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NVO.S - better qualifications for work
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NVQs are the work qualificauons that employers have
always been asking for. because NVQs measure what ycu
can do. as well as how much you know and understand
about the job you do.

Practical, work-based qualifications

An NVQ 1s the ideal quahfication for people who intend to
work. or already work, in a particular industry, service or
business. On-the-job training 1s mcre relevant than book-
learning, so the ability to run an organisation or repatr a
motor vehicle is what counts, rather than having GCSEs

For every industry and business

NVQs are already available for most kinds of work (and the
range is constantly being added to. in order to meet new
employment needs).

NVQs are written proof of usable workplace skills which can
be put to profitable use by an employer straight away. They
L range from basic Level 1, for everyday routine tasks. up to
: Level 5 professional skills - so there's a way to develop skills
and build a career ladder that benefits both employer and
employee.

For every kind of person

There 1s training for NVQs. but there's no laid-down course
of study: someone - anyone of any age. provided the, te
over 16 - who can prove the ability to do the job, with the

required degree of skill, 15 entitled to be assessed for an
NVQ

An NVQ is recognition and certification of someone’s ability
to perform specific tasks. It may involve study to reach the
appropriate level. On the other hand. some candidates or
employees may already possess the necessary skills -
acquiring an NVQ cerificate can be valuable recognition of
those skills, especiaily in areas where previously no formal
qualification existed.
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NVQs
Training and Development
Levels 3—4

Training & Development NVQ Levei 3

Training & Development (Human Rescurce
Development) NVQ Level 4

Training & Development (Learning Development)
NVQ Level 4




Trammg and Development_
' ‘Levels 3-4:

Training & Development
NVQ Level 3

Core Units

Identify individual learning needs
Identfy available learning opportunities

[dentifying learning needs with individuals

Design training and development sessions
Identify options for training and development sessions

Design training and development sesslons for learners

Prepare and develop resources to support learning
Prepare materials and facilities to support learning

Develop materials to support learning

Create a climate conducive to learning
Establish rapport with learners

Support learners’ needs

Promote access to learning achievement

Promote anti-discriminatory practice

Facilitate learning in groups through presentations
and activities

Give presentations to groups

Facilitate exercises and activities to promote learning in
groups

Evaluate training and development sessions

Collect and analyse information on training and
development sessions

Improve training and development sessions
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T'almng and Development .

Levels 3-4

Evaluate and develop own practice
Evaluate own practice
[dentifv self development needs

Adapt own practice 19 meet changes 1o training and
deveiopment

Optional Units

Agree learning programmes with learners
Negotiate learming programmes with learners

Rewview lcarning programmes and agree modifications vith
learners

Facilitate learning through demonstration and

instruction

Demonstrate skills and methods tc learners

Instruct learners

Facilitate individual learning through coaching
Coach individual learners

Assist individual learners to apply their learning

Facilitate group learning
Manage group dynanics

Facibtate collaborative learning

Monitor and review progress with learners
Collect information on learners progress

Conduct formative assessments with lecarners

Review progress with learners

Assesses individuals for non-competence based
assessment systems

Conduct non-competence based assessments

Analyse evidence to form an assessiment decision

Provide feedback to individuals on the assessment decision
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Trammg and Development
. ST Levels 3-4°

Assess candidate performance

Agree and review a plan for assessing performance
Collect and judge performance evidence against crteria
Collect ard judge knowledge evidence

Make assessment deciston and prowvide feedback
Assess candidate using differing sources of
evidence

Agree and review an assessment plan

Judge evidence and provide feedback

Make assessment decision using diffenng sources of
evidence and provide feedback

Advise and support candidates to identify prior
achievements

Help the candidate to 1denitify relevant achievemerits

Agree and review an action plan for achieving qualifications
Help the candidate to prepare and present evidence for
assessment

Manage relationships with colleagues and
customers

Manage relationships with colleagues

Manage relationships with customers

Contribute to the planning, momtonng and control
of resources

Plan {or the use of resources

Monitor and control the use of resources

Contribute to the provision of personnel

Contnbute to the 1dentification of personnel requirements

Contnbute to the selection of personnel
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Training and Development
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Levels 3-4 =

Training and Development (Human
Resource Development)
NVQ Level 4

Core Units

Identify organisational training and development
needs

Collect information for an organisation’s training and
development needs analysis

Analyse information on organisational training and
development needs

Specify organisaticnal training and development, needs
Devise a plan for implementing an organisation’s
training and development objectives

Select options for implementing training and development
objectives

Deveiop a training and development implementation plan
Prepare the implementation of the plan

Co-ordinate the provision of learning opportunities
with other contributors to the learning programme
Agree roles and resources with contributors

Co-ordinate the activities of contrnibutors

Monitor and review the effectiveness of contnbutors

Evaluate training and development programmes

Select methods for evaluating tiaining and development
programmnmes

Collect information to cvatuate training and development
programmes

Analyse intotrnation to improve training and developmerit
programines
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ing and Development

. Levels 3-4-

improve training and development programmes

Identify potential imprevements 1 training and
- development programir.es

Plan the introducticit of umprovements 16 tragning and
development procrammes

Implement improvements to training and development
programmes

Evaluate and develop own practice

Evaluate own practice

Identty self development needs

Adapt own pract:ce 1o meet changes in taing and
development

Manage relationships with colieagues and

customers

Manage relationships with colleagues

Manage relationships with customers

Optional Units
Specify the contribution of training and
development to organisational development

Identify the current contribution of tamning and
development to organisation

Identify the potential contribution of training and
development to organisational development

Determine organisational aims and objectives for training
and development

Gain comnutment for the contnbution of t1aining and
development to an organisation

Design learning programmes to meet learners’
requirements

Select options 1o mMecting learnug p-guirenents

Design learning programmes for learners




Training. ahd(}?evelopment
‘Levels’ 3-4

Design, test an- 1hodify training and development
materials

Agree requirements tor training and development maternials
Design trainng and development matenals

Test the design ot trainmg and dew-lopment matenais
Modify and produce training and development maternais
Design, test and modify information technology
based materials

Agree requirements {or infermat~n technology based
training and development matenals with chenrts

Design information technology hased training :ind
development matenais

Test design for information technology based tramning and
development matenals

Modify designs for information technology hased training
and development matenals

Create a climate conducive to learning
Establish rapport with learners

Support learners’ needs

Promote access to learning and achievement

Promote anti-discniminatory practice

Agree learning programmes with learners
Negotiate learning programmes with learners

Review learning programmes and agree modificatisns with
learners

Support and advise individual learners

Provide guidance to help individual learners plin their
learning

Agree the roles and resources recuied to support the
achievement of individual learmmgg objectives

Adwvise and support individual learners inome.aging their
own learning
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. Training and Development
ST Levels 3-4.

Monitor and review progress with learners

Collect informat:on on learners’ progress

Conduct formaty:e assessments with leamais

Review progress with leamners

Assess individuals for non-competence based
assessment systems

Conduct non-competence hased assessments

Aﬁalyse evidence to form an assessment decision

Provide feedback to individuals on the assessment decision
Design assessment methods to coliect evidence of
competent performance

Design assessment methods for the collection of
performance evidence

Design assessmernt methods for the collection of knowledge
evidence

Assess candidate performance

L Agree and review a plan for assessing performance
Collect and judge performance evidence against crterna
Collect and judge knowledge evidence

Make assessment deciston and previde feedback

Assess candidate using differing sources of
evidence

Agree and review an assessment plan
Judge evidence and provide feedback
Make assessment decision using differning sources of

evidence and provide feedback

Internally verify the assessment process

Advise and support assessors

. ’ Maintain and manitor anangement:: {07 Processing
“ : assessment information
WO RS v , A Venty assessment practice
Q , o . y
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Trainin gand De v elo

Leveis 3-4 .

Externally verify the assessment process

Provide mformation. advisory and support services 19
centres

Venty assessment pactice and centre procedurcs

Maintam records of visits and provide fcedback 1o awarding
body

Advise and support candidates to identify prior
achievement

Help the candidate to identify relevant achievements

Agree and review an action plan for achieving quahfications
Help the candidate to prepare and present ¢vidence (o1
assessment

Maintain and improve service and product
operations

Maintain operations 1o meet quality standards

Create and maintain the necessary conditions for productive
work

Recommend, monitor and control the use of
resources
Make recommendations for expenditure

Monitor and contiol the use of resources

Contribute to the recruitment and selection of
personnel

Define future personnel requirements
Contnbute to the assessment and selection of candidates

agamnst team and organisational requirements

Exchange information to solve problems and make
decisions

Lead meetings and group discussion: o selve problems and
make decisions

Contrnbute o discussions 10 solve problems and make:
decisions

Advise and inform others




' g and Development.
‘Levels 3-4

Training and Development (Learning
Development)
NVQ Level 4

Core Units

Identify individuals’ learning aims, needs and styles

Collect information from mdividuals en their learning annms.,
needs and styles

ldentify and agree individuals™ learmng aims. needs and
styles

Design learning programmes to meet learners’
requirements

Select options for meeting learning reguirernents

Design learning programmes for learners

Create a climate conducive to learning
Establish rapport with learners

Support learners’ needs

Promote access to learning and achievement

Promote ant-discriminatory practice

Agree learning programmes with learners

Negotiate learning programmes with learners

Review learning programmes and agree modifications with
learners

Monitor and review progress with learners

Collect mformation on learmers’ progiess

Conduct formative assessments with leamers

Review progress with learners
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Tralnmg and Development
Levels 3-4 :
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Evaluate training and development programmes

Select methods for evaluating training and deveiopment
programmes

Collect information 1o evaluate traming and deveinpment
programmes

Analyse information to improve tramning and deveisiment
programmes

Evaluate and develop own practice

Evaluate own practice

Idenufy self development needs

Adapt own practice to meet changes In traimng and
development

Optionai Linits

Design, test and modify training and development
materials

Agree requirements for training and development materials
Design training and development materials

Test and design of training and development matenals

Modify and produce training and development matenals

Design, test and modify information technology
based materials

Agree requirements for information technology hased
training and development matenals with clients

Design information technology based training and
development matenals

Test designs for information technology based traimng and
development matenals

Modify designs for information technology hased tramn:ng
and development matenals

Prepare and develop resources to support learning
Prepare matenals and facilities 1o support eainimn:g

Develop materials to support learnmny
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Trammg and Development

\evels 3-4.

Co-ordinate the provision of learning opportunities
with other contributors to the learning programme

Agree roles and resources wiin Iantnbutors
Co-ordinate the activities of -2 mbutors

Monitor and review the effect. . zness of contributors

Support and advise individual learners

Provide guidance to help indr.. zual learners plan their
learning

Agree the roles and resources :zjuired to support the
achievement of individual leam-ng objectives

Advise and support individuz. .=iImers in managing their
own learning

Facilitate group learning

Manage group dynamics

Facilitate collaborative learniz.;

) E Assess individuals for non-competence based
assessment systems

Conduct non-competence bas=2 assessments
Analyse evidence to form an zzsessment decision

Provide feedback to individuz_: :n the assessment decision

Design assessment methods to collect evidence of
competent performance

Design assessment methods :: the collection of
performance evidence

Design assessment methods 77 -he collection of knowledge
evidence

Assess candidate performance

- 4 Agree and review a plan for gz:+581ng performance

Collect and judge perforinancz zadence agaist critena

Collect and judge knowledge =~dence

Make assessment decision a:. = zrovide feedback
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Tralnmg and Development

‘Levels 3-4 -

Assess candidate using differing sources of
evidence

Agree and review an assessment plan

Judge evidence and provide feedback

Make assessment decision using diffenng scurces of
evidence and provide feedback

Internally verify the assessment process
Advise and support assessors

Maintain and monzitor arrangernents for processing
assessment information

Verify assessment practice

Externally verify the assessment process

Provide information. advisory and support services to
centres

Vernfy assessment practice and centre procedures

Maintain records of visits and provide feedback to awarding
body

Advise and support candidates to identify prior
achievement

Help the candidate to 1dentify relevant achievements

Agree and review an action plan for achieving gualifications
Help the candidate to prepare and present evidence for
assessment

Improve training and develocpment programmes

. . Identify potential improvements to training and
development programmes

Plan the introduction of improvements to training and
development programmes

Implement improvements to traimng and development
programmes

Manage relationships with colleagues and

_ . customers
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Trammg and Development
. e : Levels 3-4-

Develop training and development methods
Research wavs in which penple learn

Develop training and development methods to support
chiferent lcarning styles

Test and maodify proposed training and develcpment
methods

Recommend, monitor and control the use of
resources

Make recommendations for expenditure

Monitor and control the use of resources

Contribute to the recruitment and selection of
personnel

Define future personnel requirements
Contribute to the assessment and selection of candidates

against team and organisational requirements

Exchange information to solve problems and make
decisions

Lead meetings and group discussions to solve problems and
make decisions

Contnbute to discussions to solve problems and make
decisions

Adwvise and inform others




BTEC - builds better qualifications for work
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BTEC is :he Business & Technolegy Fducanen Counclt an
indeprndent hody wiich awards Naticnal Vecauonat
Qualficauons (MVQs,

and assessment 1t also appoints external venters vho
check that trainees’ work meets NVQ standards

BTEC authonses firms o1 colleges to carry -ut NVG traimng

BTEC 1tself does not do NVQ training. But it constantly
monitors the providers and assessors to ensure that NVQ
trainees develop the necessary skills to the standaids
required by industry

Your next step

Please see your training officer or personnel department,
talk to the local careers advisory service, or contact
colleges in your area. Your Training and Enterprise
Council may also be able to help.

The occupational standards tor these NVQs are available from
Camberiown Ltd. Commerctal Rd. Goldthompe Industnal Estate
Goldthorpe. nr Rotherham. S63 9BL (tel 01709 882688 at a pnice ot
£20 nc p&p for a tull set of five volumes. or £5nc p&p for individual
volumes Orders should be accompanied by a cheque made pavable
to "Cambertown Ltd”

Z2nd Ediion

March 1995

Order code Z-155-5

Further copies of this leaflet are avallable free from
Publications Despatch BTEC Central House
Upper Woburn Place. Lendon WC1H 0HH

Fax 0171413 8430

Business & Technology Education Council
A REGISTERED CHARITY
CENTRAL HOUSE, UPPER WOBURN PLACE, LONDON WC1H OHH
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