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National Open College Network 
 
 
The National Open College Network (NOCN) is the leading credit and unit based Awarding 
Body in the UK.  NOCN provides a national framework of credit-based units and qualifications 
which are underpinned by a range of national and local services, including curriculum support 
and staff development.  
 
NOCN, through its Open College Networks (OCNs), works with over 3,000 centres across the 
UK to develop flexible and responsive credit based awards and qualifications that widen access 
to lifelong learning and address exclusion, participation and achievement. The structure of our 
qualifications provides opportunities for learners to achieve unit credits and use these to gain 
access to full qualifications and further learning.   
 
Quality assurance, supported at the point of delivery, underpins all NOCN credit achievement 
and qualifications.  OCNs approve centres that can demonstrate the ability to meet national 
requirements for course delivery and quality assurance to support credit awards and 
qualifications.  OCNs have wide-ranging experience in centre and programme approval and 
support centres to ensure all awards are valid and valued. 
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1. About the qualifications 
 
There has been an increasing demand from employers in recent years for training and 
preparation that focuses on the development of generic, transferable work skills that can then 
be applied in a wide range of occupations and sectors.  The issue of employability is high on the 
national education and training agenda, as is evidenced by a range of current policy documents, 
fuelled by a changing economy and global environment that requires greater economic 
competitiveness and higher levels of skills.  The workforce of today needs to be adaptable, 
flexible and willing to learn; these are personal attributes, amongst many others, that employers 
are increasingly seeking during recruitment. 
 
The NOCN Level 2 Award and Certificate in Employability (QCF) qualifications were devised to 
provide learners with the recognition of a range of employability skills, whilst at the same time 
building their confidence and motivation to seek, secure and sustain meaningful employment.  
The qualifications develop and encourage in learners the skills, attributes, behaviours and 
values that are needed to enter and succeed in the world of work.  The qualifications are 
designed to enable flexibility for learners, allowing them to achieve the units on an incremental 
basis. The qualifications are accredited by the regulatory authorities and are supported by Asset 
Skills.    
 
A number of units in these qualifications have also been written in partnership with the Deloitte 
Foundation to ensure a close fit with the Deloitte Employability Initiative, a programme of 
learning that is currently being delivered in FE colleges nationally, alongside vocational courses.  
The achievements by learners who complete the Initiative can lead to the award of the Level 2 
Certificate in Employability. 
 
The benefits of the NOCN Level 2 Award and Certificate in Employability (QCF) for learners 
include: 
 
• a nationally recognised qualification; 
• a qualification that demonstrates work-readiness to potential employers and a willingness to 

learn; 
• assessment methods that suit varying learning aims and styles; 
• an opportunity to work towards a qualification in small steps; 
• progression onto other learning and qualifications in the Qualifications and Credit 

Framework. 
 
The benefits of the NOCN Level 2 Award and Certificate in Employability (QCF) for centres 
include: 
 
• a qualification that is accredited by the regulatory authorities and nationally recognised; 
• a qualification and/or individual units that are eligible for LSC funding in England, DCELLS 

funding in Wales and DEL funding in Northern Ireland; 
• quality assurance and support from a regional Open College Network (OCN); 
• progression routes into other qualification provision offered by the centre; 
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• flexibility in approaches to delivery and assessment that, in turn, facilitates innovative and 
learner-centred practice; 

• a range of optional units that allow centres the flexibility to provide a course that meets the 
particular needs of their target learners. 

 
 
Guided Learning Hours 
  
The credit value assigned to a unit is based on an estimate of the notional learning time 
required to achieve the learning outcomes in the unit.  The recommended learning hours for one 
unit credit is 10.  Some learners will be able to achieve the learning outcomes in a shorter time 
perhaps as a result of prior learning, other learners may take longer. 
  
The recommended guided learning hours for a unit are based on a percentage of the notional 
learning hours assigned to that unit and relate to the number of hours required for direct 
teaching time/time spent with a tutor or trainer.  
  
The total recommended guided learning hours for the NOCN Employability qualifications are 24 
for the Level 2 Award and 104 for the Level 2 Certificate.  
 
Additional time may be required on top of the recommended guided learning hours for final 
assessment. 
 
 
Key Skills 
 
Each unit within the qualification has been mapped to identify where opportunities exist for 
learners to achieve Key Skills.  In designing activities for unit assessment you will be able to use 
the mapping to identify which skills could be addressed through evidence generated by 
learners.  The degree of opportunity in any one unit will depend on centre-specific factors 
including learning context, teaching and learning strategies and resources. 
 
 
How the Qualification Relates to Wider Education and Training Issues 
 
The underlying principle upon which NOCN qualifications are based is one of widening 
participation and offering opportunities for those learners otherwise excluded from the 
qualification framework.  To achieve this, learning outcomes have been developed to underpin 
this commitment and broaden the awareness and knowledge of learners across educational, 
cultural and social issues.  
 
The nature of the qualifications determines that the units address general social, cultural and 
ethical issues; these include working with others, personal development, own behaviour in 
relation to others, attitudes to work, personal presentation and understanding the world of work.   
The qualification necessarily involves developing own skills and behaviour in relation to work; 
social, cultural and ethical issues should be integral themes in the delivery and assessment 
materials.  In addition, the units ‘Rights and Responsibilities in the Workplace’ and ‘Recognising 
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Prejudice and Discrimination’ explore issues associated with stereotyping, discrimination and 
employment law and the unit ‘Operating in a Work Environment’ addresses health and safety at 
work. 
 
 
Relationship with National Standards 
 
The NOCN Level 2 Award and Level 2 Certificate in Employability (QCF) are mapped to the 
Employability Matrix developed by Asset Skills.  It provides a significant amount of knowledge, 
understanding and skills development that underpins employability across sectors.  The units 
within the qualification have been carefully mapped to the relevant standards and the details are 
provided on the final page of the unit specification. 
 
 
Language Requirements 
 
If you have a requirement for this qualification in Welsh, please contact Agored Cymru 
http://ocnwales.org.uk/ who will review demand and provide as appropriate.  At present this 
qualification is not offered through the medium of Irish (Gaeilge).  This will be reviewed if there 
is evidence of demand. 
 
 

http://ocnwales.org.uk/
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2. Who the qualifications are for 
 
The NOCN Level 2 Award and Certificate in Employability (QCF) are aimed at those learners 
who: 
 

• are preparing to enter employment for the first time or are unemployed/unwaged and 
seeking to improve their employability for a return to employment; 

• are not in education, training or employment; 
• are serving, or have recently served, custodial or community sentences and need an 

intensive preparation for employment; 
• are participating in the Deloitte Employability Initiative course. 

 
The minimum age for access to the qualification is 16 because the qualifications are 
focused on preparation for entering employment. 
 
The qualifications are particularly suitable for those who: 
 

• want to evidence their transferable skills through a qualification in order to work in new 
areas; 

• would benefit from alternative approaches to curriculum and learning; 
• for whatever reason, have not previously achieved in education; 
• want to progress into other further education courses. 

 
 
Restrictions on Learner Entry 
 
The unit titled ‘Operating in a Work Environment’ requires the learner to be operating in a 
working context where they have a role and are able to acquire an understanding of the 
organisational structure and health and safety issues.  The working context could be for 
example, a placement or voluntary work.  The achievement of the qualification is not dependent 
on this unit; alternative units are available if this unit is not suitable for a particular context. 
 
 
Recommended Prior Learning 
 
There are no specific requirements for prior learning. 
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Learners will need to be able to:  
 
Level Intellectual Skills and 

Attributes 
 

Processes Accountability 

Level 2 

• Apply knowledge with 
underpinning 
comprehension in a 
number of areas 

• Make comparisons 
• Interpret available 

information 
• Demonstrate a range of 

skills 

• Choose from a range of 
procedures performed in 
a number of contexts, 
some of which may be 
non-routine 

• Co-ordinate with others 

• Undertake 
directed activity 
with a degree of 
autonomy 

• Achieve 
outcomes within 
time constraints 

• Accept 
increased 
responsibility for 
quantity and 
quality of output 
subject to 
external quality 
checking 

 
 
 
Progression Opportunities 
 
The NOCN Level 2 Award and Certificate in Employability (QCF) enable progression to 
employment or further study. 
 
The qualifications focus on preparation for work and the development of generic, transferable 
work skills that can then be applied in a wide range of occupations and sectors.  The 
qualifications will provide the learner with a certificate that recognises a range of employability 
skills, which they can then present to prospective employers as a demonstration of their work-
readiness as well as their commitment to learn.  It is intentionally devised to be a general 
preparation for work rather than specific to a vocation and is intended to improve the learner’s 
chances of securing employment by developing their interpersonal and job-seeking skills and 
awareness of how to present themselves to prospective employers.  The qualification may be 
offered as stand alone or alongside/embedded within vocationally specific qualifications. 
 
Those participating in the Deloitte Employability Initiative may have the opportunity to progress 
into employment or onto other qualifications. 
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Learners with Particular Requirements 
 
Assessment within the NOCN Level 2 Award and Certificate in Employability (QCF) is designed 
to be accessible and inclusive.  The unit based approach allows flexibility through enabling 
learners to achieve the qualifications in stages.  The assessment methodology is appropriate 
and rigorous for individuals or groups of learners. 
 
If you have learners with particular requirements you should refer to the ‘Reasonable 
Adjustment and Special Considerations Policy’ which can be found in Recognised Centre 
Handbook on NOCN website within the Learning Providers Section.  
 
This section gives clear guidance on the reasonable adjustments and arrangements that can be 
made to take account of disability or learning difficulty without comprising the achievement of 
the assessment criteria. 
 
The NOCN Centre Recognition process requires policy statements on Equal Opportunities and 
Diversity and Disability Discrimination.  These policy statements are then checked and 
confirmed through the Quality Review and Risk Assessment processes. 
 

https://www.nocn.org.uk/learning-providers/recognised-centre-handbook
https://www.nocn.org.uk/learning-providers/recognised-centre-handbook
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3. Achieving the qualifications 
 
Rules of Combination 
 
To achieve the NOCN Level 2 Award in Employability (QCF), the learner must successfully 
complete 3 credits from the group of optional units. 
 
To achieve the NOCN Level 2 Certificate in Employability (QCF), the learner must successfully 
complete 13 credits from the group of optional units. 
 
The learner can choose from a selection of 22 units to achieve the relevant combination of 
credits to be awarded the qualification.  Please note that there are no mandatory units which are 
required for the achievement of these qualifications. 
 
 
Achievement Methodology 
 
The qualifications require achievement of the units with no further requirement for 
additional/summative assessment.  Achievement is therefore determined by successful 
completion of unit assessment. 
 
In summary: 
 
• Tasks set by Centre 
• Tasks approved by Centre 
• Tasks marked by Centre 
• Internally verified 
• Externally verified 
 
 
The Deloitte Employability Initiative 
 
The Deloitte Employability Initiative is one route for learners to achieve the NOCN Level 2 
Certificate in Employability qualification.  Providers offering this programme must select the 
following units for learners to achieve the qualification through the programme: 
 
• Communication in the Workplace (2 credits) 
• Personal Presentation in the Workplace (1 credit) 
• Teamwork Skills (3 credits) 
• Self Development (3 credits) 
• Responsible Work Practice (1 credit) 
• Building and Managing Workplace Relationships (2 credits) 
• Personal Money Management (1 credit) 
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Learners will also have the opportunity within the programme to achieve additional units as 
follows: 
 
• Oral Presentation Skills (3 credits) 
• Rights and Responsibilities in the Workplace (2 credits) 
• Recognising Prejudice and Discrimination (1 credit) 
• Understanding Structures in the Workplace (3 credits) 
• Operating in a Work Environment (3 credits) 
• Interview Skills (1 credit) 
• Applying for Work (2 credits) 
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4. The qualification units 
 
Please click on the hyperlinks below to access the units from the NOCN website. 
 

NOCN Level 2 Award in Employability (QCF) 
                  

NOCN Unit 
Code 

QCA 
Accredited 

Number 
Unit Title Mandatory 

or Optional

NOCN 
10 Hour 
Credit 
Value  

Level OPUS 
ID Sector Expiry 

Date 

HB1/2/QQ/132 J/600/3723 Improving Own 
Performance 

Optional 2 2 CAI100 14.1 31/08/2014 

HB6/2/QQ/014 Y/600/3726 Oral Presentation Skills Optional 3 2 CAI105 14.1 31/08/2014 

HE1/2/QQ/004 D/600/3727 Personal Money 
Management 

Optional 1 2 CAI106 14.1 31/08/2014 

HB6/2/QQ/015 K/600/3729 Personal Presentation in 
the Workplace 

Optional 1 2 CAI108 14.1 31/08/2014 

HE4/2/QQ/021 H/600/3731 Recognising Prejudice and 
Discrimination 

Optional 1 2 CAI110 14.1 31/08/2014 

HB1/2/QQ/133 A/600/3735 Self Development Optional 3 2 CAI116 14.1 31/08/2014 
HB7/2/QQ/013 J/600/3737 Teamwork Skills Optional 3 2 CAI118 14.1 31/08/2014 
HC6/2/QQ/010 T/600/3717 Applying for Work Optional 2 2 CAI093 14.2 31/08/2014 

HC1/2/QQ/028 A/600/3718 Building and Managing 
Workplace Relationships 

Optional 2 2 CAI094 14.2 31/08/2014 

HC1/2/QQ/029 F/600/3719 Communication in the 
Workplace 

Optional 2 2 CAI095 14.2 31/08/2014 

HC4/2/QQ/036 T/600/3720 Customer Care Optional 3 2 CAI097 14.2 31/08/2014 
HC1/2/QQ/030 A/600/3721 Developing Enterprise Skills Optional 3 2 CAI098 14.2 31/08/2014 
HC4/2/QQ/037 F/600/3722 Developing Meeting Skills Optional 2 2 CAI099 14.2 31/08/2014 
HC6/2/QQ/011 L/600/3724 Interview Skills Optional 1 2 CAI102 14.2 31/08/2014 

HC1/2/QQ/031 R/600/3725 Operating in a Work 
Environment 

Optional 3 2 CAI103 14.2 31/08/2014 

HC4/2/QQ/038 D/600/3730 Recognising Leadership 
Skills 

Optional 2 2 CAI109 14.2 31/08/2014 

HC6/2/QQ/012 K/600/3732 Researching Employment 
Opportunities 

Optional 1 2 CAI112 14.2 31/08/2014 

HC1/2/QQ/032 M/600/3733 Responsible Work Practice Optional 1 2 CAI113 14.2 31/08/2014 

HC1/2/QQ/033 T/600/3734 Rights and Responsibilities 
in the Workplace 

Optional 2 2 CAI114 14.2 31/08/2014 

HC4/2/QQ/039 F/600/3736 Solving Problems in the 
Workplace 

Optional 3 2 CAI117 14.2 31/08/2014 

HC4/2/QQ/040 L/600/3738 Understanding Change in 
the Workplace 

Optional 2 2 CAI119 14.2 31/08/2014 

HC1/2/QQ/034 R/600/3739 Understanding Structures in 
the Workplace 

Optional 3 2 CAI120 14.2 31/08/2014 

 

http://www.nocn.org.uk/control/QCF_14/1/hb12qq132.pdf
http://www.nocn.org.uk/control/QCF_14/1/hb12qq132.pdf
http://www.nocn.org.uk/control/QCF_14/1/hb62qq014.pdf
http://www.nocn.org.uk/control/QCF_14/1/he12qq004.pdf
http://www.nocn.org.uk/control/QCF_14/1/he12qq004.pdf
http://www.nocn.org.uk/control/QCF_14/1/hb62qq015.pdf
http://www.nocn.org.uk/control/QCF_14/1/hb62qq015.pdf
http://www.nocn.org.uk/control/QCF_14/1/he42qq021.pdf
http://www.nocn.org.uk/control/QCF_14/1/he42qq021.pdf
http://www.nocn.org.uk/control/QCF_14/1/hb12qq133.pdf
http://www.nocn.org.uk/control/QCF_14/1/hb72qq013.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc62qq010.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq028.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq028.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq029.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq029.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq036.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq030.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq037.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc62qq011.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq031.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq031.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq038.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq038.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc62qq012.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc62qq012.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq032.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq033.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq033.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq039.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq039.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq040.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq040.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq034.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq034.pdf
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NOCN Level 2 Certificate in Employability (QCF) 

                  

NOCN Unit 
Code 

QCA 
Accredited 

Number 
Unit Title Mandatory 

or Optional 

NOCN 
10 

Hour 
Credit 
Value  

Level OPUS ID Sector Expiry 
Date 

HB1/2/QQ/132 J/600/3723 Improving Own 
Performance 

Optional 2 2 CAI100 14.1 31/08/2014 

HB6/2/QQ/014 Y/600/3726 Oral Presentation Skills Optional 3 2 CAI105 14.1 31/08/2014 

HE1/2/QQ/004 D/600/3727 Personal Money 
Management 

Optional 1 2 CAI106 14.1 31/08/2014 

HB6/2/QQ/015 K/600/3729 Personal Presentation in 
the Workplace 

Optional 1 2 CAI108 14.1 31/08/2014 

HE4/2/QQ/021 H/600/3731 Recognising Prejudice and 
Discrimination 

Optional 1 2 CAI110 14.1 31/08/2014 

HB1/2/QQ/133 A/600/3735 Self Development Optional 3 2 CAI116 14.1 31/08/2014 
HB7/2/QQ/013 J/600/3737 Teamwork Skills Optional 3 2 CAI118 14.1 31/08/2014 
HC6/2/QQ/010 T/600/3717 Applying for Work Optional 2 2 CAI093 14.2 31/08/2014 

HC1/2/QQ/028 A/600/3718 Building and Managing 
Workplace Relationships 

Optional 2 2 CAI094 14.2 31/08/2014 

HC1/2/QQ/029 F/600/3719 Communication in the 
Workplace 

Optional 2 2 CAI095 14.2 31/08/2014 

HC4/2/QQ/036 T/600/3720 Customer Care Optional 3 2 CAI097 14.2 31/08/2014 

HC1/2/QQ/030 A/600/3721 Developing Enterprise 
Skills 

Optional 3 2 CAI098 14.2 31/08/2014 

HC4/2/QQ/037 F/600/3722 Developing Meeting Skills Optional 2 2 CAI099 14.2 31/08/2014 
HC6/2/QQ/011 L/600/3724 Interview Skills Optional 1 2 CAI102 14.2 31/08/2014 

HC1/2/QQ/031 R/600/3725 Operating in a Work 
Environment 

Optional 3 2 CAI103 14.2 31/08/2014 

HC4/2/QQ/038 D/600/3730 Recognising Leadership 
Skills 

Optional 2 2 CAI109 14.2 31/08/2014 

HC6/2/QQ/012 K/600/3732 Researching Employment 
Opportunities 

Optional 1 2 CAI112 14.2 31/08/2014 

HC1/2/QQ/032 M/600/3733 Responsible Work Practice Optional 1 2 CAI113 14.2 31/08/2014 

HC1/2/QQ/033 T/600/3734 Rights and Responsibilities 
in the Workplace 

Optional 2 2 CAI114 14.2 31/08/2014 

HC4/2/QQ/039 F/600/3736 Solving Problems in the 
Workplace 

Optional 3 2 CAI117 14.2 31/08/2014 

HC4/2/QQ/040 L/600/3738 Understanding Change in 
the Workplace 

Optional 2 2 CAI119 14.2 31/08/2014 

HC1/2/QQ/034 R/600/3739 Understanding Structures 
in the Workplace 

Optional 3 2 CAI120 14.2 31/08/2014 

 
The assessment activities for the units are indicated in the Assessment Information Grid on the 
individual units.  
 
An explanation of the kind of activity, assessment and evidence expected at the appropriate 
level is given in Section 5.6. 
 

http://www.nocn.org.uk/control/QCF_14/1/hb12qq132.pdf
http://www.nocn.org.uk/control/QCF_14/1/hb12qq132.pdf
http://www.nocn.org.uk/control/QCF_14/1/hb62qq014.pdf
http://www.nocn.org.uk/control/QCF_14/1/he12qq004.pdf
http://www.nocn.org.uk/control/QCF_14/1/he12qq004.pdf
http://www.nocn.org.uk/control/QCF_14/1/hb62qq015.pdf
http://www.nocn.org.uk/control/QCF_14/1/hb62qq015.pdf
http://www.nocn.org.uk/control/QCF_14/1/he42qq021.pdf
http://www.nocn.org.uk/control/QCF_14/1/he42qq021.pdf
http://www.nocn.org.uk/control/QCF_14/1/hb12qq133.pdf
http://www.nocn.org.uk/control/QCF_14/1/hb72qq013.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc62qq010.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq028.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq028.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq029.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq029.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq036.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq030.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq030.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq037.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc62qq011.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq031.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq031.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq038.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq038.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc62qq012.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc62qq012.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq032.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq033.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq033.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq039.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq039.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq040.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc42qq040.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq034.pdf
http://www.nocn.org.uk/control/QCF_14/2/hc12qq034.pdf


 
 
NOCN Level 2 Award in Employability (QCF) 
NOCN Level 2 Certificate in Employability (QCF) 
 
 

14 
 

5. How the qualifications are assessed 
 
The qualifications require achievement of the specified units with no further requirements for 
additional/summative assessment.  Achievement is therefore determined by successful 
completion of unit assessment.  The assessment process is as follows:   
 

• Assessments are internally set at the Centre by assessors, against the requirements 
detailed in the assessment criteria of the unit. 

• The learners are assessed internally at the Centre, using the assessments set. 
• The resulting portfolios of assessed evidence are internally verified by an internal verifier 

at the Centre. 
• The portfolios of assessed evidence are externally verified by an external verifier 

appointed by the OCN. 
 
 
5.1 Unit Assessment 
 
Achievement of units is through internally set, internally marked, internally verified and 
externally verified tasks, as detailed above.  Centres devise assessment activities to meet the 
specified assessment criteria detailed in each unit, guided by the Assessment Information Grid 
which accompanies each unit and the NOCN Assessment Definitions document.  The activity or 
activities set must enable the learners to meet the standards detailed in the assessment criteria.  
Centre devised assessments should be scrutinised by the Internal Verifier before use to ensure 
that they are fit for purpose. Centre devised assessments will be sampled by the external 
verifier to ensure reliability and validity of assessment.   
 
 
5.2 Assessment Information Grid 
 
Each unit has a supplementary page with an Assessment Information Grid.  The Assessment 
Information Grid gives recognised methods of assessment for NOCN units.  If a method is 
marked ‘P’ (Prescribed), that method must be used in the assessment of the unit.  Methods 
marked ‘O’ (Optional) are recommended methods and you will select the activity or activities 
most appropriate for your learners and context.  Some units will have a combination of 
Prescribed and Optional methods.  Assessors must always refer to this Grid before devising 
assessment tasks.  The NOCN Assessment Definitions for these methods at Level 2 are in 5.6 
of this section. The definitions include a general description of the activity and details on how 
that method can be applied and what evidence is appropriate at Level 2.  
 

https://www.nocn.org.uk/learning-providers/recognised-centre-handbook
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5.3 Marking Tasks 
 
Each task must be marked against the identified assessment criteria in the unit and judged to be 
either achieved or not achieved.  Where a series of tasks is set, learners must demonstrate the 
achievement of the required standard identified in the assessment criteria in all tasks in order to 
achieve the unit credit.  All of the assessment criteria in a unit must be met before the unit is 
deemed achieved.  The unit achievement is not banded or graded; units are either achieved or 
not achieved.  
 
 
5.4 Recording Achievement  
 
You must record each learner’s performance in each unit on an appropriate form or forms.  The 
form/s should record the learner’s performance against the unit assessment criteria evidenced 
by the task. 
 
 
5.5 Standardisation  
 
Centres will be required to provide samples of assessment tasks for regional and national 
standardisation activity. 
 
An explanation of the kind of activity, assessment and evidence expected at the appropriate 
level is given in Section 7.2. 
 
 
5.6 Assessment Definitions 
 
Case Studies 
Consideration of a particular, relevant situation or example, selected by the tutor or by learners, 
which enables learners to apply knowledge to specific situations.  May be used as a collective / 
group activity and discussed in a group of learners or by an individual learner.  Or may be used 
with individual learners as a written activity through case study materials and learner responses. 
 
The learning may be assessed by: 
• Tutor observation 
• Class discussion 
• One to one 
• Group tutorial discussion 
 
Evidence could include: 
• Tutor record of observation 
• Learner notes 
• Summary of class discussion 
• Tutorial notes 
• Audio/video/photographic record 
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 Activity Assessment Evidence 

Level 
2 

Case studies should allow the application 
of knowledge in a number of areas and 
contexts.  Discussion should be directed 
but should allow for a degree of autonomy 
(group).  Written work should be directed 
but allow for a degree of autonomy (GL1 = 
500 words). 

Assessment 
through peer 
assessment, 
self-assessment, 
tutor 
observation, or 
assessment of 
written work. 

Evidence could be; 
tutor record, learner 
record, peer checklist, 
summary of 
discussion or audio / 
video / photographic 
record or written 
work. 

 
 
Oral Question and Answer 
Specific, open or closed questions for immediate response.  Can range from quite formal 
questions, for example, an oral test, to a quick, fun way of finding out where learners are up to, 
for example, a quiz.  Allows response and questioning from learners and immediate feedback 
from tutor. 
 
The learning may be assessed through: 
• Responses by both tutor and individual learners. 
 
Evidence could include: 
• Tutor record/notes 
• Learner notes or log 
• Audio / video record 
 
 Activity Assessment Evidence 
Level 
2 

Open and closed questions should be 
included, covering a number of topics.  
Learners should be encouraged to 
expand on their answers. 

Assessment by 
tutor, with a 
degree of self-
assessment. 

Evidence could 
be; tutor records, 
learner log or 
audio / video 
record. 

 
 
Written Question and Answer / Test / Exam 
Specific, open and closed questions for immediate response.  Can range from formal exams 
and tests, to a quick, fun way of finding out where learners are up to, for example, a quiz.  
Allows response and questioning from learners and feedback from tutor. 
 
The learning may be assessed through: 
• Responses by individual learners. 
• May make use of on-line assessment. 
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Evidence could include: 
• Written questions 
• Learner responses 
• Tutor feedback 
 
 Activity Assessment Evidence 
Level 
2 

Open and closed questions should be 
included, covering a number of areas.  
Learners should be encouraged to 
make use of / interpret knowledge 
rather than just testing recall.  May be 
time limited. 

Assessment by 
tutor or external 
marker (for 
exams / tests). 

Evidence could 
be; written 
responses. 

 
 
Essay 
A discursive, written response to a question or statement which involves the learner in finding 
and presenting information and opinion in a structured way, which normally includes an 
introduction, the information / opinions / evaluation / analysis and a conclusion. 
 
The learning may be assessed by: 
• Tutor against clear criteria. 
 
Evidence could include: 
• Essay 
• Detailed tutor feedback 
 
 Activity Assessment Evidence 
Level 
2 

The essay subject should be familiar and 
the response should demonstrate the ability 
to interpret information, make comparisons 
and apply knowledge and demonstrate 
comprehension in a number of different 
areas.  Learners should be given 
information on the expected structure of the 
essay and criteria for achievement.  GL = 
500 words. 

Assessment by 
the tutor. 

Evidence could 
be; the essay 
and tutor 
feedback. 

 
 
Report 
A record of an activity and / or a summary of research which presents information in a 
structured way.  Does not include opinion, but may include analysis or evaluation.  May be 
presented in written or oral form. 
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The learning may be assessed by: 
• Tutor for written report. 
• Tutor and / or peers for oral presentation of report. 
 
Evidence could include: 
• Written report with tutor feedback 
• Notes for oral presentation with tutor and / or peer feedback. 
 
 Activity Assessment Evidence 
Level 
2 

Report could be presented in orally or in 
written format.  Oral presentation should be to 
a familiar audience.  Information should be 
from a range of sources and activities, should 
be from familiar or unfamiliar but predictable 
contexts.  Learners should be clear on 
possible structures for the report and the 
criteria for achievement.  GL = 4 minutes for 
oral / 500 words for written.  Learners should 
be given guidance on planning and 
presentation. 

Assessment 
by tutor and / 
or peers for 
oral 
presentation.

Evidence could be; 
written report with 
tutor feedback or 
learner plan for oral 
presentation with 
peer and / or tutor 
feedback. 

 
 
Project 
A specific task involving private study and research for individuals or groups.  Normally involves 
selection of a topic, planning, finding information and presenting results orally or in writing. 
 
The learning may be assessed by: 
• Tutor, learner or peers, during and at the end of process through discussion and 

observation. 
 
Evidence could include: 
• Notes, plans, record of project process. 
• Tutor record. 
• Peer records. 
• Learner log. 
• Audio / video / photographic record. 
 
 Activity Assessment Evidence 
Level 
2 

Task should be selected with tutor 
guidance to allow the demonstration 
of knowledge and understanding in a 
range of areas and contexts, and the 
interpretation of information.  The 
project should be completed within 
an agreed timescale. 

Assessment 
through tutor / 
learner discussion 
during and at the 
end of the process, 
and through self-
assessment. 

Evidence could be; 
tutor record, learner 
notes, plans, reports, 
learner log or audio / 
video / photographic 
record. 
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Role Play / Simulation 
Use of a situation selected by the tutor or by learners, to enable learners to practice and apply 
skills and to explore attitudes. 
 
The learning may be assessed by: 
• Tutor / peer observation. 
• One to one tutorial. 
• Discussion. 
• Self-assessment. 
 
Evidence could include: 
• Tutor record of observation. 
• Learner notes. 
• Tutor lesson plan. 
• Tutorial notes. 
• Audio / video / photographic record. 
• Learner log. 
 
 Activity Assessment Evidence 
Level 
2 

Role-plays should allow 
the application of skills in 
several areas and 
contexts.  Role-plays 
should be directed, but 
allow for a degree of 
learner autonomy. 

Assessment through tutor 
/ peer observation, one to 
one tutorial, discussion 
and self-assessment. 

Evidence could be; tutor 
record of observation, 
learner notes, tutor lesson 
plan, tutorial notes, audio / 
video / photographic 
record or learner log. 

 
 
Written Description 
Consideration of a particular subject, situation or example selected by the tutor or by learners, 
which enables learners to apply knowledge to specific situations and to present them in written 
format. 
 
The learning may be assessed by: 
• Tutor. 
• One to one tutorial. 
• Discussion. 
 
Evidence could include: 
• Tutor record of observation. 
• Learner notes. 
• Tutorial notes. 
• Completed report. 
• Charts. 
• Plans. 
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 Activity Assessment Evidence 
Level 
2 

Subjects should allow the 
application of knowledge 
in a number of areas and 
contexts.  Written work 
should be directed but 
should allow for a degree 
of autonomy.  GL = 500 
words. 

Assessment through self-
assessment and tutor 
assessment. 

Evidence could be; tutor 
record, learner record, 
summary of discussion 
and feedback or 
completed work. 

 
 
Practical Demonstration 
A practical demonstration of a skill/situation selected by the tutor or by learners, to enable 
learners to practise and apply skills and knowledge. 
 
The learning may be assessed by: 
• Tutor. 
• Peer observation. 
• One to one tutorial. 
• Discussion. 
• Self-assessment. 
 
Evidence could include: 
• Tutor record of observation. 
• Learner notes. 
• Tutor lesson plan. 
• Tutorial notes. 
• Audio / video / photographic record. 
• Learner log. 
 
 Activity Assessment Evidence 
Level 
2 

Practical demonstrations 
should allow the 
application of skills and 
knowledge in several 
areas and contexts.  A 
degree of learner 
autonomy should be 
encouraged within the 
scope of the 
demonstration. 

Assessment through tutor / 
peer observation, one to 
one tutorial, discussion 
and self-assessment. 

Evidence could include 
tutor record of observation, 
learner notes, tutor lesson 
plan, tutorial notes, audio / 
video / photographic 
record and learner log. 
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Group Discussion 
Discussion of a topic or situation selected by the tutor or by learners, to enable learners to share 
knowledge and thoughts and to assess their learning. 
 
The learning may be assessed by: 
• Tutor. 
• Peer observation. 
• One to one tutorial. 
• Discussion. 
• Self-assessment. 
 
Evidence could include: 
• Tutor record of observation. 
• Learner notes. 
• Tutor lesson plan. 
• Tutorial notes. 
• Audio/video/photographic record. 
• Learner log. 
 
 Activity Assessment Evidence 
Level 
2 

Discussions should allow 
for consideration of 
several topics covering a 
number of contexts.  The 
discussion should be 
directed, but allow for a 
degree of learner 
autonomy. 

Assessment through tutor, 
peer observation, one-to 
one tutorial discussion and 
self-assessment. 

Evidence could include; 
tutor record observation, 
learner notes, tutor lesson 
plan, tutorial notes, audio / 
video record and learner 
log. 

 
 
Reflective log or diary 
A description, normally in writing but may be oral, by the learner reflecting on how and what they 
have learned.  Often completed at regular intervals during the learning process thus allowing 
discussion on individual progress and how further learning could be supported. 
 
The learning may be assessed by: 
• Learner, often supported through tutorial discussions with tutor. 
 
Evidence could include: 
• Log / diary (however this may be confidential and therefore not available for moderation). 
• Tutorial notes. 
• Tutor record. 
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 Activity Assessment Evidence 
Level 
2 

The reflection process should be 
written in a structured format that 
allows some autonomy in 
recording.  Learners should be 
asked to record regularly what 
they have learned and to make 
judgements on the learning in 
terms of, for example, 
usefulness, interest, how it has 
extended their knowledge / skills, 
what else they need to learn. 

Assessment by 
learner supported 
by tutor through 
tutorials. 

Evidence could include; 
log / diary, tutorial notes 
and tutor record. 

 
 
Practice File 
A structured collection of documents from real situations such as work or voluntary activity, 
which evidence the application of knowledge and / or skills.  The documents should be mapped 
to specific learning outcome/s in a unit of assessment.  May need a short explanation of how the 
particular document evidences achievement of a specific learning outcome. 
 
The learning may be assessed through: 
• Discussion with the tutor. 
Evidence could include: 
• Form mapping to learning outcomes, plus explanation if necessary and the documents, for 

example, minutes, reports, brochures, plans, witness statements, letters or e-mails. 
 
 Activity Assessment Evidence 
Level 
2 

Practice evidence should be 
chosen from a number of 
possible contexts to 
demonstrate application of a 
range of skills and / or 
knowledge.  Learners should 
receive guidance on the type 
of document which could be 
appropriate, for example, a list, 
and advice on how to ensure 
the documents evidence 
specific learning outcomes, for 
example, highlighting sections, 
notes and on how the file 
should be presented. 

Assessment through 
discussion with the 
tutor. 

Evidence could include; 
structured file with tutor 
feedback. 
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6. Offering the qualifications 
 
Centres wishing to offer the qualifications or units of the qualifications should in the first instance 
contact their OCN for information and support.  A list of all OCN offices and contacts can be 
found on the NOCN website at www.nocn.org.uk.   
 
Your OCN will advise you on the best and most efficient methods for offering these 
qualifications to learners.  All procedures for the use of these qualifications or units of these 
qualifications, including approval, registration of learners, verification, externally set assessment 
and certification will be completed through your OCN who will have an identified officer to 
support your centre.  If you have any queries or difficulties at any time you should contact your 
OCN office. 
 
 
Approval to Offer NOCN Qualifications or Units of NOCN Qualifications 
 
If you are a new Centre then please contact your nearest OCN office for details of the Centre 
Recognition Application process and the process for delivering qualifications. 
 
 
Support for Centres 
 

1. Your OCN will provide ongoing support and advice on the use of NOCN credit and 
qualifications including the requirements for assessment. 

2. Approval should always take place through the normal OCN processes and will be 
explicitly recorded. 

3. All Centres approved to offer NOCN credit and qualifications will be allocated a unique 
NOCN Centre Number. 

4. Each Centre should identify a Centre Contact who will be responsible for NOCN credit 
and qualifications within the Centre. 

5. The Centre Contact must ensure all procedures relating to the delivery of the qualification 
operate effectively in the Centre. 

6. The Centre Contact is the person responsible for confirming and ensuring that the Centre 
meets all the NOCN requirements for Centre Recognition. 

7. The Centre Contact is responsible for ensuring all relevant NOCN documentation is 
distributed as required within the Centre and that the security requirements for External 
Assessment are adhered to, where applicable. 

 
Full details of all NOCN requirements are provided in Recognised Centre Handbook available 
on the NOCN website at www.nocn.org.uk.  
 

https://www.nocn.org.uk/about-us/location-map-for-ocns
http://www.nocn.org.uk/
https://www.nocn.org.uk/learning-providers/recognised-centre-handbook
http://www.nocn.org.uk/
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7. How the qualifications are quality assured 
 
7.1 General Information 
 
All Centres wishing to deliver the qualifications, or units of the qualifications, will need to 
demonstrate the ability to manage and deliver the units and/or the qualifications, including 
adherence to quality assurance and assessment regulations. 
 
Your OCN will provide guidance and give support in enabling you to use the qualifications. 
 
The NOCN standard quality assurance arrangements and requirements include: 
 

• Internal assessment of all assessment tasks and activities. 
• Internal verification 
• External verification 
• Standardisation. 

 
Details and guidance are provided by your OCN.  
 
 
7.2 Standardisation 
 
National standardisation is a process that promotes consistency in the understanding and 
application of standards, it: 

 
• establishes statements on the standard of evidence required to meet the assessment 

criteria for the units in NOCN qualifications 
• makes recommendations on assessment practice 
• produces advice and guidance for the assessment of units 
• identifies good practice in assessment. 
 

It is a requirement of the Centre Recognition Process that each Centre offering the units from 
the qualification must contribute assessment materials and learners’ evidence for National 
Standardisation if requested. 
 
OCNs will notify Centres of the required sample for National Standardisation purposes. 
Assessment materials, learners’ evidence and tutor feedback will be collected by Quality 
Reviewers on behalf of their regional OCN. 
 
Outcomes from National Standardisation will be available to Centres through their regional 
OCN. 
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