning including taking 
into consideration those with special educational needs 
and disabilities (SEND). I plan for assessment/ monitoring 
and maintain consistent and accurate records of individual 
learners’ achievements in relation to expected outcomes. 

15 Promote the benefits of technology 
and support learners in its use 

I use technology in accordance with my organisation’s 
ILT/digital strategy to support teaching and learning and to 
enable learners to make progress. I encourage learners’ 
use of technology with my support. 

16 Address the mathematics and 
English needs of learners and work 
creatively to overcome individual 
barriers to learning 

I have sufficient personal knowledge and skills in maths 
and English, to be able to identify and use opportunities to 
embed these skills in learning sessions. 

17 Enable learners to share 
responsibility for their own 
learning and assessment, setting 
goals that stretch and challenge 

I encourage autonomy of learning and respond to learners’ 
contributions and questions to support their individual 
progress. I match teaching and learning activities to 
appropriate individual learning outcomes. 

18 Apply appropriate and fair 
methods of assessment, and 
provide constructive and timely 
feedback to support progression 
and achievement 

I assess learners’ progression and their achievement and 
provide timely and relevant feedback to support this. 

19 Maintain and update teaching and 
training expertise and technical 
skills through collaboration with 
employers 

I engage in professional development relating to the 
subject or vocational area. I endeavour to consult with 
employers to update my subject knowledge and skills. 

20 Contribute to organisational 
development and quality 
improvement through 
collaboration with others 

I make an effective contribution to teaching and pastoral 
teams, whilst understanding and implementing my 
organisation’s QA process, with the guidance of others. 
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Appendix 3 Specimen assessment material 

 

1 Explain how own planning meets the individual needs of learners. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 Analyse benefits and limitations of technologies used in own area of specialism. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


