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Introduction 
NOCN is a market-leading awarding organisation that has been providing qualifications for a 
wide range of Centres, including FE colleges and training providers, for 30 years both in the 
UK and internationally. 

We work with Centres to deliver a high quality and flexible service for learners to underpin 
our passionate belief in the power of education and its impact on communities and 
individuals. 

We offer all the advantages of being with a national awarding organisation with a diverse 
portfolio of qualifications, alongside providing a personalised, bespoke, service to our 
Centres and learners. 

As an accredited Leader in Diversity we are proud of our reputation as a provider of fully 
accessible, trusted and flexible qualifications.  

 

About NOCN Group 
NOCN is part of NOCN Group, a progressive educational charity whose core aims are to 
help learners reach their potential and organisations thrive. The group includes business 
units specialising in regulated UK and international qualifications, end point assessment, 
endorsed programmes and assured short courses, Smart job cards, assessment services, 
consultancy, and research. 

NOCN Group shares a joint purpose to offer learners, training providers, employers, and FE 
Colleges a fully integrated range of learning and skills development products and services. 

Information about all our courses and qualifications is available from our website: 
www.nocn.org.uk/  

  

http://www.nocn.org.uk/
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Qualifications at a Glance 
 
 

Title 

 

Size 
NOCN Level 2 Award in Skills for 
Employment, Training and Personal 
Development. 
 

GLH – 44 hours    

TQT – 60 hours 
Credit - 6 credits 

NOCN Level 1 Certificate in Skills for 
Employment, Training and Personal 
Development. 
 

GLH – 156 hours    

TQT – 210 hours 
Credit - 21 credits 

NOCN Level 1 Diploma in Skills for 
Employment, Training and Personal 
Development. 

GLH –279 hours    

TQT – 370 hours 
Credit - 37 credits 

 

Purpose 

 

Target Audience 
 

The purpose of these qualifications is to 
provide an introduction to working in a 
range of sectors as well as more generic 
employability skills designed to build 
confidence for the workplace, literacy, 
numeracy and personal development 
areas.  

 

These Level 2 qualifications are 
primarily for learners aged 14 and above 
and who want to continue their 
education and develop their skills for 
employment, training and personal 
development.  

 

Content Overview 

 

 

 

 

Entry Requirements 

These Level 2 qualifications provide 
learners with a range of knowledge and 
skills. Learners will also develop an 
understanding of a specific sector from: 
Animal Care, Business and 
Administration, Catering, Construction, 
Creative Skills, Hair and Beauty, Health 
and Social Care, Horticulture, Motor 
Vehicle and Cycle Maintenance and 
Sport and Leisure alongside 
employability, personal development, 
literacy and numeracy.  

 

 

 

There are no formal entry requirements 
for learners undertaking this 
qualification. The qualification can be 
undertaken without any previous 
training or qualifications in this subject 
area. 

 

Assessment 

 

Additional Resources 
 

The units for this qualification are 
internally set and internally assessed. 

 

Supporting resources are available 
for some units in these qualifications 
(see list in section 2.1) on NOCN's 
vLearn platform. 
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Summary of changes: 
This section summarises the changes to the qualification specification since the last version 
(version 4.2 June 2024). 

Version Publication Date Summary of Amendments. 

5.1 July 2024 Review and revision of some units, including 
scope of training.  Indication of resources available 
for some units.   
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1. Overview of Qualification 
These qualifications are vocationally based and as such, provide an introduction to working 
in the following sectors: Animal Care, Business and Administration, Catering, Construction, 
Creative Skills, Hair and Beauty, Health and Social Care, Horticulture, Motor Vehicle and 
Cycle Maintenance and Sport and Leisure as well as more generic employability skills 
designed to build confidence for the workplace. The qualifications also contain units to 
address learners’ needs in Literacy and Numeracy as well as Personal Development areas 
such as Emotional Intelligence, Road Safety Awareness or Computer Basics. Learners will 
gain an overview of key skills and areas of knowledge in order to inform further study and/or 
employment choices in the sectors named above.  

These qualifications will provide learners with an opportunity to: 

• Gain knowledge and understanding of transferable vocational skills such as problem 
solving or time management. 

• Gain an overview of key skills and knowledge relevant to their chosen sector in work 
experience or simulated work settings. 

 

Entry Requirements 

There are no formal entry requirements for learners undertaking these qualifications  

Learners must be in a position to demonstrate the requirements of the qualification and have 
access to required assessment opportunities and relevant resources.  Please refer to 
specific assessment requirements on individual components for more information. 

Centres should undertake initial assessment activities with learners to ensure this is an 
appropriate qualification and they are capable of achieving the level they will be studying 
before enrolling them onto a programme of learning. 

These qualifications are available to learners aged 14 years or over. 

 

Progression Routes 

Achievement of any one of these qualifications confirms the learner has gained the 
knowledge and skills required to: 

• Gain entry-level employment in the sector studied. 

• Progress onto a higher level NOCN qualification in Skills for Employment, Training 
and Personal Development (Level 3) or another NOCN vocational course such as the 
NOCN Level 2 Certificate in Warehousing and Storage, the NOCN Level 2 
qualifications in Retail Skills or Retail Knowledge or another training programme such 
as an Apprenticeship. 
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2. Qualification Details 

2.1. Qualification Structure 

The NOCN Level 2 Award in Skills for Employment, Training and Personal 
Development is a 6-credit qualification with a Total Qualification Time (TQT) of 60 hours, 
including 44 Guided Learning Hours (GLH).   

A minimum of 3 credits must be achieved from any combination of units from Groups A-C. 
The remaining 3 credits must be taken from a combination of units from any of the groups.  
A maximum of 3 credits can be achieved from groups D-K.  (See unit details below). 

 

The NOCN Level 2 Certificate in Skills for Employment, Training and Personal 
Development is a 21-credit qualification with a Total Qualification Time (TQT) of 210 hours, 
including 156 Guided Learning Hours (GLH).  

A minimum of 3 credits must be achieved from Group A and a minimum of 3 credits must be 
achieved from Group B.  The remaining 15 credits can be taken from a combination of units 
from any of the groups with a maximum of 9 credits from Groups D-K.  (See unit details 
below). 

 

The NOCN Level 1 Diploma in Skills for Employment, Training and Personal 
Development is a 37-credit qualification with a Total Qualification Time (TQT) of 370 hours, 
including 279 Guided Learning Hours (GLH).   

A minimum of 3 credits must be achieved from Group A and a minimum of 3 credits must be 
achieved from Group B.  The remaining 31 credits can be taken from a combination of units 
from any of the groups with a maximum of 15 credits from Groups D-K. (See unit details 
below). 

 

In the unit lists below, units which have additional resources are followed by “(R)”. Centres 
can access these resources via vLearn.  
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Group A: Personal Development 

Unit M/O Level Ofqual Unit Ref Credits GLH Assessment 

Active Citizenship in 
the Local Community 

O L2 H/505/5091 1 8 
Portfolio of 
Evidence 

Adapting to Change 
at Work 

O L2 Y/505/5122 3 24 
Portfolio of 
Evidence 

Building a Personal 
Career Portfolio 

O L2 T/505/5063 3 24 
Portfolio of 
Evidence 

Business 
Communication 

O L2 A/505/5095 3 24 
Portfolio of 
Evidence 

Business 
Organisation 
Structures 

O L2 M/505/5093 3 24 
Portfolio of 
Evidence 

Changing Roles and 
Relationships in 
Adolescence 

O L2 K/505/5092 3 24 
Portfolio of 
Evidence 

Critical Thinking 
Skills (R) 

O L2 M/505/5062 2 16 
Portfolio of 
Evidence 

Decision Making 
Skills 

O L2 K/505/5061 1 8 
Portfolio of 
Evidence 

Family Learning O L2 H/505/5107 3 24 
Portfolio of 
Evidence 

Family Relationships O L2 R/505/5099 3 24 
Portfolio of 
Evidence 

Interpersonal Skills O L2 H/505/5060 3 24 
Portfolio of 
Evidence 

Investigating a 
Career (R) 

O L2 L/505/5053 3 24 
Portfolio of 
Evidence 

Investigating a 
Vocational Area 

O L2 T/600/3250 2 16 
Portfolio of 
Evidence 

Making Choices in 
Pursuit of Personal 
Goals 

O L2 J/505/5052 3 24 
Portfolio of 
Evidence 

Parenting Skills O L2 M/505/5059 3 24 
Portfolio of 
Evidence 

Personal and Social 
Responsibility 

O L2 M/505/5109 3 24 
Portfolio of 
Evidence 
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Personal Career 
Preparation (R) 

O L2 D/505/5123 1 8 
Portfolio of 
Evidence 

Personal Confidence 
and Self Awareness 

O L2 K/505/5058 3 24 
Portfolio of 
Evidence 

Personal 
Development Skills 

O L2 H/505/5057 3 24 
Portfolio of 
Evidence 

Personal Learning 
Goals (R) 

O L2 R/505/5054 3 24 
Portfolio of 
Evidence 

Personal Learning 
Skills 

O L2 D/505/5056 6 48 
Portfolio of 
Evidence 

Personal Risk 
O L2 Y/505/5119 1 8 

Portfolio of 
Evidence 

Personal Study Skills 
O L2 Y/505/5055 6 48 

Portfolio of 
Evidence 

Recognising 
Employment 
Opportunities 

O L2 H/505/5124 1 8 
Portfolio of 
Evidence 

Rights and 
Responsibilities 

O L2 L/505/5120 3 24 
Portfolio of 
Evidence 

Supporting your 
Child’s Literacy and 
Numeracy 
Development Out of 
School 

O L2 K/505/5187 1 8 
Portfolio of 
Evidence 

The Business 
Environment 

O L2 F/505/5096 3 24 
Portfolio of 
Evidence 

The Marketing 
Environment 

O L2 J/505/5097 3 24 
Portfolio of 
Evidence 

Understanding 
Business 
Organisations 

O L2 T/505/5094 3 24 
Portfolio of 
Evidence 

Understanding 
Conflict Resolution 

O L2 L/505/5098 3 24 
Portfolio of 
Evidence 

Understanding 
Mediation 

O L2 A/505/5100 3 24 
Portfolio of 
Evidence 

Understanding 
Plagiarism 

O L2 D/507/2682 2 16 
Portfolio of 
Evidence 
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Undertaking an 
Enterprise Project 

O L2 F/504/6463 6 60 
Portfolio of 
Evidence 

Young People, Law 
and Order 

O L2 R/505/5121 3 24 
Portfolio of 
Evidence 

 

Group B   Vocational Support 

Unit M/O Level Ofqual Unit Ref Credits GLH Assessment 

Assertiveness and 
Decision-Making 
Skills (R) 

O L2 K/505/4623 2 16 
Portfolio of 
Evidence 

Communicating 
Information (R) 

O L2 D/505/5087 1 8 
Portfolio of 
Evidence 

Customer Service 
Skills 

O L2 J/505/4628 2 16 
Portfolio of 
Evidence 

Employment Rights 
and Responsibilities 
(R) 

O L2 K/505/4671 2 16 
Portfolio of 
Evidence 

Group and Teamwork 
Communication Skills 

O L2 

 

J/505/4631 

 

2 16 
Portfolio of 
Evidence 

Health and Safety 
Procedures in the 
Workplace (R) 

O L2 T/505/4673 2 16 
Portfolio of 
Evidence 

Health Promotion O L2 D/507/8045 3 24 
Portfolio of 
Evidence 

Improving Own 
Learning and 
Performance (R) 

O L2 T/505/4639 2 16 
Portfolio of 
Evidence 

Introducing 
Psychology 

O L2 A/507/2642 3 24 
Portfolio of 
Evidence 

Mentoring Skills O L2 J/505/1289 3 24 
Portfolio of 
Evidence 

Negotiation Skills O L2 A/505/4643 2 16 
Portfolio of 
Evidence 

Presentation Skills 
(R) 

O L2 H/505/4667 2 16 
Portfolio of 
Evidence 
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Problem Solving in 
the Workplace 

O L2 F/505/4675 2 16 
Portfolio of 
Evidence 

Recruitment and 
Selection of 
Volunteers 

O L2 K/505/5089 3 24 
Portfolio of 
Evidence 

Research Skills (R) O L2 H/505/5088 3 24 
Portfolio of 
Evidence 

Supporting and 
Developing 
Volunteers 

O L2 D/505/5090 3 24 
Portfolio of 
Evidence 

Team Leading Skills O L2 K/505/4668 2 16 
Portfolio of 
Evidence 

Teamwork O L2 M/505/4669 2 16 
Portfolio of 
Evidence 

Time Management 
Skills 

O L2 H/505/4670 2 16 
Portfolio of 
Evidence 

Understanding IT in 
the Workplace 

O L2 L/505/4677 2 16 
Portfolio of 
Evidence 

Undertaking a 
Research Project 

O L2 T/507/2686 3 24 
Portfolio of 
Evidence 

Undertaking Group 
Work 

O L2 A/507/2687 3 24 
Portfolio of 
Evidence 

Valuing Equality and 
Diversity 

O L2 L/503/1013 2 16 
Portfolio of 
Evidence 

Work Experience O L2 Y/505/4679 2 16 
Portfolio of 
Evidence 

 

Group C   Literacy and Numeracy 

Unit M/O Level Ofqual Unit Ref Credits GLH Assessment 

Calculations* O L2 K/507/2698 3 24 
Portfolio of 
Evidence 

Common Measures: 
Length, Distance, 
Weight and Capacity 

O L2 

 

L/505/4033 

 

2 
16 

Portfolio of 
Evidence 

Common Measures: 
Scale and Formulae 

O L2 F/505/4031 2 16 
Portfolio of 
Evidence 



NOCN Level 2 Skills for Employment, Training and Personal Development. 
 

 

12 

 

 

 

 

Common Measures: 
Shape 

O L2 R/505/4034 2 16 
Portfolio of 
Evidence 

Common Measures: 
Temperature and 
Time 

O L2 

 

J/505/4032 

 

1 
8 

Portfolio of 
Evidence 

Data Handling and 
Probability 

O L2 Y/505/4035 3 24 
Portfolio of 
Evidence 

Fractions, Decimals 
and Percentages 

O L2 M/505/4025 3 24 
Portfolio of 
Evidence 

Numeracy in Context 
– Planning a 
Mathematical Project 

O L2 A/505/4030 3 24 
Portfolio of 
Evidence 

Punctuation and 
Grammar Skills 

O L2 F/505/4028 3 24 
Portfolio of 
Evidence 

Reading Strategies O L2 A/505/4027 3 24 
Portfolio of 
Evidence 

Speaking and 
Listening Skills 

O L2 Y/503/3377 3 24 
Portfolio of 
Evidence 

Spelling Skills O L2 J/505/4029 3 24 
Portfolio of 
Evidence 

Using Algebra and 
Graphs 

O L2 D/505/4036 3 24 
Portfolio of 
Evidence 

Using Calculations* O L2 T/505/4026 2 16 
Portfolio of 
Evidence 

Using Spelling Rules 
and Strategies 

O L2 K/505/4024 3 24 
Portfolio of 
Evidence 

Writing for Meaning 
Skills 

O L2 J/503/3391 3 24 
Portfolio of 
Evidence 

*NB: the units K/507/2698 Calculations and T/505/4026 Using Calculations are barred 
against each other. Centres can deliver and assess one or the other unit with learners 
but not both at the same time. 
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Group D   Catering 

Unit M/O Level Ofqual Unit Ref Credits GLH Assessment 

Cooking Skills O L2 T/505/4799 3 24 
Portfolio of 
Evidence 

Cooking with Dairy 
Produce 

O L2 A/505/4805 3 24 
Portfolio of 
Evidence 

Cooking with Grains 
and Pulses 

O L2 T/505/4804 3 24 
Portfolio of 
Evidence 

Cooking with Meat, 
Fish and Vegetables 

O L2 D/505/4795 3 24 
Portfolio of 
Evidence 

Kitchen Skills O L2 K/505/4802 3 24 
Portfolio of 
Evidence 

Making and Storing 
Baked Products 

O L2 F/505/4787 3 24 
Portfolio of 
Evidence 

Reception, Billing and 
Cashier Procedures 
for Front Office Staff 

O L2 F/505/4806 3 24 
Portfolio of 
Evidence 

 

Group E   Construction 

Unit M/O Level Ofqual Unit Ref Credits GLH Assessment 

Timber for 
Construction 

O L2 D/505/4697 3 24 
Portfolio of 
Evidence 

Woodwork Jointing 
Skills 

O L2 Y/505/4696 3 24 
Portfolio of 
Evidence 

 

Group F   Creative Skills 

Unit M/O Level Ofqual Unit Ref Credits GLH Assessment 

Creative Writing 
Skills (R) 

O L2 F/505/5048 3 24 
Portfolio of 
Evidence 

Design Software (R) O L2 T/502/4573 4 30 
Portfolio of 
Evidence 

Desktop Publishing 
Software 

O L2 D/502/4566 4 30 
Portfolio of 
Evidence 
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Face Painting O L2 T/505/5077 1 9 
Portfolio of 
Evidence 

Imaging Software O L2 L/502/4613 4 30 
Portfolio of 
Evidence 

Improvisation and 
Performance Skills 

O L2 D/505/5042 3 24 
Portfolio of 
Evidence 

Introduction to 
Composing Music 

O L2 Y/505/5024 9 72 
Portfolio of 
Evidence 

Making a Garment O L2 A/505/5078 3 24 
Portfolio of 
Evidence 

Multimedia Software O L2 D/502/4616 4 30 
Portfolio of 
Evidence 

Music Skills for Solo 
Performance 

O L2 R/505/4972 6 48 
Portfolio of 
Evidence 

Musical Ensemble 
Skills 

O L2 Y/505/4973 6 48 
Portfolio of 
Evidence 

Oral Storytelling 
Skills for 
Performance 

O L2 F/505/5034 3 24 
Portfolio of 
Evidence 

Performance 
Realisation Skills 

O L2 K/505/5044 9 72 
Portfolio of 
Evidence 

Performing Physical 
Theatre 

O L2 A/505/5047 3 24 
Portfolio of 
Evidence 

Practical Floristry 
Skills 

O L2 A/505/5050 3 24 
Portfolio of 
Evidence 

Preparation for 
Employment in the 
Fashion Industry 

O L2 M/505/5076 3 24 
Portfolio of 
Evidence 

Preparation for 
Employment in the 
Performing Arts 
Industry 

O L2 J/505/5049 3 24 
Portfolio of 
Evidence 

Rehearsal Skills O L2 M/505/5045 3 24 
Portfolio of 
Evidence 

Sound and Audio 
Production Skills 

O L2 D/505/4974 3 24 
Portfolio of 
Evidence 

Technical Skills for 
Performance 

O L2 T/505/5046 2 16 
Portfolio of 
Evidence 
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The Theory of Music O L2 K/505/5027 6 48 
Portfolio of 
Evidence 

Understanding 
Techniques used in 
Floristry 

O L2 F/505/5051 3 24 
Portfolio of 
Evidence 

Using Acoustic 
Recording 
Techniques 

O L2 A/505/5033 6 48 
Portfolio of 
Evidence 

Using Digital 
Sampling Techniques 
for Composing 

O L2 T/505/5032 6 24 
Portfolio of 
Evidence 

Using Sequencing 
Technology in 
Composition 

O L2 T/505/5029 3 24 
Portfolio of 
Evidence 

Using the Internet for 
Music Promotion 

O L2 K/505/5030 3 24 
Portfolio of 
Evidence 

Website Software O L2 R/502/4631 4 30 
Portfolio of 
Evidence 

 

Group G   Health and Social Care 

Unit M/O Level Ofqual Unit Ref Credits GLH Assessment 

Care Planning Skills 
for the Care Worker 

O L2 M/505/4672 24 3 
Portfolio of 
Evidence 

Caring for Babies up 
to One Year Old 

O L2 Y/505/5010 24 3 
Portfolio of 
Evidence 

Child Protection O L2 L/505/5005 24 3 
Portfolio of 
Evidence 

Cognitive 
Development of 
Children 

O L2 Y/505/5072 24 3 
Portfolio of 
Evidence 

Food and Nutrition for 
Children and Young 
People 

O L2 K/505/5075 24 3 
Portfolio of 
Evidence 

Health Psychology O L2 D/507/8062 24 3 
Portfolio of 
Evidence 

Immunology O L2 K/507/8047 24 3 
Portfolio of 
Evidence 
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Physical 
Development of 
Children 

O L2 H/505/5074 24 3 
Portfolio of 
Evidence 

Providing Personal 
Care in Care Settings 

O L2 M/505/4686 24 3 
Portfolio of 
Evidence 

Social and Emotional 
Development of 
Children 

O L2 Y/505/5007 24 3 
Portfolio of 
Evidence 

Support Individuals to 
Meet Personal Care 
Needs 

O L2 F/601/8060 16 2 
Portfolio of 
Evidence 

The Importance of 
Play 

O L2 D/505/5073 24 3 
Portfolio of 
Evidence 

Understanding 
Ageing and the Older 
Person 

O L2 A/505/4674 24 3 
Portfolio of 
Evidence 

Understanding 
Disability, Society and 
the Law 

O L2 J/505/4676 24 3 
Portfolio of 
Evidence 

Understanding Health 
Promotion in Care 
Settings (R) 

O L2 R/505/4678 24 3 
Portfolio of 
Evidence 

Understanding How 
Children Learn 

O L2 H/505/5009 24 3 
Portfolio of 
Evidence 

Understanding 
Mental Health (R) 

O L2 L/505/4680 24 3 
Portfolio of 
Evidence 

Understanding 
Record Keeping for 
the Care Worker 

O L2 D/505/4683 24 3 
Portfolio of 
Evidence 

Understanding Visual 
Impairment 

O L2 K/505/4685 24 3 
Portfolio of 
Evidence 

 

 

 

( 

 

Group H   Horticulture 
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Unit M/O Level Ofqual Unit Ref Credits GLH Assessment 

Garden Horticulture 
Skills 

O L2 T/505/4690 3 24 
Portfolio of 
Evidence 

Growing Fruit and 
Vegetables 

O L2 J/505/4693 3 24 
Portfolio of 
Evidence 

Understanding 
Ecology and 
Conservation 

O L2 L/505/4694 6 48 
Portfolio of 
Evidence 

 

Group I   ICT 

Unit M/O Level Ofqual Unit Ref Credits GLH Assessment 

Audio Software O L2 D/502/4390 3 20 
Portfolio of 
Evidence 

Data Management 
Software 

O L2 J/502/4559 3 20 
Portfolio of 
Evidence 

Database Software O L2 M/502/4555 4 30 
Portfolio of 
Evidence 

IT Communication 
Fundamentals 

O L2 D/502/4292 2 15 
Portfolio of 
Evidence 

Personal Information 
Management 
Software 

O L2 L/502/4370 2 15 
Portfolio of 
Evidence 

Presentation 
Software 

O L2 M/502/4622 4 30 
Portfolio of 
Evidence 

Spreadsheet 
Software 

O L2 F/502/4625 4 30 
Portfolio of 
Evidence 

Using Email O L2 M/502/4300 3 20 
Portfolio of 
Evidence 

Using the Internet O L2 A/502/4297 4 30 
Portfolio of 
Evidence 

Video Software O L2 M/502/4393 3 20 
Portfolio of 
Evidence 

Word Processing 
Software 

O L2 R/502/4628 4 30 
Portfolio of 
Evidence 
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Group J   Science 

Unit M/O Level Ofqual Unit Ref Credits GLH Assessment 

Genetics O L2 Y/507/8044 3 24 
Portfolio of 
Evidence 

Human Biology O L2 M/507/8051 3 24 
Portfolio of 
Evidence 

Life Processes and 
Living Things 

O L2 Y/505/4682 3 24 
Portfolio of 
Evidence 

Materials and their 
Properties 

O L2 H/505/4684 3 24 
Portfolio of 
Evidence 

Physical Processes O L2 T/505/4687 3 24 
Portfolio of 
Evidence 

The Investigative 
Process, Principles 
and Practical Skills 

O L2 A/505/4688 3 24 
Portfolio of 
Evidence 

 

Group K   Sport and Leisure 

Unit M/O Level Ofqual Unit Ref Credits GLH Assessment 

Airline and Airport 
Operations 

O L2 R/505/4812 3 24 
Portfolio of 
Evidence 

 

Careers in Leisure 
and Tourism 

O L2 

 

J/505/4810 

 

3 24 
Portfolio of 
Evidence 

Taking Part in a Sport O L2 L/505/4808 3 24 
Portfolio of 
Evidence 

The Tourism Industry O L2 D/505/4814 3 24 
Portfolio of 
Evidence 

 

2.2. Total Qualification Time (T QT) 

Through consultation with users, TQT has been agreed by considering the total number of 
learning hours required for the average learner to achieve these qualifications. 

TQT is split into two areas: 
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Area Example of activities 

 

 

 

1. Guided Learning Hours (GLH): 

• Learning activity under the immediate 
guidance or supervision of a lecturer, 
supervisor, tutor or other appropriate 
provider of education or training 
 

• Includes the activity of being assessed if the 
assessment takes place under the 
immediate guidance or supervision of a 
lecturer, supervisor, tutor or other 
appropriate provider of education or training 

• Classroom-based learning supervised 
by a teacher. 

• Work-based learning supervised by a 
teacher. 

• Live webinar or telephone tutorial with 
a teacher in real time. 

• E-learning supervised by a teacher in 
real time. 

• All forms of assessment which take 
place under the immediate guidance or 
supervision of an appropriate provider 
of training. 

• Exam time. 

2. Other Learning Hours (OLH): 

• An estimate of the number of hours a learner 
will spend, as directed by (but not under the 
immediate guidance or supervision of) a 
lecturer, supervisor, tutor or other appropriate 
provider of education or training, including: 
o Preparatory work. 

o Self-study. 
o Any other form of education or training, 

including assessment. 

• Independent and unsupervised 
research / learning. 

• Unsupervised compilation of a 
portfolio of work experience. 

• Unsupervised e-learning. 

• Unsupervised e-assessment. 

• Unsupervised coursework. 

• Watching a pre-recorded 
podcast or webinar. 

• Unsupervised work-based learning. 

 

2.3. Assessment and Evidence 

These qualifications are made up of internally set and internally assessed units. 

Internal assessment (internally set and internally assessed) 

Internal assessment activity must ensure evidence of achievement against all the 
requirements specified within each component. 

For assessments that are internally set, the IQA will need to ensure pre-verification of 
assessment tasks take place prior to its use to ensure that it is an appropriate 
assessment tool, that it is inclusive to learners of all needs, that it meets the principles of 
assessment and does not hinder learner attainment of the NOCN assessment evidence 
requirements.  

Refer to the NOCN Quality Assurance Manual for further information on the Internal 
Quality Assurance process. This can be found on the NOCN website at www.nocn.org.uk 

Centres must ensure that knowledge-based learning is at the correct level for the 
qualifications. 

Assessment activities must be robust in that the assessment decisions are made based on 
evidence, which is valid, authentic, current, sufficient and reliable regarding the assessment 
taking place: 

http://www.nocn.org.uk/
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Valid  The validity of an assessment decision is ensuring that the right thing has 
been assessed in the right way to deliver an accurate assessment result. 

Authentic  The assessment process must ensure that all evidence of achievement is 
authentic in that it has been created solely by the learner (unless otherwise 
required) and has not been plagiarised. If work was not authentic, it would 
undermine the entire the assessment process and overall qualification 
system. 

Current The assessment process must ensure that the evidence used to claim 
qualification or unit achievement reflects current industry/qualification 
practice. This can be done by ensuring that the evidence is relevant at the 
time of the assessment as well as ensuring that the assessor has used the 
most-up-date assessment documentation. 

Sufficient  The Assessor must review assessment evidence to judge whether the 
learner has generated enough evidence at the right level to confidently 
cover all relevant learning outcome or assessment criteria requirements. 
The Assessor must also ensure their records of the assessment are 
complete, legible and accurate. 

Reliable  The Assessor must ensure that they are making reliable and consistent 
assessment decisions across their learners and with other Assessors 
within the Centre. Assessment decisions must also be consistent over time 
and across academic/programme cycles. This can be supported by 
attending standardisation activities. 

More details on each unit’s assessment can be found in the Assessment section of each 
unit. 

 

2.4. Fair and Equitable Assessment 

Assessment must be designed to be accessible and inclusive and the assessment 
methodology must be appropriate for individual assessment, giving due consideration to 
any assessment requirements attached to individual components. 

 

2.5. Learners with Particular Requirements 

If you are a NOCN Recognised Centre and have learners with particular requirements, 
please see the NOCN Reasonable Adjustments and Special Considerations Policy and 
Procedure found on the NOCN website at www.nocn.org.uk 

This policy gives clear guidance on the reasonable adjustments and arrangements that can 
be made to take account of disability or learning difficulty without compromising the 
assessment criteria. 

The NOCN Centre Approval process requires the Centre to hold policy statements on Equal 
Opportunities, Diversity and Disability Discrimination, which will be reviewed by NOCN. 

Please refer to the NOCN Quality Assurance Manual for further details. 
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2.6. Recognised Prior Learning 

Recognising Prior Learning is an assessment process that recognises learning that has its 
origins in a learner’s experience and/or previous formal and informal learning contexts.  This 
includes knowledge and skills gained within school, college, university and outside formal 
learning situations such as through life, employment, apprenticeships and other work 
experiences. 

NOCN is committed to the Recognition of Prior Learning (RPL) and has developed a policy 
and procedures to inform and support Centres.  This is available on the NOCN website at 
www.nocn.org.uk 

 

2.7. Assessment and Evidence for the Components 

Existing Centres have access to vLearn, new Centres must contact their NOCN Business 
Development Manager.  

Forms and guidance for gathering learner evidence against the individual assessment 
criteria are available for download in Word format on the NOCN website: 

www.nocn.org.uk/support/nocn-support/quality-assurance/ 

 

3. Centre Information 

3.1. Required Resources for Delivering the Qualification 

As part of the requirement to deliver these qualifications there is an expectation that staff 
undertaking roles as part of the delivery and assessment of these qualifications have a 
demonstrable level of expertise. 

NOCN expects that Tutors and Assessors are able to demonstrate the following 
competencies: 

3.1.1 Tutor & Assessor Requirements 

• Be technically competent in Personal Development, Vocational Support, 
Employability, Literacy and Numeracy, Catering, Construction, Creative Skills, Health 
and Social Care, Horticulture, ICT, Science, Sport and Leisure as dictated by the 
units they are delivering and/or have experience of delivering training within the area.  
The minimum expectation is that the level of experience should be at the same level 
as the training that is to be delivered. 

 

• An occupational knowledge of Personal Development, Vocational Support, 
Employability, Literacy and Numeracy, Catering, Construction, Creative Skills, Health 
and Social Care, Horticulture, ICT, Science, Sport and Leisure as dictated by the 
units they are delivering. The minimum expectation is that the level of knowledge 
should be at the same level as the training that is to be delivered. 
 

• Hold a recognised teaching qualification or, for new tutors, undertake and complete 
initial teacher training to a minimum Level 3 standard within 12 months of taking up 
the tutor role. 

http://www.nocn.org.uk/
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Centre staff may undertake more than one role, for example, tutor and assessor or internal 
verifier, but they cannot carry out any verification on work that they have previously 
assessed. 
 

3.1.2 Internal Quality Assurer Requirements  

Each centre must have internal quality assurance policies and procedures in place to ensure 
that decisions made by Assessors are appropriate, consistent, fair and transparent, and that 
they do not discriminate against any learner.  The policies and procedures must be sufficient 
to secure the quality of the award, ensuring validity, reliability and consistency.  

NOCN expects that an Internal Quality Assurer is able to demonstrate the following 
competencies: 

They should: 

• Be technically competent in Personal Development, Vocational Support, 
Employability, Literacy and Numeracy, Catering, Construction, Creative Skills, Health 
and Social Care, Horticulture, ICT, Science, Sport and Leisure as dictated by the 
units they are verifying and/or have experience of delivering training within the area.  
The minimum expectation is that the level of experience should be at the same level 
as the training that is to be delivered. 
 

• An occupational knowledge of  Personal Development, Vocational Support, 
Employability, Literacy and Numeracy, Catering, Construction, Creative Skills, Health 
and Social Care, Horticulture, ICT, Science, Sport and Leisure as dictated by the 
units they are verifying.  The minimum expectation is that the level of knowledge 
should be at the same level as the training that is to be delivered. 

 

NOCN supports and recognises Centres’ internal quality assurance systems which support 
the above; any system should include standardisation and sharing of good practice. 

Centre staff may undertake more than one role, e.g. tutor, assessor or internal quality 
assurer, but they cannot carry out any quality assurance on work that they have previously 
assessed. 

 

Refer to the NOCN Quality Assurance Manual for further information on the Internal 
Quality Assurance process. This can be found on the NOCN website at www.nocn.org.uk 

 

3.1.3 Continuing Professional Development (CPD)  

Centres are expected to support their staff, ensuring that their subject knowledge remains 
current and that their members of staff are up to date with regards to best practice in 
delivery, assessment and quality assurance. 
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3.1.4 External Quality Assurance  

Once recognised as a Centre, NOCN will allocate an External Quality Assurer. The External 
Quality Assurer will have ongoing responsibility for monitoring the Centre’s compliance with 
the requirements of recognised Centre approval status. 

 

The External Quality Assurer will make regular visits to all Centres. During these visits they 
will: 

 

Monitor the Centre’s compliance with the Centre approval criteria by reviewing course 
documentation, meeting managers, tutors, internal quality assurers, learners, and 
administrative staff. 

 

Review the standard of the Centre’s assessment and internal quality assurance practices 
and decisions to determine whether all assessment requirements are met to support safe 
and valid claims for certification. 

 

Refer to the NOCN Quality Assurance Manual for further information on the External 
Quality Assurance process. This can be found on the NOCN website at www.nocn.org.uk 

 

3.2. Offering the Qualification 

Existing Centres 

If you are already recognised to offer NOCN qualifications and would like more information 
about offering this qualification, please contact: business-enquiries@nocn.org.uk, 
alternatively use Horizon to add this qualification to your Centre. 

New Centres 

If you are interested in offering this qualification, but are not yet a NOCN Approved Centre 
and would like more information about becoming a NOCN Centre and offering this 
qualification please see Become a Registered Centre on our website 
https://www.nocn.org.uk/customers/nocn-centres/ and click Become a Centre. 

 

4. Component Information  
These Level 2 qualifications consist of Optional components. The qualification 
structures (see section 2) set out the rules for achieving the qualifications.  

To achieve these qualifications a learner must provide evidence of learning 
and achievement against all the assessment requirements within each of 
their chosen components. 
 

A copy of all components can be downloaded via the NOCN website.  

www.nocn.org.uk/products/qualifications/601-1392-3-nocn-level-2-award-in-skills-for-
employment-training-and-personal-development/ 

http://www.nocn.org.uk/
mailto:business-enquiries@nocn.org.uk
https://www.nocn.org.uk/customers/nocn-centres/
http://www.nocn.org.uk/products/qualifications/601-1392-3-nocn-level-2-award-in-skills-for-employment-training-and-personal-development/
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www.nocn.org.uk/products/qualifications/601-1393-5-nocn-level-2-certificate-in-skills-for-
employment-training-and-personal-development/ 

www.nocn.org.uk/products/qualifications/601-2288-2-nocn-level-2-diploma-in-skills-for-
employment-training-and-personal-development/ 
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