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Welcome to your BTEC First delivery guide
This delivery guide is a companion to your BTEC First specifications. It contains a
wealth of ideas for practical activities, realistic scenarios and independent learning,
helping to bring the content of the units to life. The aim of this guide is to show how
the content of the specifications might work in practice and to inspire you to start
thinking about different ways to deliver your course. The guidance has been put
together by teachers who understand the challenges of finding new and engaging
ways to deliver a BTEC programme, which means you can be sure the guidance is
relevant and achievable.
Unit-by-unit guidance is given and includes suggestions on how to approach the
learning aims and unit content, as well as providing ideas for interesting and varied
activities. You will also find a list of carefully selected resources for each unit,
including suggestions for books, websites and videos that you can either direct your
learners to use or that you can use as a way to complement your delivery.
Guidance about the new features of the BTEC Firsts is also included, providing an
explanation of how these work and what you will need to consider as you plan the
course. You will also find comprehensive coverage of assessment, including useful
advice about external assessment, as well as extensive guidance about how to plan,
design and deliver your assignments. Information about the Quality Assurance
process will help you understand the different roles and responsibilities of individuals
within your centre, and how you can work closely with Pearson to enable the
successful running of your programme.
This delivery guide is intended to be read in conjunction with the qualification
specifications.
●

The specifications tell you what must be taught and gives guidance about
how it should be assessed.

●

This delivery guide gives suggestions about how the content could be
delivered.

The suggestions given in this delivery guide link with the suggested assignment
outlines in the specifications but they are not compulsory; they are designed to get
you started and to spark your imagination.
Remember that all assignments must go through internal verification before
being delivered to learners.
When combining units for a BTEC First qualification, it is the centre’s
responsibility to ensure that the qualification structure(s) in the
specification are adhered to.
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INTRODUCTION

1 BTEC Firsts
BTEC Firsts are vocationally related qualifications designed to develop learners’
knowledge and understanding through the application of learning and skills in a
work-related context. BTEC Firsts are designed to allow learners to progress to other
Level 2 qualifications or apprenticeships, to junior roles in the industry they are
learning about or Level 3 qualifications.
Around 100 BTEC Firsts are available for Level 2 learners, each linked to an industry
sector. Learners may take BTEC Firsts alongside core GCSEs subjects such as
English, maths and science, giving them the balanced curriculum recommended by
the majority of schools.
There are four sizes of qualification available in the BTEC Firsts suite:
Qualification

Size –
Guided
Learning
Hours

Equivalent
in size to

Age
group

Delivered predominantly
in

Award

120

1 GCSEs

14–19

School

Certificate

240

2 GCSEs

14–19

School

Extended
Certificate

360

3 GCSEs

14–19

School/FE College

Diploma

480

4 GCSEs

14–19

FE College
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2 Introducing the new BTEC Firsts in Public
Services
The BTEC Firsts in Public Services provide an engaging, robust, broad-based
introduction to public services. Learners can gain knowledge, skills and
understanding through practical participation in public service activities. This allows
them to become familiar with the language, skills and processes required to work in
public services. The BTEC philosophy of ‘learning through doing’ remains at the heart
of these qualifications. Learners are given the opportunity to gain and broad
understanding and knowledge of skills in public services.

Developing the qualifications in response to change
The new suite of BTEC Firsts is now available on the National Qualifications
Framework (NQF). The NQF fully supports both academic and vocationally related
progression pathways.
The BTEC Firsts have been designed to reflect recommendations as set out in
independent reviews, consultations and government guidance on vocational
education. As part of the development of all of the new BTEC Firsts, we have also
taken into account many consultations with schools, further education, higher
education institutions and employers.
The Wolf Review
Professor Alison Wolf’s Review of Vocational Education was published in March 2011.
The Government has since accepted her proposals in full and the Department for
Education (DfE) has produced a list of seven characteristics that all high-value
vocational qualifications for learners aged 14+ should demonstrate. Specifically, they
should:
1. be at least as big as a GCSE in terms of guided learning hours (GLH), i.e.
120 GLH
2. contain an element of external assessment, e.g. an externally set and
marked test taken under specific conditions
3. contain some synoptic assessment so that learners appreciate the breadth of
their course and the links between its different elements, rather than just
taking units in isolation from each other
4. be graded, e.g. Pass, Merit, Distinction and Distinction*
5. contain content appropriate for learners aged 14+
6. enable progression to further study in the same subject at the next level,
and also support progression to broader study at the next level
7. have a proven track record, measured by an uptake of at least 100 learners
in five centres.
The Extended Certificate and Diploma within Study Programmes for 16–19
year olds
The BTEC Level 1/ Level 2 First Extended Certificate and Diploma in Public Services
have been designed to meet the requirements of the government’s Study
Programmes for 16–19 year olds. The Department for Education, as part of its Study
Programmes for 16–19 year olds, requires learners aged 16+ to be offered a highquality study programme, giving them the best opportunity to progress to higher
education or to secure skilled employment.
As part of this requirement learners should be able to study a qualification of
substantial size, which provides them with the opportunity to progress to the next
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stage of learning. The BTEC Level 1/2 First Extended Certificate and Diploma in Public
Services have been designed to meet this requirement and provide learners who wish
to progress their learning and development in public services with the opportunity to
study topics and aspects of the public services sector appropriate for post-16
learners.
The qualification meets the requirements of the Study Programmes for 16–19 year
olds by:
1.

providing learning appropriate for learners aged 16+ who have chosen to
focus their learning in the sector

2. providing learners with an opportunity to extend learning from pre-16 to
post-16
3. encouraging learners to explore relevant specialisation in their learning,
through new optional units designed specifically for learners aged 16+
4. supporting learners who may also be working towards achieving Level 2
English and/or mathematics qualifications in a post-16 setting and wish to
complement their study programme with a qualification that supports
preparation for work or progression
5. supporting work experience requirements through a specific optional unit,
Unit 13: Volunteering for the Public Services.

Delivery Guide – BTEC Firsts in Public Services –
Issue 2 – October 2014 © Pearson Education Limited 2014

3

KEY FEATURES

3 Key features of the BTEC Firsts explained
We are always working to ensure our qualifications are relevant, and that they
support opportunities and progression for young people. We have updated the
current BTECs to meet the needs of today’s learners, teachers, educators, employers
and universities, and also to reflect the policy decisions being introduced following
The Wolf Report (March 2011) on vocational education. Our new BTECs contain a
number of new features and it is important that you understand these and how they
relate to your delivery of the course.

Employability skills within BTEC
Helping learners to progress into employment has always been a cornerstone of BTEC
qualifications. Equipping learners with the skills they will use in the workplace is at
the very heart of BTEC and remains an important driver in determining the content of
each qualification. When developing our qualifications we work closely with
employers to understand the skills they are looking for in new entrants to their
industries. The vast majority of employers not only require learners to have certain
technical skills, knowledge and understanding to work in a particular sector, but they
are also looking for what is termed employability skills. These are the skills that
underpin the different tasks and duties which a person can be expected to undertake
in their role, and which are applicable across sectors.
Unlike technical skills, which may become outdated over time, employability skills
enable learners to adapt to the ever-changing roles needed to survive in the global
economy.
The CBI definition of employability skills is based on a positive attitude (readiness to
take part, openness to new ideas and activities, desire to achieve) that underpins
seven characteristics.
1.

Self-management: readiness to accept responsibility, flexibility, time
management, readiness to improve own performance.

2. Teamworking: respecting others, cooperating, negotiating/persuading,
contributing to discussions.
3. Business and customer awareness: basic understanding of the key
drivers for business success and the need to provide customer satisfaction.
4. Problem solving: analysing facts and circumstances and applying creative
thinking to develop appropriate solutions.
5. Communication and literacy: application of literacy, ability to produce
clear, structured written work, and oral literacy (including listening and
questioning).
6. Application of numeracy: manipulation of numbers, general mathematical
awareness and its application in practical contexts.
7. Application of information technology: basic IT skills including familiarity
with word-processing, spreadsheets, file management and use of internet
search engines.
In a CBI/Pearson education and skills survey, Learning to grow: What employers
need from education and skills 2012, it was noted that employers (71 per cent)
believe schools and colleges should prioritise developing employability skills. They
also want to see more done to develop literacy (50 per cent), numeracy (45 per
cent) and technology skills (30 per cent).
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How employability skills are promoted and developed in BTEC courses
All internally assessed units in BTEC are based on set assignments that require
learners to produce evidence of learning applied to a work-related scenario. Within
the scenario, learners will typically be put into a junior role in the sector, asked to do
some research or preparation, and then asked to provide evidence in the form of a
presentation, information leaflet, performance or artefact, depending on the
assignment. Suggestions for high-quality assignments are provided in the
specification and in the authorised assignment briefs. For example, in Unit 2:
Working Skills in the Public Service Sector, the following scenario is given:
To show you can work in a team, you will take part in two public service
scenarios/simulations:
●

a road traffic accident involving a truck and three cars, with casualties

●

a crime prevention campaign, sponsored by the police, to prevent
burglaries in the local community.

You will choose different roles to play in each situation, and carry out research and
preparation for your role.
You will need to demonstrate relevant and appropriate working skills for that role,
and work in a team to manage both situations.
Prior to this role play, you will need to research the allocated job role and the
working skills expected of that role.
During the role-play activities, you will need to show the characteristics of an
effective team member, using appropriate communication, personal and
interpersonal skills. Your performance will be observed and you will need to have
other evidence of your performance. This can include reviews for peers, action
logs, recordings and written documentation.
You will then go on to review your performance and suggest improvements. You
must complete an assessment of how well you think you have performed as a
team member in the role plays against required standards, identifying strengths
and areas for improvement. You must use this assessment to develop an action
plan for how you can improve your working skills.
Many of the assignments are group assignments and so involve teamwork.
Problem solving is developed through the research and/or practice part of the
assignment. All assignments require self-management in that it is the responsibility
of the learners to complete the assignments and ensure they are submitted by the
set deadline.
BTECs are vocational qualifications. This means that learners are preparing to work in
a particular sector and so must have good business and customer awareness: an
understanding of how the sector works, what makes it ‘tick’ and the business and/or
customer drivers for the sector. This will vary depending on the sector. For example,
in Business or I&CT the ‘customer’ is the person or organisation that buys or uses the
products or services, so in order to make good products the learner has to
understand customer needs primarily by doing research or surveys. In Health and
Social Care, the customer is the client or a parent; again, the learner will need to
learn by doing practical work and undertaking assignments that help develop their
understanding and respect of clients’ needs and wishes.
In most BTEC specifications there is a unit that introduces the industry to learners. In
Public Services, this is Unit 1: The Role and Work of the Public Services. This is a
mandatory, core unit that underpins all the other units in the qualification. Through
this unit, learners will gain an understanding of the world of public services and the
various public service processes used within different sectors. They will also study
Delivery Guide – BTEC Firsts in Public Services –
Issue 2 – October 2014 © Pearson Education Limited 2014

5

KEY FEATURES

some of the new developments in public service technology that have an impact on
life today.

Knowledge and skills signposting for English and mathematics
The mastery of the essential skills of communication and numeracy are at the heart
of a young person’s ability to progress, as identified in the Wolf Report. In BTECs
these skills are woven throughout and tackled in two specific ways.
1.

Embedded mathematics and English throughout the units, mapped to
GCSE and functional skills. Opportunities to practise these essential skills
in naturally occurring and meaningful contexts are provided throughout
units, where appropriate to the sector. In the specifications, Annexes B and
C show where an assessment criterion in a BTEC First unit can provide an
opportunity to practise a subject content area from the GCSE English or
mathematics subject criteria.

2. Sector-specific mathematics and English units, where appropriate.
For some sectors, there are units specifically devoted to developing
mathematical and communication skills in context, for example, Mathematics
for Engineering and Effective Communication in Health and Social Care.
Throughout the course, learners are encouraged to produce their assignment work to
the highest standard by applying their information and communication
technology skills. For example, using the internet to do research, producing
spreadsheets of evidence, or using software packages to record results aurally or
visually. The assessment guidance for every unit provides suggestions for how
evidence can be presented, and use of electronic portfolios is highly recommended.
In addition, the new external assessments have looked at innovative use of IT, for
example, through the introduction of onscreen testing.

Personal, learning and thinking skills
In addition to those qualities outlined by the CBI/Pearson, the qualifications were
also developed with personal, learning and thinking skills (PLTS) in mind. The
PLTS map closely to the CBI definition of employability skills in that they develop:
●

independent enquirers

●

creative thinkers

●

reflective learners

●

teamworkers

●

self-managers

●

effective participants.

A mapping grid showing coverage of these skills in each unit appears in Annexe A of
the specifications.
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Contextualised English and mathematics
The new BTEC Firsts provide opportunities for learners to develop and apply their
knowledge, understanding and skills within vocational contexts. This provides
opportunities for them to develop their essential skills in English and mathematics
related to GCSE study.
You are encouraged to deliver these BTEC Firsts in vocational contexts as these will
allow learners to develop and apply their English, mathematics and ICT skills. Within
units we have identified opportunities for linking assessment to GCSE study in
English and mathematics. These GCSEs are relevant to all learners at ages 14–16
and many learners post-16 who will be continuing to work towards attaining a GCSE
at grade C or above in one or both of these subjects. We have also provided a more
general mapping of how learning aims in units can be related to functional skills for
relevant post-16 learners in the Diploma specification.
It is recognised that good literacy and numeracy skills are highly valued by
employers and by wider society and that achievement of English and mathematics at
GCSE level is key to progression through the education system and into employment.
The current Government has refocused attention on this need with a number of
education policy announcements, and development of English and mathematics was
a key recommendation in The Wolf Report.
Research has shown that for many learners the most effective way of developing
their mathematical skills and of improving their functional skills in English is to learn
them within the context of a specific area of vocational interest. Therefore, in the
new suite of BTEC Firsts we have provided opportunities for contextualised maths
and English so that learners can practise these essential skills in a meaningful way
within naturally occurring contexts.
GCSEs in mathematics and English are the current benchmark of achievement, so we
have signposted the assessment criteria of the BTEC Firsts to content from these
GCSE qualifications, specifically to the more functional parts of their content. This
signposting, which is indicated by a ‘*’ sign for maths and a ‘#’ sign for English,
shows where learners should be able to practise and develop their skills. These
instances occur naturally within the BTEC Firsts, for example when communicating or
compiling reports, but can be emphasised and drawn out during teaching and
learning. More detail on how this can be done is given on a unit-by-unit basis in the
qualification specification.
Where signposting does occur in the unit specification, it indicates that English and
mathematics knowledge and skills are a constituent part of the assessment
requirements of the units. This does not mean that the BTEC assessment criteria
cover the whole of the GCSE or Key Stage 4 requirements but that learners can
practise specific areas of English and mathematics. You may want to highlight this
opportunity to learners during delivery.
Annexes B and C in the specification show the exact relationship between the BTEC
assessment criteria and the GCSE subject content. The mathematics content listed is
a consolidation of the full requirements in GCSE Mathematics. Note that GCSE
English and GCSE Mathematics already cover functional skills.
The following example demonstrates when learners will be able to develop their
mathematics skills within the context of a specific vocational area.
Unit 5: Health, Fitness and Lifestyle for the Public Services – 1C.6, 2C.P6,
2C.M3, 2C.D3 – where learners use measurement, calculation and data to
solve practical health and fitness problems.
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Delivery tips: examples of good practice
There are a number of different ways that centres can effectively manage the
delivery of units to strengthen the provision of English and mathematics, as well as
ICT, for learners on the Diploma course. Below are two examples.
Collaboration between the vocational teacher and mathematics/English/ICT
teachers
●

In this example the mathematics and English concepts are taught by subject
teachers for English, mathematics and ICT, but they use contextualised
examples from the vocational sector to make the learning meaningful. The
learners have timetabled slots for specific lessons.

●

This approach works well in larger centres where there are many learners
taking the same vocational route. It works less well when there is a range of
vocational sectors in the same mathematics or English class, or learners are
taking different pathways within the same sector.

Mathematics/English/ICT are taught in specific lessons by the vocational
teacher
●

In this example the learners have timetabled slots, as part of their vocational
contact time, in which their vocational teachers focus on presenting and
practising mathematics, English or ICT (for Diploma learners). This model is
particularly motivating for learners because they see the direct link between
skills and application, but it relies on vocational teachers being comfortable
with teaching mathematics, English and ICT.

Whichever model is chosen, we recommend that timetables include specific slots
to focus on the teaching of mathematics, English and ICT in the context of the
vocational course.

Supporting learners who are unable to achieve their Level 2
qualification
The new suite of BTEC Firsts is for learners aiming to achieve a Level 2 qualification.
Most will achieve this, but some will not. These learners may have struggled to
provide sufficient evidence in their assignments or they may have failed their
external assessment.
The new BTEC First qualifications give you the opportunity to assess your learners at
Level 1 if they are not able to reach Level 2 standards, recognising their learning and
achievements.
All the assessments you create must be written against the Level 2 criteria and be
reliable and fit for purpose. You should not create a separate Level 1 assignment. If a
learner does not provide sufficient evidence to meet the Level 2 criteria, only then
should you assess their work against the Level 1 criteria. The grade given will be
Unclassified if the learner does not meet the Level 1 criteria.
You should expect that learners will be able to achieve a Level 2 Pass or above in at
least some of their units. Units where learners have achieved a Level 2 pass will be
shown in their certification even if the qualification overall is achieved at Level 1.
If a learner is identified as having difficulty achieving at Level 2 then you may want
to consider switching the learner to a smaller size of qualification, such as an Award
or Certificate, so that they can focus on achieving in a smaller range of units.

8
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An example of a learner being assessed against a Level 1 criterion
Below is an example of an assessment grid, taken from Unit 2: Working Skills in the
Public Service Sector. Each assessment grid includes Level 1 assessment criteria.
Level 1

Level 2 Pass

Level 2 Merit

Level 2 Distinction

Learning aim A: Explore working skills used in the public service sector
1A.1 Identify
internal and external
customers of two
contrasting public
services.

2A.P1 Describe
internal and external
customers of two
contrasting public
services.

2A.M1 Explain how
customer needs are
met in two
contrasting public
services.

2A.D1 Assess how
working skills are
used by two
contrasting public
services to meet
customer needs. #

In the scenario below learners are given the following assignment:
Scenario: You are working for a large employer in the public service sector. This
employer is planning to improve how it works with customers. The employer
wants to know how other services work with customers so that it can employ best
practice. You have been given the task of exploring both internal and external
customer service in two contrasting public services. Once this has been done, you
are then tasked to look at the working skills used by the two contrasting public
services.
You will compile this information into a report for the management team to
support their decision making. The report will consider the different types of
customer and the working skills used by the public services to meet customer
needs.
Assessment evidence: Report for the management team.
The report should include an assessment of how customer needs are met within
two contrasting public services, and how working skills are used to achieve this.
Research and preparation notes used to prepare the report.
To achieve a Level 2 pass, learners must describe internal and external customers of
two contrasting public services. The evidence produced must show that the learner
has knowledge of a range of customers. The evidence could include interviews with
different public services personnel about the customers with whom they work. If
learners do not achieve this but their work still fulfils the 1A.1 criterion, they could be
awarded a Level 1 pass.
Remember: the BTEC Firsts are a suite of resources designed to be awarded at
Level 2. Level 1 achievement should only be an option in instances where learners
capable of undertaking a Level 2 qualification have struggled to provide sufficient
evidence for assessment at Level 2 or have failed their external assessment.
Learners who achieve at Level 1 can consider the following progression routes:
●

use the skills, knowledge and experience they have gained to retake their
Level 2 qualification

●

choose to study a different subject at Level 2

●

work towards an Apprenticeship at Level 2.

Delivery Guide – BTEC Firsts in Public Services –
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Learners moving onto a larger qualification: Recruitment with
integrity
After completing a next generation BTEC a learner may wish to continue their studies
on a BTEC First in order to top up to a larger qualification, for example from an
Award to a Diploma. This could be at the same centre or at a new one.
It is often appropriate to recruit learners onto further study at Level 2 following a
BTEC First certification. In these cases you should ascertain that the learner is
demonstrating that they are still engaged and challenged at Level 2, rather than
demonstrating that they are capable of progressing to study at Level 3. This can
usually be judged from a learner’s BTEC, GCSE and other grades and the quality of
their application. It is also important that further qualification at Level 2 will benefit
the learner by furthering their progression into their chosen career.
Remember: Your groups may contain a mix of learners studying the qualification for
the first time as well as learners who are topping up. Care should be taken to ensure
that all members of these groups are equally engaged and challenged, for example
by ensuring all team members in group activities have an opportunity to perform the
leadership roles.

Learners moving on to a larger qualification: Top-up registration
After you have made a top-up registration for your learner, the achievement of the
certificated units will be imported into your records on Edexcel Online. There is no
opportunity to retake the assessments in the internally assessed units via a top-up
registration so the imported grades are final. It is possible for a learner to retake
externally assessed units.

Learners moving on to a larger qualification: Re-registration
If your learner did not realise their full potential in a NQF BTEC that they have been
certificated for, and wishes to study a larger size BTEC at a new centre, then an
entirely new registration may be more appropriate than a top-up registration to
enable a fresh start. In this case the learner must produce entirely new evidence for
assessment generated by your centre’s assignment briefs.

10
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4 Assessment guidance
Assessment for the new BTEC Firsts
BTEC assessment has always been about:
●

ensuring that learners are assessed for their skills as well as their knowledge

●

ensuring that learners are given the chance to show what they have learned
in vocational and applied contexts

●

allowing learners to be assessed when they are ready and when a centre is
able to fully support them.

While updating the BTEC Firsts, we have not changed these fundamentals – BTEC
assessment will remain a positive statement of achievement.
The introduction of external assessment will reinforce learner engagement, giving
them clear goals and targets in a way that helps them to understand the challenges
of working life.
Experienced BTEC teachers should think about whether or not they need to change
their delivery pattern to make sure they can provide access to external assessment
at the best time. At the same time, there are some important developments in
internal assessment that you should also be aware of as you plan your assessment
for the year.

External assessment
After careful discussion with centres and other stakeholders, we have tailored the
type of external assessment to meet the needs of the sector. All the assessments will
be distinctively vocational, enabling learners to apply their learning in vocational or
applied contexts.
For your sector you need to check:
●

which unit(s) are to be externally tested

●

the assessment method

●

the availability of assessment for the first time

●

the availability of retake opportunities (allowing for results)

●

the delivery pattern we are recommending for these units and for other units
as given in the specifications.

Remember that you have plenty of time to prepare for assessments because you will
be delivering over a one- or two-year period. For some sectors, completion of the
externally assessed unit at or very near the end of the programme will be the
recommended pattern. In others, it may be suggested that learners take the
assessment earlier in the programme, but you should always make sure that learners
are fully prepared.
The externally assessed unit will often be one that provides a core of knowledge that
will be enhanced, developed and applied through other units. Learners’ depth of
understanding of the content of externally assessed units is likely to be enhanced by
applying knowledge through other units. Therefore, when you are planning and
delivering your units, think about how you can bring out examples that would be
useful illustrations of issues covered in the external unit(s).
Each specification has details about when assessment is available. To gain access to
the assessments, learners have to be registered for a programme – the
arrangements for this will be the same as for all BTECs. Please refer to the
Information Manual on the website.
Delivery Guide – BTEC Firsts in Public Services –
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We will do everything we can to make external assessments relevant, engaging and
suited to learner needs so that they support the overall development of the learner
rather than being a hurdle or distraction. You should not enter learners for external
assessment to check how they are doing or to give them practice – we provide
sample materials for use in preparation.
The table below shows the type of external assessment and assessment availability
for this qualification.
This assessment forms part of the core knowledge of the programme and is likely to
be delivered towards the start of the programme but may be complemented by study
in the other core unit(s). The learner’s overall readiness to undertake external
assessment should be considered before entering for the assessment.

Unit 1: The Role and Work of the Public Services
Type of
external
assessment

This unit is externally assessed using a range of objective testing,
short-answer and extended-writing questions. Pearson sets and
marks the test. All questions are compulsory.

Length of
assessment

The external assessment will be 1 hour.

No. of marks

50

First
assessment
availability

June 2015

Unit 6: Citizenship, Society and the Public Services
Type of
external
assessment

The unit is externally assessed using an onscreen test. Pearson sets
and marks the test.

Length of
assessment

The external assessment will be 1 hour.

No. of marks

50

First
assessment
availability

June 2015

12

The assessment must be taken by the learner under examination
conditions.
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Assessment and grading for internally assessed units
Internal assessment remains the main assessment method for BTEC qualifications
because we believe that assignments set and marked within the centre provide the
most relevant vocational learning experience for your learners.
You should guide both the teaching and the learning to ensure that learners are
assessed validly and reliably in a way that is relevant for a vocational qualification.
Your teaching of the knowledge, skills and vocational applications will underpin
learner ability to demonstrate achievement through assessed assignments. Learners
should be given formative feedback on their learning and skills development during
the teaching and learning phase. You should consider carefully when your learners
are ready to undertake an assessment. An assessed assignment must have a clear
structure and timescale, and encourage the learner to work independently to show
relevant evidence. You should make sure that the assessment is a clear, discrete
activity. You can then make a qualitative judgement on the evidence using the
assessment criteria.
Those who are used to teaching BTEC will find that not much has changed, but we
are putting more emphasis on some requirements and helping to build good practice.
●

You should make sure that the assessment is a clear, discrete activity.
Evidence from the guided learning phase is not admissible because evidence
for assessment must be produced independently.

●

You should use the new presentation of units, where learning aims are
placed with associated assessment criteria, to provide building blocks for
assessment – these are clear and simple to use and we recommend that you
work through them with your learners.

●

Your assessment plan for each unit and for the programme must be clear at
the outset of the programme and signed off by the Lead Internal Verifier.

●

Your Lead Internal Verifier must authorise your assignments. If you do not
have a Lead Internal Verifier who has been through standardisation, you
should use support from us to ensure that your assignments are fully fit for
purpose. You can use the endorsed assignments or you can access the
assignment checking service through our website.

●

You need to be explicit about the timescales and the evidence for
assignments – there is nothing new about this but we will be expecting
centres to follow best practice and to be very clear with their learners.

●

You need to set out expectations through tasks and evidence – remember
that the criteria are used to judge evidence and are not tasks in their own
right.

●

Summative assessment takes place after the final submission date. A
learner may be given one opportunity to resubmit a completed assessment
after a grade has been given where this has been correctly authorised.

●

You should ensure that all work has been produced authentically and that
you have checks in place to ensure that learners are submitting their own
work.

How assignments are used
Assignments are used to assess learner achievement. You should work with the other
people in your programme team to design a plan of activity for the year, or the
programme as a whole so that assignments have a clear schedule of start, finish and
internal verification dates.

Ask yourself how many assignments you will need. Your assessed assignments
should cover a minimum of one complete learning aim. You may choose to set an
Delivery Guide – BTEC Firsts in Public Services –
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assignment for a whole unit or even bring units together for assessment. Remember
that this means your assessed assignments – of course you may set activities
before assessed assignments to provide opportunities for learning from formative
feedback and through skills building. These preparatory activities may often use
group work and research as a preparation for undertaking the assessment itself but
cannot be used to contributory evidence towards an assessment.
In making a decision about how many assignments to use, you can think about what
resources you have in your centre, what is available in the locality, how you could
use links with local employers, and what opportunities there are for relating
assessment to realistic vocational themes.

Top tips
●

If a unit builds up – for example by ‘plan’ and then ‘do’ and then ‘review’ –
then one large assignment may work best.

●

If a unit requires several forms of evidence then several assignments may be
best.

●

It is good to emphasise the links between units but it is harder to manage
assessment across units – if you feel this is a good approach then be clear
on how you will reach one decision for a unit.

You need to think about how the evidence that the learner will produce can be
verified and about how you will know that what each learner has done is authentic.
You can only accept for assessment learner work that you know has been produced
in a way that demonstrates the learner’s own achievement.

Assignment ‘warm-up’ – active teaching and learning
Your learners will do their best if they are motivated through engaging and realistic
activities. All units involve ‘teaching the basics’ but learners need to get involved in
order to understand where what they are learning fits in.
You can use your resources and your imagination to really bring learning alive. You
can encourage learners to try things out in groups, role plays, presentations and
practical demonstrations. You can use visits and talks for research – remember you
will need to structure what you do so that learners get the information they need,
such as by providing a question sheet for them to use during a talk or visit.
You can encourage learners to ‘get their hands dirty’ by trying something out. You
can build up their skills so that they will be able to show them off confidently in the
assessed assignment.
You can use this ‘warm-up’ time to emphasise practical links between units, so that
when learners are carrying out tasks they appreciate that they are often
simultaneously drawing on skills/understanding from different units. It is important
that learners appreciate the holistic way that their learning prepares them for further
study or employment.

Introducing the assignment
Your teaching and learning phase is going to lead directly into the assessed
assignment. You may be setting this up in a very specific way – such as everyone
completing a practical activity in a timed slot – or this may be independent work
spread over a number of weeks.
It is important to remind learners preparing work for assessment that they have to
produce it themselves and that they have to meet the deadlines you give them. Once
learners begin work on an assignment no specific assessment feedback can be given.
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Remember that you should be sure that your learners understand all the
requirements for an assessed assignment before the assessment begins. Look at
each unit carefully for how the evidence generated will be judged using the
assessment criteria.

Evidence for assignments
You can use different types of evidence for assignments. A description does not have
to be written and a presentation could be given in a number of styles – for example
PowerPoint®, verbal or a digital/video recording. You need to think about what is fit
for purpose. So, if learners need to explain a plan, why not have them present it to
an audience with a question and answer session?
You should check that the type of evidence you are planning is suitable – for
example, if you ask learners to ‘write a memo’, one or two sides of A4 must
represent sufficient evidence for the target criteria. Likewise, a poster may not be a
suitable evidence format for a detailed evaluation.
Remember that whatever evidence your learners produce, it must be able to be
verified as well as assessed. So, if they are actually producing a model, a
performance, a meal, a coaching session, a demonstration, etc., you need to think
about how it will be observed or recorded so that it can be checked during
verification.
Remember: no activity can be evidenced solely by an assessor’s observation log or
by a witness testimony. All observed evidence must be able to be authenticated to
the learner. This means that observation logs must always be supported by learnergenerated evidence such as preparation notes or reflective logs, or by photographic
or video evidence in which the learner can be identified. The totality of this evidence
must be available to the assessor at the point of the assessment decision, which
must follow hand-in of an assignment. An assessor should not award criteria during
an activity, e.g. at the point of completing an observation log.

Learning aims and assessment criteria
A learning aim sets out what you should be covering in order to prepare the learners
for assessment. It may define knowledge, understanding, skills and contexts, and the
wording of the aim will suggest appropriate learning experiences. You may set an
assessed assignment on more than one learning aim but you should not normally
split a learning aim over assignments. The evidence the learner produces in response
to the assignment brief is judged using the assessment criteria, so you must make
sure that what you have stated in the task fully covers those criteria.

What about the final grade for a unit?
The final grade for a unit is at Level 2 (Distinction, Merit or Pass), Level 1 or
Unclassified. The assessment criteria are detailed in each unit so that you can clearly
see what is required. You need to be aware that a unit grade can only be given once
all the activities and assignments for that unit are complete. In giving assessment
decisions to learners, you need to be clear about when you are giving a formal
decision and how this relates to the assessment for the unit as a whole.
If you choose to include a learning aim in more than one assignment, you should be
very clear with learners how a judgement will be reached through looking at the
evidence across the assignments. For example, the learner may be being asked to
show the same skills in two different contexts. If so, they need to know if their
performance in either is sufficient for assessment, or if they must perform to the
same standard in both.
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Keeping clear assessment records
You can only use assignments as assessment instruments effectively if you work
closely with other members of the assessment team and keep accurate records of
what you are doing. Your records help you and the team to plan, review, monitor and
support learners and ensure that assessment is authentic and accurate.
The Lead Internal Verifier has a very important role in ensuring that each teacher,
assessor and internal verifier on the programme understands the standards and the
processes for keeping assessment documents.
Your records are there to help you get it right for your learners. The main documents
that you use, which can be used electronically, are:
●

an assessment and verification plan for the programme, showing when each
assignment starts and finishes, when it is verified, and which unit(s) or
learning aims it covers

●

an assignment brief template, ensuring that all the key requirements of an
assignment are covered

●

a record of internal verification for the assignment brief

●

a record that the learner completes when submitting an assignment, which
should include the date and a declaration of authenticity

●

a record of internal verification for an individual sample of learner work

●

a record of progress for each learner, showing the assignments that have
been completed and the assessment decisions given.

Giving grades
At the end of an assignment you will need to reach a decision on assessment. If an
assignment covers a whole unit then this will be a final grade; if it covers part of a
unit then it will be a component of a final grade. In either case, it counts as an
assessment decision and should be subject to internal verification and then finalised.
Your decisions must be checked according to the internal verification plan signed off
by the Lead Internal Verifier. For each assignment, a sample of learner work must be
reassessed fully by the Lead Internal Verifier or another person acting as an internal
verifier who has been directed by the Lead Internal Verifier. Once your decisions
have been checked you can give them to the learners as ‘final’.
Remember: you will then be able to accept only one further attempt from the
learner to provide further or better evidence for the learning aim(s) covered in that
assignment.
The assessment decision must be given to the learner on an appropriate assessment
record document, which contains the assessment decision, the assessor’s declaration
of authentication of the learner work, space for the Lead Internal Verifier to authorise
a resubmission and specify the conditions where applicable, and the assessment
feedback comments. Feedback to the learner for each learning aim must be
constructive and criterion-based. The learner should understand why they have been
awarded each criterion, and why they have not been awarded any others. It is also
helpful to annotate the learner work to show exactly where evidence for each
criterion can be found.
The assessment feedback must not offer any further guidance to the learner. Further
guidance means guidance that is beyond that available to them at the start of the
assignment; they must not be told individually or specifically what they can do to be
awarded further criteria. Care must be taken to maintain the independence of the
learner to enable a resubmission opportunity to be authorised.
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You can only award higher grades if a learner has demonstrated the requirements of
lower grades. This does not mean that the criteria represent different tasks or stages
– you should be able to apply the criteria to the same evidence if the assignment is
structured carefully.
A summative unit grade is awarded after all opportunities for achievement are given.
A learner must achieve all the assessment criteria for that grade. Therefore:
●

to achieve a Level 2 Distinction a learner must have satisfied all the
Distinction criteria in a way that encompasses the Level 2 Pass, Merit and
Distinction criteria, providing evidence of performance of outstanding depth,
quality or application

●

to achieve a Level 2 Merit a learner must have satisfied all the Merit criteria
in a way that encompasses all the Level 2 Pass and Merit criteria, providing
performance of enhanced depth or quality

●

to achieve a Level 2 Pass a learner must have satisfied all the Level 2 Pass
criteria, showing breadth of coverage of the required unit content and having
relevant knowledge, understanding and skills

●

a learner can be awarded a Level 1 if the Level 1 criteria are fully met. The
award of Level 1 is not achieved through a failure to meet the Level 2 Pass
criteria.

A learner who does not achieve all the assessment criteria at Level 1 has not passed
the unit and should be given a grade of U (Unclassified).
A learner must achieve all the defined learning aims to pass the internally assessed
units. There is no compensation within the unit.

Enabling higher achievement
Your assignments should provide opportunities for learners to achieve at the highest
level and should promote stretch and challenge. Not all learners will finally achieve a
Distinction or a Merit, but it is important that they are provided with the opportunity
to do so.
You must structure assignments so that learners produce evidence that can be used
across the grade levels. Learners should not have to ‘get Pass out of the way first’.
To ‘aim high’ learners must be well prepared before they start the assignment and be
encouraged to attempt to reach the highest standards. All assessed activities must
ask the learner to produce evidence that can be assessed against the full range of
grades available.

Assignment design
Your assignments are a tool for encouraging learners to provide evidence for you to
make assessment judgements. Good assignments are interesting and motivate
learners.
The components of an assignment are:
●

scope – outlines which unit(s) or learning aims are being covered and which
criteria are being addressed

●

a scenario – provides a setting and rationale for the assessment

●

tasks – set out what a learner needs to do to provide the evidence

●

evidence requirements – set out exactly what the learner is expected to
produce and how the assessment will take place

●

a timescale – sets out start and hand-in dates.
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Assignment briefs
Your assignments must be given to a learner formally as an assignment brief so that
the learner knows they are being assessed and what is required of them.
The assignment brief includes:
●

the qualification

●

the title and number of the unit(s)

●

an assignment title and number (if more than one per unit)

●

the learning aims

●

the assessment criteria

●

the evidence requirements

●

the start date

●

the hand-in deadline.

You should include a record that it has been given to the learner, normally by
inserting the learner’s name into a copy of the assignment brief, but this could be
recorded electronically.
Your learners should be provided with a form or other record for declaring that their
work is their own and for confirming the date of submission.

Using an authorised assignment brief
We are preparing a bank of authorised assignments briefs that you will be able to
access at www.btec.co.uk/authorisedassignments. It will include at least one
authorised assignment brief for every internally assessed unit. For mandatory units,
there will be enough authorised assignment briefs to cover all assessment criteria.
We ask you to verify every assignment every year, regardless of whether it is your
own or one sourced from elsewhere. Once your assignment has been verified, you
can put it in your timetable and check that you have planned delivery of the
appropriate unit content. This can be as simple as making sure you have planned an
event, visit or performance as suggested.
●

The Lead Internal Verifier should fit these assignments into the overall plan
and know when they will be assessed.

●

You may want to adjust the assignment to make it fit your learners’ needs
and your centre’s resources.

●

You should think about exactly how the evidence is going to be produced and
whether or not your learners need guiding to relevant activities that they
have already completed.

●

You may need to plan for practical activities to be carried out and recorded.

It is important that you are as familiar with the authorised assignment brief as you
would be if you had created the assignment yourself. Understanding the assignment
will ensure that you plan activities that properly reflect the scenario given in the
assignment and that you are prepared for the evidence learners submit.
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The scenario
The assignment should be set in a vocational context that helps your learners to
show what they have learned in a relevant way. This can often be achieved by asking
learners to imagine they are in an appropriate job setting with a job role and job
tasks. It could involve providing them with a brief of an activity that would be of
value to a local employer, or without using a job context directly. It could draw on a
real case study in order to allow application and analysis. You can draw on
understanding of your sector to develop appropriate assessment contexts.

Evidence
You can choose suitable forms of evidence – and it is possible to use a wide range;
from reports to presentations, from performances to diaries, from record sheets to
digital/video recordings.
Of course you should match the evidence type(s) selected to the requirements of the
unit(s) or learning aims(s). For example, if a learning aim requires a practical
demonstration then you should think about how that is going to be set up and
recorded.
Be careful not to suggest a type of evidence that may be too short – for example, a
‘leaflet for new buyers’ may be a realistic form of assessment for business learners to
produce but may not provide for sufficient breadth in itself, depending on the
assessment requirements.
For some evidence, the period for its production must be time-constrained and in
some cases you may want to ensure authenticity by having some evidence produced
in supervised conditions.

The tasks
The tasks should be a clear statement of what a learner needs to do to produce the
evidence. You may explain the tasks to learners in more detail during delivery, but
the assignment itself should be clear. You should remember to relate tasks to the
scenario and to the evidence. If learners have been carrying out preparatory work –
such as visits, rehearsals or skills exercises – then you may want to refer to this in
the tasks.
Your tasks must:
●

specify the nature and extent of the evidence

●

be clear and include any specific materials or steps with times or dates when
necessary

●

refer to the assessment criteria that the evidence will be judged against

●

encourage the generation of evidence that can be judged against the criteria

●

be presented in a way the learner can understand – remember that the
criteria are not in themselves tasks

●

fit together to cover the learning aim sensibly, allowing learners to achieve
to the best of their ability.

You must make sure that the tasks can generate evidence that covers the criteria.
When you create tasks you should not use the exact wording of the criteria, but you
should pay close attention to it and the associated assessment guidance.
You should always list the criteria covered by each assignment – and usually each
task. When you quote the assessment criteria, you should not change their wording.
You can, of course, use a glossary of the wording of tasks to highlight what certain
words mean (for definitions, refer to the Annexe at the back of this guide). Many
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words will be repeated across criteria for different grades and your learners may find
it useful if you highlight the differences.

Scope
You can choose the scope of an assignment provided that it fits well into the overall
assessment plan for the unit(s) and the programme. For some qualifications it is
normal practice to bring several units together for large-scale projects, while for
others initial coverage of a topic in one unit may then be picked up in later, more
specialist units.
When planning a unit-by-unit approach to assessment, you should make sure that
learners understand through their learning how the units relate to each other, and
that the requirements for synopticity are addressed.
Assignments that span several units should be carefully controlled, and you need to
decide whether it is only the learning or both learning and assessment that is
considered together.

Learner responsibility
You should make sure that learners know they must meet their deadlines and
provide work that is genuinely their own, otherwise their grades will be affected. To
support learners, you should explain how to reference the work of others and how to
work in such a way that ensures they can declare that their work is their own.
We recommend that learners are given a guide to their assessment at induction to
the programme. You can reinforce the expectations when assessed assignments are
handed out.

Quality assurance
What is quality assurance?
Quality assurance is at the heart of vocational qualifications. For many BTEC units,
assessment is completed by your centre and your centre is responsible for the
grading and standard of assessments.
●

You use quality assurance to ensure that your managers, internal verifiers
and assessors are standardised and supported.

●

We use quality assurance to check that all centres are working to national
standards. This is done by sampling your marked assignments.

What is the purpose of quality assurance?
In your centre, quality assurance allows you to monitor and support your BTEC staff
and to ensure that they understand, and are working to, national standards. It gives
us the opportunity to identify and provide support where it is needed in order to
safeguard certification. It also allows us to recognise and support good practice.

How does it work?
First of all, you need approval to deliver BTEC qualifications. By signing the approval
declaration you confirm that you have in place all necessary resources, appropriately
experienced staff, and quality-assurance policies and procedures. You should have
standardised systems and procedures for registering and certificating learners,
tracking learner achievement and monitoring assessment and internal verification.
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During the delivery of a programme, internal verification is the quality-assurance
system that you use to monitor assessment practice and decisions, ensuring that:
●

assessment is consistent across the programme

●

assessment tools are fit for purpose

●

assessment decisions judge learner work accurately using assessment
criteria

●

standardisation of assessors takes place.

Internal verification is a recorded discussion between two or more professionals to
ensure accuracy, fairness, consistency and quality of assessment. Internal
verification procedures must:
●

check all the assignment briefs or assessment tools used in every internally
assessed unit

●

check a sample of assessment decisions made for every internally assessed
unit

●

check a sample of assessment decisions from every assessor

●

ensure that within the sample:

●

o

the range of assessment decisions made is covered

o

the experience of the assessor is taken into account when setting the sample size

o

the sample size is sufficient to assure the accuracy of the assessment decisions for
the whole group
plan and document the process.

Our external quality-assurance processes include:
●

annual visits to each centre to look at quality-assurance systems and
procedures (Quality Review and Development)

●

standards verification by a subject specialist to sample assessment and
internal verification of learner work

●

standardisation activities to support assessors, internal verifiers and lead
internal verifiers.

Every year we publish an updated BTEC Quality Assurance Handbook to explain our
external quality-assurance process for the next academic year. Along with the
programme specification, the handbook should provide your programme team with
everything they need to run vocational programmes successfully.

Centre roles and responsibilities
●

Senior managers
The Head of Centre is formally responsible for ensuring that your centre acts
in accordance with our terms and conditions of approval. These include
ensuring the provision of appropriate resources, recruiting learners with
integrity, providing full and fair access to assessment, maintaining full and
accurate records of assessment, complying with all quality-assurance
processes, and ensuring that all certification claims are secure and accurate.
Day-to-day responsibility is normally delegated to the centre’s BTEC Quality
Nominee.

●

BTEC Quality Nominee
Each centre is asked to identify a member of staff as its Quality Nominee for
BTEC provision. This person is the main point of contact for information
relating to quality assurance. Quality Nominees will receive regular
information from us about all aspects of BTECs, which they should share with
the relevant staff in their centre. Therefore, it is very important that Quality
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Nominee details are kept up to date on Edexcel Online – our system for
providing direct access to learner administration, external reports and
standardisation materials. We recommend that your Quality Nominee is
someone with responsibility for the BTEC curriculum because they will be
involved in monitoring and supporting staff in your centre. The Quality
Nominee should ensure that BTEC programmes are managed effectively and
actively encourage and promote good practice in your centre.
●

Examinations Officer
The Examinations Officer is the person designated by the centre to take
responsibility for the correct administration of learners. This person normally
acts as the administrator for Edexcel Online.

●

BTEC Programme Leader
The Programme Leader (or Programme Manager) is the person designated
by your centre to take overall responsibility for the effective delivery and
assessment of a BTEC programme. The Programme Leader may also act as
the Lead Internal Verifier.

●

Lead Internal Verifier
The Lead Internal Verifier is the person designated by your centre to act as
the sign-off point for the assessment and internal verification of programmes
within a principal subject area (for example, BTEC Firsts and Nationals in
Business, or BTEC Firsts and Level 1 in Engineering). We provide Lead
Internal Verifiers with access to standardisation materials. The Lead Internal
Verifier should be someone with the authority to oversee assessment
outcomes. Ideally this would be the Programme Leader, because this would
normally be a key part of their role. They should be directly involved in the
assessment and delivery of programmes and able to coordinate across
assessors and other internal verifiers for a principal subject area.

●

Assessors and internal verifiers
The programme team consists of the teachers who are responsible for the
delivery, assessment and internal verification of the BTEC qualification. An
assessor is anyone responsible for the assessment of learners. An internal
verifier can be anyone involved in the delivery and assessment of the
programme. Please note that if a teacher writes an assignment brief they
cannot internally verify it. Someone else should perform this function. Where
there is a team of assessors, it is good practice for all to be involved in
internally verifying each other. If there is only one main person responsible
for delivery and assessment then arrangements must be made for their
assignments and assessment decisions to be internally verified by someone
appropriately experienced.

Tips for successful BTEC quality assurance
●

Recruit with integrity. Ensure that the learners you register on the
programme are able to achieve at Level 2 and have a specific interest in the
vocational sector.

●

Ensure that you have sufficiently qualified and vocationally experienced staff
involved in delivery and assessment. BTECs are vocational qualifications,
designed to be delivered by staff with expertise in their subject.

●

Provide induction, training and ongoing development opportunities for your
staff. Best practice comes from having staff that understand the BTEC ethos
and assessment methodology and have up-to-date knowledge of their
vocational sector.

●

Use the free resources available. There is a wealth of guidance in the
specifications and delivery guides that will help you with delivery and
assessment.

●

Make quality assurance part of everyone’s role. Quality assurance is a
fundamental aspect of every role, from assessor to senior manager.
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Recognising this and providing time and resources to support quality
assurance is the key to success.
●

Plan ahead. You should begin a programme with a clear schedule for handing
out assignments, assessment deadlines and internal verification, so that you
are well prepared to ensure ongoing quality and able to address any issues
quickly.

●

Ensure good communication. Assessors, internal verifiers, lead internal
verifiers and managers should all be clear on their roles and how they
interact. The Lead Internal Verifier must have a clear overview of the plan of
assessment and how it is being put into practice.

●

Provide clear, consistent feedback to learners during the guided learning
stage. Give clear and accurate assessment feedback based on the grading
criteria only after the final submission. Remember: Care must be taken to
maintain the independence of the learner during assessment activities. This
allows learners to know exactly how they are achieving on the programme,
identifies areas for development, and encourages them to take responsibility
for their own learning.

●

Undertake internal verification in a timely way. Assignment briefs must be
internally verified before they are given to learners. A sample of assessment
decisions should be internally verified as soon after assessment as possible
to ensure that learners receive accurate and supportive feedback on their
achievement.

●

Track assessment and internal verification accurately as you go along.
Assessment records should be kept at the level of the learning aim and
assessment criterion/criteria. This gives a clear confirmation of individual
achievement and identifies areas for improvement.

●

Using standardised templates for all quality-assurance documents helps to
ensure a consistent approach. We provide templates via our website that you
can use for:
o

internal verification of assignment briefs

o

internal verification of assessment decisions

o

observation records and witness statements.
These templates are not mandatory and you are free to design your own, but
using them will help to ensure that you are meeting requirements.

●

Ensure that learner work is kept securely, but is accessible during the
programme. You will be required to provide learner work for external quality
assurance while learners are on the programme.
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Unit 1: The Role and Work of the Public
Services
Delivery guidance
Approaching the unit
This unit will be externally assessed by a paper-based exam. Examples of the types
of questions can be seen in the sample assessment materials (SAMs) for this unit,
which are available, along with the specification, from www.btec.co.uk
The unit gives your learners an opportunity to look at the world around them and to
consider exactly what the public services do and how they are provided. In the exam,
learners will have to answer questions that may be drawn from any part of the
specification. It is therefore crucial that they are familiar with:
●

the full range of services identified and their functions

●

why those services need to work together

●

how they are delivered and funded.

Throughout this unit, there is excellent scope to use outside speakers from a range of
organisations, as well as visits to public service organisations. Speakers from within
the school can also enhance your learners’ experience and assist you in delivering the
unit content.

Delivering the learning aims
Learning aim A introduces your learners to the organisations that make up the
public services sector. Learners will become familiar with the groups of public service
organisations and their main purposes. Detailed knowledge of the individual functions
of each organisation is not required at this stage. However, learners should develop
an overview of the work of the UK public services sector and the way in which the
services function together to meet the needs of UK society.
Learning aim B develops this knowledge by examining the different ways that
public services are funded, the impact of funding on the way they deliver their
services and the ways in which they are accountable for how they spend our money.
There are opportunities here for you to use resources available within your school. As
a public service organisation itself, your school administrators and managers will
have first-hand experience of many of the issues covered in the syllabus, and could
assist you in its effective delivery.
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Getting started
This provides you with a starting place for one way of delivering the unit.
Activities are provided in preparation for the external assessment.
Unit 1: The Role and Work of the Public Services
Introduction
You might wish to introduce this unit to your learners by getting them to consider the
range of duties carried out by the public services as a sector. You could show them a
short video clip of a news item in which a major event is shown – the Olympic Games,
the football World Cup or a major flooding situation, for example.
In small groups, your learners could then discuss issues that need to be addressed:
security, crime prevention, first aid and ambulance facilities, traffic management and so
on. You could ask each small group to try to identify the organisation(s) that might have
responsibility for that function. After bringing the class back together as one group, you
could then collate their findings on the whiteboard and classify those organisations
according to the groupings offered in topic A.1.
Learning aim A: Explore the public services and their work
Your learners need to be familiar with the purposes of each group of public services,
although they do not yet need an in-depth knowledge of the role and purpose of each
individual organisation. Learners should work in small groups.
●

Give each group of learners one classification – e.g. emergency (blue light) services –
and ask them to think about what they might expect the main purposes of that group
of organisations to be.

●

Ask the groups to write up their findings on a piece of A3 or flip-chart paper, and
present these findings to the rest of their class. These could initiate discussion, from
which you could draw succinctly stated purposes for each group of organisations.
Ideally, you will be able to help guide that class discussion so that the outcomes
relate closely to the purposes as defined in topic A.1.

●

To introduce topic A.2, familiarise your learners with the concepts of statutory, nonstatutory and contracted-out functions. Perhaps you could invite someone from your
own school into your class to show how the school involves itself in all three different
types of activity.

●

Use guest speakers or visits to organisations to contextualise topic A.2. Ideally use
speakers from more than one agency to clarify for your learners those parts of their
organisation’s functions that are statutory, non-statutory or contracted out.

●

Ask learners to complete a portfolio containing details of each of the services, and
their primary work and purpose. Internet research would give learners the required
information, and they could work in pairs for this task.

●

Prepare a case study to hand to learners. This could be of a situation in which the
public services would be required to work together – to deal with flooding, for
example. Ask learners to apply their new knowledge to think about which
organisations would be involved. As an extension, learners could consider the issues
involved in public service organisations working together, how they work together
and the problems that might arise if they fail to do so effectively. Collate learner
responses on the whiteboard in order to ensure that appropriate learning has taken
place.
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Learning aim B: Understand how public services are delivered
This learning aim is intended to give your learners an understanding of the different ways
in which public services are delivered, funded and held accountable. You could enhance
the delivery of this learning aim with either outside speakers or visits. In particular,
although the representative of any public service organisation would be beneficial,
speakers from local government might perhaps offer the best resource to cover the
material effectively.
●

Deliver a tutor-led session on the three models of public service delivery:

o

public sector organisation alone, in which the public sector delivers the service with
no support from the private or third sectors. While this used to be the common
model – for postal, telephone and rail services, for example – it is now becoming
increasingly rare

o

contracting out, in which the private sector takes over the delivery of the service
completely on behalf of the public sector – for example, the provision of catering
and cleaning services in hospitals and schools

o

partnership delivery, in which the public and private sector work together – for
example, in the designing, building and operation of new schools.

●

Explain how sometimes services are delivered by the public service operating alone
(e.g. teachers employed by local authorities), sometimes they are contracted out to
private sector companies (e.g. provision of catering and cleaning in schools), and
sometimes they are provided in partnership between the public sector and the
private or third sector (e.g. funding for some new schools).

●

Ask learners to prepare wall displays that explain the different models and the
advantages and disadvantages of each.

●

Ask learners to work in pairs to prepare brief presentations that explain the range of
funding methods used for the different public services, including public–private
partnerships and contracted-out services. They could illustrate their talks with
examples of each of the funding methods, and their advantages and disadvantages.
Perhaps ask one of your colleagues to sit in to observe the presentations. They can
then ask questions, both to test the knowledge of both learners and to give the
situation a little more formality.

●

Place learners in small groups and ask them to consider a scenario involving changes
in funding levels, e.g. an increase in funding to the fire and rescue service, or a
decrease in funding to the local council. If local councils suffered a cut in their
funding, would they have to make cuts in services? If so, which ones? Could they
raise money elsewhere through, for example, charging for services such as libraries?
All public services face issues of limited funding, and therefore you can give a wide
range of examples to your learners.

●

As part of this task, each group could consider a different scenario and they could
feed back their conclusions to the rest of their class. In order to consolidate the
learning from this activity, learners could individually compose letters to their local
newspaper, commenting (positively or negatively) on the impact of a funding level
change in a scenario of your creation.

●

Different methods of allocation of public services to individuals may be best
addressed by formal teacher input.

●

Invite a guest speaker to come in to talk to the class about accountability. Again, a
senior member of school management would probably deliver this material
excellently.
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Preparing for the exam
The unit is externally assessed by Pearson using a paper-based exam. The exam consists
of:
●

objective questions

●

short answer questions

●

extended writing questions.

The maximum mark available for the exam is 50. The exam will last one hour.
The exam will cover all aspects of the specification over a number of examination series.
It is designed to enable learners to demonstrate their knowledge and understanding of
the unit content.
It will be useful for learners to practise completing answers in the class environment to
reinforce learning and develop their test technique. You could set exam-style questions
for homework on a regular basis as each part of the specification is covered; this will give
learners further useful practice.
You should set aside time for final revision for the exam. It would be useful for your
learners to complete a past or sample exam before they sit the live exam, so they are
fully aware of what they will need to do under exam conditions. This experience will also
allow them to practise using their time effectively and build their confidence.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 2: Working Skills in the Public Service Sector

●

Unit 3: Employment in the Public Services

●

Unit 4: Public Services and Community Protection

●

Unit 5: Health, Fitness and Lifestyle for the Public Services

Resources
Websites
●

BBC Bitesize – useful introduction to concept of public services –
www.bbc.co.uk/schools/citizenx/national/government/lowdown/government_
basics_1.shtml

●

Useful page with links to gov.uk and local council web pages –
www.bbc.co.uk/webwise/0/22717884

For an overview of each government department’s performance indicators
(accountability), see the departments’ individual pages on the government website.
For example, the UK Visas and Immigration page is:
●

www.gov.uk/government/organisations/uk-visas-and-immigration

For an example of police service performance indicators, see:
●

www.westyorkshire.police.uk/wypa/our-publications/policing-plan

For a list of sample third sector organisations and links to their sites, visit:
●
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www.thebigproject.co.uk/links_charities.htm
Delivery Guide – BTEC Firsts in Public Services –
Issue 2 – October 2014 © Pearson Education Limited 2014

UNIT 1: THE ROLE AND WORK OF THE PUBLIC SERVICES

For an interesting example of a public/third sector partnership, see:
●

www.thirdsector.co.uk/Management/article/1152037/third-sectorexcellence-awards-2012-public-sector-partnership-winner-tenovus-nhswales-welsh-government
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Unit 2: Working Skills in the Public Service
Sector
Delivery guidance
Approaching the unit
To help learners get to grips with the learning outcomes of this unit, make sure they
have plenty of opportunities for practical participation in a range of team-building
activities, and lots of hands-on tasks. You will need to give them the opportunity to
participate in at least two contrasting public service situations. These could be teambuilding activities and public service situations. The aim is to develop learners’
working skills through team-building activities. They should be able to identify who
the public service customers are and the working skills needed to support this
customer group.
The term ‘contrasting’ means that evidence should be produced from across the
range of public services, covering armed services, emergency services (blue light
services), local authorities and central government.
You can use this unit to introduce learners to public service customers. This will
include who their key customers are both internally and externally, as well as the
wider context of both local and national public services.
While a large part of this unit is based around learners participating in team-building
activities in order to develop their working skills, you should also arrange for learners
to observe the public services dealing with customers on a day-to-day basis. One
way to do this is through the use of TV programmes and/or DVDs to show learners
the daily work of the public services. It is also a good opportunity to get guest
speakers in to talk to learners about their experiences of dealing with customers and
which working skills they use most regularly, etc.
Delivery should motivate and excite learners and be as practical as possible, with
learners participating in regular team-building sessions. You could start with sessions
that introduce working skills and their importance when dealing with customers. You
could follow these with appropriate assignments that allow learners to meet the
assessment criteria.
At the start of this unit, it is essential that learners are aware of health and safety
issues relating to participating in team-building activities. Learners must know how to
reduce the risk to themselves and others. You should also ensure that learners act
appropriately and listen to guidance and support within each session.

Delivering the learning aims
Learning aim A contains the majority of the theory for this unit. For topic A.1,
learners need to know who the public service customers are, both internally and
externally. It is important that you give learners the opportunity to look at a range of
contrasting public services. For topic A.2, learners should drill down to look at the
actual working skills that public service employees need to demonstrate in order to
serve their customers in the most effective way. Learners will also need to look at
day-to-day teamwork within contrasting public services, in order to see how the skills
can be applied on a daily basis.
For learning aim B, you should give learners the opportunity to develop their
working skills through a range of team-building and public service situations.
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Learners need to participate in at least two of these but, in order to develop their
skills, it is better to make the unit as practical as possible. This will allow learners to
practise their skills a number of times and in different situations. It is equally
important that learners then get a number of opportunities to review their
performance in applying working skills. This will help them to see their strengths and
areas for improvement.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 2: Working Skills in the Public Service Sector
Introduction
Introduce the unit in a practical way by starting with an easy team-building task. Review
it at the end and ask learners to think about the working skills they have used. From this,
you can explain to learners the importance of working skills in the public service sector,
and that the main focus of this unit is to explore and develop these working skills.
Learning aim A: Explore working skills used in the public service sector
●

Ask learners to create a spider diagram of who they think the internal/external
customers for the public service sector are. Follow up this activity with a teacher-led
discussion about the customer service expectations of these service users, and how
these link to a range of working skills.

●

Invite in guest speakers from two contrasting public services. They should talk about
dealing with public service customers and the working skills they use on a daily basis.

●

Learners could interview public service employees to find out about public services
customers or produce a short questionnaire. This could be completed by both
members of the public and public service employees, so that learners get an
understanding of who the customers are from all sides.

●

Deliver a teacher-led session about the different types of public service groups as
detailed in the specification (and as identified in Unit 1).

●

Split learners into small groups and give each group a case study from a different
public service to look at. Learners should then discuss their conclusions with the
other groups.

●

Show learners a range of TV programmes that demonstrate contrasting public service
employees interacting with their customers on a regular basis. From this, learners
could break into small groups to discuss the working skills used within the TV
programmes and whether they were effective.

●

Deliver a teacher-led session on the different working skills that public service
employees use. Emphasise the crossover of working skills and give learners a range
of different case studies to work through, so they can see how the working skills
have been applied and if they were effective.

●

Ask learners to produce a poster that looks at communication skills within a specific
public service.

●

You and the learners could role-play contrasting scenarios. Use examples of good and
bad communication skills to help others understand the importance of improving
working skills.

●

Give learners material to help develop their writing and interpreting skills.

●

Deliver a teacher-led session on team characteristics. Then ask learners to use case
studies (either written or from DVDs) to see how having an effective team can ensure
that customers receive the appropriate service.

Assignment 1: Customers and Their Expectations*
Learning aim B: Demonstrate working skills used in the public service sector
Learners need to apply their working skills in a range of team-building activities and
public service situations. Here you should make this learning aim as practical as possible.
The focus of this section is to use team-building activities to develop learners’
teamworking skills. This will then feed into the assessment, where learners need to
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demonstrate working skills through teamwork in two contrasting public service situations.
Some examples of activities that you can use are as follows.
Team-building activities
●

Blind stroll – Split learners into pairs; give each pair a blindfold. One person is
blindfolded and the other (the leader) has to guide the ‘blind’ person through an
obstacle course.

●

Last balloon floating – Give each learner a balloon and a piece of string. They need
to blow up the balloon, attach the string and tie it to their ankle. The aim of the
game is to pop each other’s balloon – the last person standing is the winner.

●

Fanning the fish – Each learner makes a fish out of tissue paper. Then they race,
using either a rolled-up newspaper or blowing the fish. The winner is the person who
gets it past the finishing line first.

Contrasting public service situations
●

Emergency service situation – Consider the riots of August 2011 or other recent
events. Using the news clips available, you should be able to re-create scenes from
this so learners can demonstrate their working skills in a more vocationally relevant
context.

●

Armed services situation – Consider a current situation where the Army is working
overseas to provide humanitarian and/or peacekeeping support. Again, using news
clips available, you should be able to re-create scenes from this so that learners can
demonstrate their working skills in a more vocationally relevant context.

●

Local authorities situation – Consider a customer making a complaint. One
suggestion is a tenant complaining to the housing department at their local council,
saying that the repairs they requested have still not been completed and they have
been waiting for several weeks.

●

Central government situation – Consider the discussion of a piece of legislation in
the House of Commons. You could give learners a topic to consider and then split
them into two sides, to have a debate about the rights and wrongs of changing the
law.

●

Voluntary services situation – Consider an outdoor music festival. One suggestion
is a group of festival goers are suffering from heat exhaustion due to the weather.
They have sought some first aid from the local Red Cross and/or St John Ambulance
volunteers working at the festival.

In addition, many of the public services, such as the armed services, offer providers
activity days (arrangements can be made with local teams) that you will be able to use
as part of the evidence-gathering for this learning aim.
After learners have participated in each of the team-building and public service
situations, they need to produce a personal statement. This should summarise evidence
of how they have demonstrated these skills. This can be achieved in a number of ways,
but a suggested way that you can assist with the capture of this evidence is to produce a
template for learners to complete after each activity. The template could include a SWOT
analysis. Give learners the opportunity to analyse their own performance and, if possible,
review their performance, if video evidence has been captured.
The use of peer observation is also possible here; this will give learners a critical view of
their working skills. It is also essential to have a detailed written observation record of
each learner’s performance, signed and dated by the teacher or work supervisor.
Assignment 2: Professional Standards*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.
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Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 1: The Role and Work of the Public Services

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●

Breeze, M., Cronin, M. and Spafford, A., BTEC First Public Services: Level 2,
Hodder Education, 2010 (ISBN 978-1-44411-211-5)

●

Gray, D., BTEC Level 2 First Public Services Student Book, Pearson
Education, 2014 (ISBN 978-1-44691-081-8)

The three books listed below include hundreds of different team-building games that
you can use to assist with the delivery of this unit. Many need few or no resources,
making them ideal lesson starters.
●

Jones, A., Team-building Activities for Every Group, Rec Room Publishing,
1999 (ISBN 978-0-96623-416-9)

●

Newstrom, J.W. and Scannell, E.E., The Big Book of Team Building Games,
McGraw Hill, 1998 (ISBN 978-0-07046-513-8)

●

Scannell, M., Mulvihill, M. and Schlosser, J., The Big Book of Team Coaching
Games, McGraw Hill, 2013 (ISBN 978-0-07181-300-6)

Journals
Journals can help learners to understand the current practices within the public
services, and may assist them when identifying working skills and their importance.
The journals listed below are all designed for public service employees, but they may
be useful to assist you in identifying public service customers for learning aim A.
●

FIRE Magazine – www.fire-magazine.com

●

Soldier Magazine – www.army.mod.uk/soldier-magazine/soldiermagazine.aspx

Some public service magazines are also available from IHS Jane’s:
●

www.ihs.com/en/uk/products/janes/index.aspx

TV programmes
These types of programme are readily available on the internet and give learners an
excellent opportunity to see the day-to-day work of a range of public services. They
allow learners to observe public service employees using a range of working skills
with their customers. In addition, they show both good and bad applications of
working skills that you can then use for discussions with learners to help them to
understand why improving their working skills is beneficial. Below is a list of some of
those available to date:
●

Traffic Cops

●

Police Interceptors

●

Fighting on the Front-Line
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●

Party Paramedics

●

Battle Scarred

●

Frontline Police

●

Emergency Bikers

●

Sea Patrol

●

Royal Navy Caribbean Patrol

●

Police Interceptors

●

Submarine School

●

Trauma Doctors

●

True CSI

Videos/DVDs
Ross Kemp: Afghanistan Box Set – This box set gives learners an excellent
opportunity to see the British Army working in difficult and often hostile situations.
This can show learners how working skills are used and adapted in often difficult
situations, and how effective teamwork is an essential part of achieving the team
goal.

Websites
The TV programmes listed above can be found at the websites detailed below:
●

www.bbc.co.uk/iplayer

●

www.itv.com/itvplayer

●

www.channel4.com/programmes/4od

●

www.channel5.com/demand5

The sites listed below are primarily information sites about the public services. These
sites will give you an insight into who the public service customers are as well as
examples of service personnel using working skills in their everyday work. These
useful websites to help you prepare material include:
●

British Army – www.army.mod.uk

●

British Transport Police – www.btp.police.uk

●

Fire Service – www.fireservice.co.uk

●

HM Revenue & Customs – www.hmrc.gov.uk

●

Ministry of Defence – www.gov.uk/government/organisations/ministry-ofdefence

●

HM Prison Service – www.justice.gov.uk/about/hmps

●

Royal Air Force – www.raf.mod.uk

●

Royal Navy and Royal Marines – www.royalnavy.mod.uk

The sites listed below are primarily recruitment sites. These sites will give you an
insight into the working skills that are detailed within a range of job specifications.
This can reinforce to the learners the importance of improving their own working
skills, to support their future employment prospects.
●

Civil service careers – www.civilservice.gov.uk/recruitment

●

NHS careers – www.nhscareers.nhs.uk

●

Public services recruitment agency – www.jobsgopublic.com

●

Public sector jobs at Reed recruitment agency – www.reed.co.uk/public
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Unit 3: Employment in the Public Services
Delivery guidance
Approaching the unit
When thinking of the public services, learners will all too often have thought only of
the uniformed services, such as the emergency services: police, fire and ambulance.
This unit will give them the opportunity to see how many different career paths there
are in the public services, both uniformed and non-uniformed, and will enable them
to develop their career aspirations. Through your encouragement of learners to
investigate the careers across the spectrum of public services, they will see that they
can serve the public in a wide range of ways, some of which may be more accessible
to them after finishing education. They will also better understand the skills they
need to develop in order to succeed.
In the assessment section, you will see the term ‘contrasting public services’
mentioned a number of times. You should give examples from as wide a range of
services as possible, so learners have a broad choice. For example, you may wish to
access careers advice from local armed service careers offices, contact the
recruitment team for the police, fire and rescue services, and also get in touch with
the human resources section of the local authority.
Delivery of this unit will be enhanced through working closely with the recruitment
teams of the various public services. In many cases, representatives may be willing
to give opportunities for learners to undertake psychometric tests or mock
interviews. This will bring their learning to life and give the vocational relevance that
can enhance engagement across the programme.

Delivering the learning aims
When you are delivering learning aim A, the learners should investigate the work
undertaken by, and the job opportunities available in, the public services across the
five groupings indicated in the unit specification (emergency services, armed
services, local authority, central government and voluntary). For each section, you
may wish to invite a guest speaker in to talk about the work that is done in their
organisation. This often brings the learning to life for learners, as the guest speaker
is able to contextualise the work with real-life examples.
Following on from this, you need to give examples of the conditions of service in the
different public services. This information is readily available on the various public
service websites and, if you contact the relevant recruitment teams, they will give
you the information. It is important that you arrange activities that allow the learners
to consider the advantages and disadvantages of the conditions in the five groupings
above. It is not enough simply for them to learn the salaries in the different services,
for example. In this case, they need to be able to show how the salary reflects the
nature of the work undertaken, the unsociable hours sometimes worked, and the
risks and hazards involved in the job.
Learning aim B takes this knowledge and understanding further, and allows
learners to consider how to search for a job in the public services, and also how to
prepare to apply for this job. You will need to work methodically through the
application and selection processes for a range of jobs, including both uniformed and
non-uniformed. You should link each part of the recruitment process to the work
undertaken in the job. For example, in the fire service selection process, the
candidate has to undertake both acrophobia and claustrophobia assessments. This is
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to ensure that they can cope with the risks and hazards faced when dealing with
emergency incidents involving ladders or enclosed areas.
You will need to allow the learners to investigate different job-searching techniques.
You should let them view person specifications and job descriptions, to see how these
can be used to identify the entry requirements for the jobs, and how they match the
skills and qualities needed to work in the role. It is important that you give the
learners opportunities to investigate a range of jobs, showing the different stages of
the application and selection process. It would be good practice to arrange for
learners to undertake sample psychometric tests, appropriate physical tests and
mock interviews so that they can develop these skills.
Following on from this, you need to give learners the opportunity to use a range of
job-searching techniques to find positions to apply for. They should then produce
applications for their selected employment opportunity.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 3: Employment in the Public Services
Introduction
Introduce the learners to the unit by examining the different employment opportunities
available across the range of public services, including examples from each of the
categories indicated.
For example, you could arrange for learners to visit the school or college careers library
to gather information on the different employment opportunities available. They can
then share what they have found with the rest of the class.
Learning aim A: Understand employment roles and conditions of service in the
public services
●

Create a presentation to introduce the broad spectrum of work undertaken by the
public services. Learners could visit relevant websites and investigate the main
work that the services undertake in both uniformed and non-uniformed services,
including routine and non-routine functions.

●

Use case studies, both written and video-based, to support the delivery of this unit,
showing the advantages and disadvantages of working in these services.

●

Invite guest speakers from contrasting functions to enhance the delivery of this
unit. You could ask learners to prepare questions in advance, so you can ensure
they are relevant.

●

Run workshops for learners to begin to prepare the information for the careers fair.
It is better actually to run an event rather than plan a hypothetical one, as this will
bring the learning to life for learners. Ensure they have sufficient access to ICT
equipment and remember that they may need support for this.

●

Learners should decide which three public services will be included; when doing
this they should be encouraged to choose across the range of those listed in the
unit specification.

●

Learners should investigate the type of work available within the public services
through research activities on the internet, visiting recruitment pages of the public
services. Ensure they investigate a range of jobs. Note that not all services will be
recruiting at the time, so you should have sample job adverts for some positions
for the learners to investigate, to fulfil the requirements of the unit.

●

Use a group work activity to allow learners to investigate the conditions of service
of their chosen jobs, including salary, holiday entitlement and benefits. It is good
practice to arrange an activity that will allow learners to map the conditions of
service against the work that is undertaken – for example, salary is commensurate
to risk and work undertaken, along with level of responsibility. Learners should also
consider the advantages and disadvantages of employment in these services.

Assignment 1: Public Services Careers for School/College Leavers*
Learning aim B: Explore employment in the public services
●

Create a multimedia presentation that demonstrates why the different services
have different recruitment and selection processes. It is not enough that learners
know what the processes are; they should also develop their understanding of
what is being tested/examined at each stage. This will ensure that their learning
experiences will have a meaningful effect on their future career, putting them in a
good position to apply for a range of jobs, whether in the public services or in any
other career path.
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●

Use case studies to look at the selection processes, and draw links between the
different activities and the roles fulfilled by the jobs being investigated. For
example, the role-play activities in the assessment centre part of the police
selection process puts candidates into a variety of situations where they have to
deal with scenarios involving members of the public. This is reflective of routine
work undertaken by police officers, and allows the assessor to see how the learner
reacts and relates to the public in such situations.

●

Run workshops to allow learners to develop job-searching techniques. This is an
important skill that they need to develop, and is transferable to any sector, not just
within the public services. However, it is important that you give learners the
opportunity to investigate career paths with a public service focus.

●

Lead learners in a skills audit, in which they match the skills required for working in
the public services to the skills they currently possess. It would be good practice to
encourage learners not only to assess their skills and qualities in this way, but also
to evidence this, with examples of how they have demonstrated the skill.
Remember that the learners may not have very much life experience to call on,
and therefore the skills audit should be realistic so as to allow them to do this.

●

Source sample CVs (templates and examples are available on the web) for learners
to refer to. Run a CV workshop where learners can create their own CVs. This may
need to happen over a couple of sessions.

●

Source sample application forms for the various different categories of the public
services, and make them available to learners to look at. Facilitate a class
discussion about the various elements of the form – encourage learners to draw
links between the skills asked for and the role. Support learners to find examples
from their own lives they can draw on.

●

Use role-play exercises to allow learners to examine sample responses to scenariobased questions, which can be found in many of the uniformed public service
application forms, prior to attempting to complete the application. The assessment
criteria for learning aim B require a written application, but not necessarily
evidence of the selection process. Therefore there is no requirement to undertake
the fitness tests, psychometric tests or mock interviews; however, this would
enhance the learning undertaken as part of this unit.

Assignment 2: Preparation for Employment*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 1: The Role and Work of the Public Services

●

Unit 2: Working Skills in the Public Service Sector

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
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the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●

Gray, D., BTEC Level 2 First Public Services Student Book, Pearson
Education, 2014 (ISBN 978-1-44691-081-8)

●

Gray, D., BTEC Level 2 First Public Services Teaching and Assessment Pack:
Unit 3, Pearson Education, 2014 (ISBN 978-1-44691-078-8)

Websites
Below is a range of public service websites that are current at the time of writing.
They provide job-specific information relating to the work undertaken, the roles that
are available, and the entry and selection processes.
●

Ambulance Service – www.nhscareers.nhs.uk/explore-by-career/ambulanceservice-team/

●

British Army – www.army.mod.uk

●

Government careers advice – www.gov.uk/browse/working/finding-job

●

Fire Service – www.fireservice.co.uk/

●

HM Revenue & Customs – www.hmrc.gov.uk

●

Maritime & Coastguard Agency – www.dft.gov.uk/mca

●

Police – www.policecouldyou.co.uk

●

HM Prison Service – www.justice.gov.uk/jobs/prisons

●

Royal Air Force – www.raf.mod.uk

●

Royal Navy and Royal Marines – www.royalnavy.mod.uk/

●

UK Visas and Immigration (formerly UK Border Agency) –
www.gov.uk/government/organisations/uk-visas-and-immigration
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Unit 4: Public Services and Community
Protection
Delivery guidance
Approaching the unit
The unit gives an exciting opportunity for learners to examine the geographical and
social communities of which they themselves are a part, to consider the protection
needs of those communities and to look at the ways that public service organisations
provide that protection. Throughout this unit there are opportunities where learning
may be significantly enhanced by the use of relevant visiting speakers and visits to
public service organisations.

Delivering the learning aims
A good route into learning aim A might be to encourage learners to think about
their own social, family and school lives, and their interactions with others. With
guidance from you, learners may build up the idea of 'community’ themselves in this
way, in the context of their own experiences. This learning aim lends itself to group
work, with learners comparing their own circumstances with those of others, in order
to identify and map areas of overlap and of difference.
Learners can then go on to look at some of the organisations they examined in
Unit 1, but this time with the focus of how those organisations protect particular
communities. Learners can collect significant amounts of material through internet
research, but if you ask visiting speakers in to address specifically the ways that their
organisation targets its efforts to particular communities, this should be very
effective. Learners can also examine individual public service magazines to pick out
articles of relevance.
Learning aim B gives an opportunity for either small-group or whole-class
discussions. Use video material of recent events such as floods or rail accidents to
discuss the ways in which communities are affected by hazards and risks. There is
also the opportunity for learners to consider the particular risks faced by the
communities they have identified they belong to, and to consider the ways in which
those risks might be planned for and the effects reduced.
Learners could go on to investigate and report back to their class about the ways in
which they could get involved individually in helping to protect their own
communities. They might consider their own community involvements or their
particular interests, to investigate the ways in which individuals can get involved in
community protection. The groups might choose to feed back their findings in the
form of presentations or wall displays, but this topic also lends itself well to being
presented by the learners as a video.
Small groups would again be effective in investigating the ways in which public
services adopt multi-agency responses to particular community hazards and risks.
Individual groups could be tasked with investigating a particular issue. They could
then feed back to the rest of their class through either presentations or wall displays.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 4: Public Services and Community Protection
Introduction
This unit may be introduced by guiding your learners towards an understanding of the
broad concept of ‘community’. In order to do this, you could begin by getting them to
work in small groups to think about the different ways and places in which they, as
individuals, interact with others. The work of the groups could be collated on the
whiteboard and common areas of interest, as well as individual differences, identified.
In this way you can bring out for your learners the different meanings attached to the
concept of community – virtual, religious, geographical, etc. (see topic A.1) – as well
as identifying the range of communities to which they (and perhaps you) belong.
Learning aim A: Explore the key organisations involved in the protection of
communities
●

Recap on the communities identified in the introductory activity, then continue by
classifying them according to the typology identified in topic A.1.

●

Follow this up with a group discussion of the protection needs of one particular
community. Learners could work in small groups to consider the protection needs
of a range of different types of community. They could then prepare wall displays
that show the communities to which they belong, the classification of those
communities and their particular protection needs.

●

As a class, discuss the different public services and their groups (as detailed in
topic A.2), to recap the content of Unit 1.

●

A visiting speaker from one of the public services, or a visit to a public service
organisation, would enable learners to find out what that particular organisation
does to protect particular communities. For example, a police community support
officer (PCSO) might speak to the group about the particular problems that the
elderly and/or the young face in respect to crime and antisocial behaviour.

●

The group could follow up with internet research and study of journals of individual
organisations (e.g. the RNLI journal The Lifeboat) to identify the activities different
public service organisations carry out in order to protect specific communities.

●

Before learners start work on the assignment, remind them of the need to study at
least two contrasting organisations.

●

Learners could then consider the communities to which they belong and show,
perhaps in a magazine article, how two contrasting services work to protect that
specific community.

Assignment 1: Organisations Involved in Protecting Our Communities*
Learning aim B: Understand how hazards and risks to individuals and
communities are managed by the public services
●

A visiting speaker or a visit to an appropriate public service organisation would give
a good introduction to this section of the unit. The local council emergency
planning officer, for example, would be able to tell learners about the types of
hazard and risks that communities face, as well as offering an insight into how
those risks are planned for and their effects reduced. Equally, the police and other
emergency services could offer more specialist information, as could many
charities.

●

Television news footage and reports from newspapers frequently provide good
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Unit 4: Public Services and Community Protection
resources to prompt discussion of hazards and risks faced by communities. Any
such media would provide the basis for a group discussion in which hazards and
risks facing communities are considered.
●

Ask learners, in small groups, to consider the incident described in the news report
and try to identify ways in which that event might have been foreseen and its
effects planned for. You could then widen the discussion to consider contingency
planning for hazards and risks more broadly. Visiting speakers from the local
council or any of the public services could again be used to explain the methods
employed in contingency planning and the benefits resulting.

●

You could ask learners to prepare television storyboards for a programme that
informs the public about potential hazards and risks, and how these might be
managed. The programme could also consider the benefits of contingency planning
for those eventualities.

●

Topic B.2 requires learners to consider the role of individuals in community
protection, and again the input of a visiting speaker or a visit to a public service
organisation would be helpful. A member of St John Ambulance, for example,
would be able to explain ways in which young people can get involved in the
organisation and the benefits they would receive from it.

●

Teacher-led board work could be used to expand topic B.2 to demonstrate the
range of opportunities that exist for individuals to get involved in community
protection.

●

You could ask learners to identify an opportunity for individuals to be involved in
community protection, which particularly appeals to them, either now or for the
future, and to investigate what would be involved and how they would go about
getting involved. They could present their findings in a short verbal presentation to
the rest of their class. Alternatively, small groups could prepare short video
presentations either focusing on one particular activity or contrasting two or more
different ones.

●

To introduce topic B.3, you could lead a discussion of the range of public service
organisations that might be required at any particular incident – a major music
festival or football match, for example – and consider what the functions of the
different organisations would be. You could use this as an opportunity to show how
multi-agency working allows the different organisations to employ their particular
strengths most effectively in order to complement the other organisations involved.

●

You might then task learners with working in small groups, each of which is given a
nominated incident/event or initiative. You could ask them to consider the needs of
that particular situation and to identify the role of the organisations that they think
might be involved.

Assignment 2: Managing Hazards and Risks*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.
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Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 1: The Role and Work of the Public Services

Resources
Journals
●

The Lifeboat, Royal National Lifeboat Institution –
http://rnli.org/howtosupportus/otherwaystohelp/Pages/the-lifeboatmagazine.aspx

●

RAF News – www.raf.mod.uk/news

●

Navy News – www.navynews.co.uk

●

The War Cry, Salvation Army magazine –
www.salvationarmy.org.uk/uki/WarCry

●

Council-produced local community magazines, e.g. the Devon County
Council, District Council and Devon Fire and Rescue Service series of Connect
magazines

The above represent a sample of magazines produced by different public service
organisations, which will provide resource material showing how these organisations
meet the needs of different communities.

Websites
Almost all of the organisations listed in the specification have their own websites,
which may be easily accessed using a search engine. They will be of use in showing
the range of community protection activities that each organisation undertakes.
●

An imaginary emergency scenario prepared by Devon County Council –
www.devon.gov.uk/abbots_emergency_scenario.pdf

●

A government site that shows how to run emergency planning exercises –
www.gov.uk/emergency-planning-and-preparedness-exercises-and-training

●

A site run by Nottingham County Council and Nottingham Police, which
shows the role of the volunteer Auxiliary Community Protection Officers –
www.protectnottingham.co.uk/join-us/auxiliary-community-protectionofficers

●

The Police recruitment website, which includes sections on the special
constabulary and police community support officers (PCSOs) –
www.policecouldyou.co.uk

●

The Charity Commission website – www.charitycommission.gov.uk/

●

The Defra website, which details its plans to reduce flooding –
www.gov.uk/government/policies/reducing-the-threats-of-flooding-andcoastal-change
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Unit 5: Health, Fitness and Lifestyle for the
Public Services
Delivery guidance
Approaching the unit
The focus of this unit is to consider the relationship between health, fitness and
lifestyle, and how they relate to working in a public service. You could deliver this
unit using a mix of theory, to introduce learners to the topics covered in the unit
content, guest speakers from a number of public services, and practical approaches
and activities, in which learners can apply the theoretical concepts they have learned.
Visits by the Commando Display Team Royal Marines and Army Youth Engagement
Team are very interactive and informative, and will give learners the opportunity to
interact and explore their own fitness.

Delivering the learning aims
For learning aim A, learners need to understand how their diet (topic A.1) and
lifestyle factors (topic A.2) affect their health and fitness, and know why these are
important for a successful career in the public services. These could be covered via a
number of methods, including formal lectures, interactive presentations and use of
DVDs/videos. Group discussion will enable learners to think about their own lifestyle
and what they would need to address for a successful career in the public services.
For learning aim B, for the health and/or fitness requirements (topic B.1), one
approach to delivery (after initial input from teachers) is for learners to engage in a
research activity, using information about different types of public service role gained
from Unit 1.
There are now many different roles within each public service, and many different
requirements in relation to those roles. For example, the role of those serving on
active duty is dramatically different from that of a local authority worker, from a
fitness point of view. This needs to be taken into account when researching, and the
reasons given for those differences need to be compared in the learners’ findings.
Learning aim B links closely to Unit 1 in respect of the different types of services, and
the categories discussed should be a review of those covered in Unit 1.
Formal teacher input with practical demonstrations is required for learning aim C –
for example, showing learners correct use of equipment and safe and correct
technique. After this, learners could practically undertake each fitness test, recording
and interpreting their results using published normative data tables. As with the
other learning aims, this one gives learners the opportunity to use fitness testing to
investigate their own fitness levels, interpret results, then consider improvements
required and the training methods which they could implement to achieve personal
fitness training goals.
This unit also provides an opportunity for learners to alter their lifestyles and diets to
enable them to become fit enough to pass an entrance test of their desired public
service.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 5: Health, Fitness and Lifestyle for the Public Services
Introduction
This unit should give learners a blend of theoretical knowledge and understanding that
underpins the practical skills required to pass entrance tests to the public services.
Learners could work in groups as they discover the composition of their own daily
diets, and compare those to both good and bad examples. The learners will also be
able to investigate the relationship between diet and fitness, using real examples, and
they could look at examples from within the different services. The practical fitness
testing element will also give opportunities for teamwork and peer support.
Learning aim A: Understand the effect of basic nutrition and lifestyle factors
on health and fitness
●

Introduce the unit with a class discussion about healthy and balanced diets – what
do learners consider to be healthy foods? What basic nutrients do they need?

●

Introduce the concept of ‘five a day’ and the ‘eatwell plate’ poster from
www.foodafactoflife.org.uk.

●

To introduce learners to the concept of food groups, ask them to compile a
shopping list for a ‘weekly’ shop. Then ask them to split the items in their list into
the different food groups, using the ‘eatwell plate’ poster.

●

Following on from this, lead a discussion on balanced diet and the effects of the
various foods on the body, and the effects of diet overall on health and fitness.

●

Show the Super Size Me documentary, and follow up with a discussion of the issues
raised.

●

Ask learners to create charts and posters that identify the foods seen in the Super
Size Me documentary and link those foods to their impact on health as seen in the
documentary. They could then consider the foods from their shopping list and
identify the effects that their listed foods would have on health, diet and fitness.
Finally, learners could refer back to the ‘eatwell plate’. This would enable them to
draw conclusions about the effects of nutrition on health and fitness.

●

In a class discussion, ask learners for examples of healthy activities in order to
explore and improve learners’ understanding of what is meant by ‘a fit and healthy
lifestyle’.

●

Ask them how their current lifestyle compares to the fit and healthy diet and
lifestyle they have outlined, and what areas they would need to address in order to
improve their own health and fitness.

●

Divide learners into groups, and ask each group to research one of the following
areas – smoking, drinking, drugs or sexual health –looking in particular at the
illnesses and diseases that can occur as a consequence, together with their effects
on health and fitness.

●

The NHS ‘Live Well’ web pages are full of information on lifestyle and the impact it
has on our health and fitness. Ask each group of learners to present their findings
back to the group.

Assignment 1: Find Out How Nutrition and Lifestyle Affect Health and Fitness*
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Unit 5: Health, Fitness and Lifestyle for the Public Services
Learning aim B: Explore the health and fitness requirements of different
public services
●

Ask learners to think back to Unit 1, where they were introduced to the different
public services, and the different roles.

●

Ask learners, either individually or in groups, to select three different roles (from
different public services) and carry out research into the health and fitness
requirements for each role.

●

Websites for the specific public services selected would be useful resources for
learners to use here.

●

Invite visiting speakers from the public services to provide information on nutrition
recommended for those within the service – the chefs from the Royal Logistics
Corps are often available for school visits and interactive demonstrations. A
nutritionist from the NHS or the school/college catering manager would also be a
valuable visiting speaker.

●

Learners should consider how the nature of the work affects the fitness
requirements for each role.

Assignment 2: Public Service Requirements*
Learning aim C: Participate in public service fitness tests
●

This is the section that learners are most likely to find engaging. It would be
beneficial if you can dedicate one session per week to this learning aim throughout
the delivery of the unit.

●

Introduce this learning aim by outlining why fitness tests are used as entry
requirements for the public services, and outline the various tests.

●

Individually or in groups, learners should research information on fitness testing
within the public services, finding out which tests are used for each role.

●

Explain to learners how the various fitness tests are carried out.

●

Lead practical demonstrations, and give coaching to help learners improve.

●

Learners should complete logbooks after each session to record the activities
undertaken, areas for improvement, etc., so they can track their progress.

●

Run a workshop demonstrating how to analyse and draw conclusions from results
of fitness tests.

Assignment 3: Fitness Testing*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 1: The Role and Work of the Public Services

BTEC Firsts in Sport:
●

Unit 1: Fitness for Sport and Exercise

●

Unit 9: Lifestyle and Well-being
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Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●

Bean, A., Food For Fitness (3rd revised edition), A&C Black Publishers Ltd,
2007 (ISBN 978-0-71368-128-4)
Food for Fitness is a concise sports nutrition guide, an invaluable menu
planner and a comprehensive recipe book.

●

Gray, D., BTEC Level 2 First Public Services Student Book, Pearson
Education, 2014 (ISBN 978-1-44691-081-8)

●

Gray, D., BTEC Level 2 First Public Services Teaching and Assessment Pack:
Unit 5, Pearson Education, 2014 (ISBN 978-1-44691-080-1)

●

Scott, T., Edexcel GCSE PE Student Book, Pearson Education, 2009
(ISBN 978-1-84690-372-4)
This book gives an introduction to practical activities and analysis of
performance, and factors affecting participation and performance.

●

Stear, S., Fuelling Fitness for Sports Performance: Sports Nutrition Guide,
The Sugar Bureau, 2004 (ISBN 978-0-95014-431-3)
Ideas for improving energy levels and performance through nutrition are
considered within this text.

●

Wiggins-James, N., Wesson, K. and Thompson, G., Sport and PE, Hodder
and Stoughton, 2000 (ISBN 978-0-34077-243-0)
Offering comprehensive coverage of the subject areas for advanced level
sport and PE, this book would be a good teacher resource, particularly for
ideas to stretch and challenge more able learners.

Journals
These current journals often give case studies and up-to-date information on a range
of subjects specific to the service:
●

FIRE Magazine– www.fire-magazine.com

●

Soldier Magazine – www.army.mod.uk/soldier-magazine/soldiermagazine.aspx

●

Public Service Magazine – www.fda.org.uk/Media/Public-ServiceMagazine/Public-Service-Magazine-Home.aspx

Videos
Relevant films make a good starting point for class discussions, enabling learners to
engage with the subject:
●

Super Size Me by Morgan Spurlock (Prism Leisure Corp. PLC. 2007)

Websites
These websites give up-to-date information on health, fitness or lifestyle specific to
each service:
●

NHS Choices – www.nhs.uk/livewell/healthyeating/pages/healthyeating.aspx

●

British Army – www.army.mod.uk/join/20261.aspx
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●

Royal Marines – www.royalnavy.mod.uk/Careers/Royal-Marines/Get-fit-tojoin-Royal-Marines

●

Royal Navy – www.royalnavy.mod.uk/Careers/How-to-Join/Get-fit-to-join

●

College of Policing fitness standards – www.college.police.uk/en/19833.htm
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Unit 6: Citizenship, Society and the Public
Services
Delivery guidance
Approaching the unit
This unit will be externally assessed by a paper-based exam. Examples of the types
of questions on the paper can be seen in the sample assessment materials (SAMs)
for this unit, which are available, along with the specification, from
www.edexcel.com/subjects/BTEC-Public-Uniformed-Services/Pages/Default.aspx
This unit enables learners to develop an understanding of the relationship between
their role as a citizen and the ways in which they interact with public services. They
will develop an understanding of citizenship, rights and responsibilities. By developing
an awareness of the ways that society has changed, they will come to know the
increasing importance of public services in the lives of every individual.
In the exam, learners will have to answer questions that may be drawn from any part
of the unit content in the specification.
Throughout this unit, there is excellent scope to use speakers from a range of
different public sector organisations. You are also encouraged to take learners to visit
these organisations to see first-hand the work that they do. This will give learners an
opportunity to talk to people who work in the public services and ask questions to
develop their insight. Information gathered from such visits will enable learners to
prepare more fully for their exam and to use real-life examples in their answers.
Speakers from within your own learning environment, such as other tutors and/or
support staff, can also enhance your learners’ experience and assist you in delivering
the unit content.

Delivering the learning aims
One way to start the unit would be to look at the relationship between the individual
and society. Learners need to know about the ways in which they can become good
citizens, and how citizenship is a process that is affected by legal rights and
responsibilities and, more informally, by the relationships they form with other
people in society. Underpinning this is the concept of equality and learners will need
to understand why individuals should be treated equally and how this makes good
citizens. There are good opportunities for role play in learning aim A and learners
could, for example, consider the most effective ways to uphold human rights.
For learning aim B, learners need to have sound knowledge of the rights that
people have when using public services. This is a very topical issue, particularly when
it comes to whether everyone has the same rights. This could be a very interesting
area for discussion and research as there is a lot of information available about it.
While rights are very much in people’s minds, sometimes learners are less clear
about the responsibilities that they have when using public services. This is a topic
that your learners could study by talking to people who work in the public sector in
order to find out how they deal with people who sometimes forget that they have
responsibilities in society.
One way in which public services impact on the lives of citizens is through the
promotion of equal opportunities. These are reinforced by legislation and they are
embedded in public service provision. Your learners will have the opportunity in
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learning aim C to develop their research skills by finding out information that tells
them how the effects of equal opportunities are measured.
In the last part of the unit, learning aim D, learners will need to understand the
ways in which change occurs in society and how the public services respond to
change. Learners should understand that, while change can have many positive
benefits, it has to be monitored because it can also have negative effects on the lives
of citizens.
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Getting started
This provides you with a starting place for one way of delivering the unit.
Activities are provided in preparation for the external assessment.
Unit 6: Citizenship, Society and the Public Services
Introduction
Introduce learners to the unit by exploring the idea that they are citizens and what this
means for them and for others in society.
For example, you could use items from a television news bulletin showing people
behaving as either good or bad citizens. Examples from recent years include the
London riots, volunteering at events such as the Olympic Games, and protests against
projects such as HS2 (high speed rail) or fracking. These examples will help learners to
consider what it means to be a good citizen and what to do when their rights are
threatened. Learners could create a page for their school or college website that helps
other students to find out this information.
Learning aim A: Know the relationship between the citizen and society
Learners need to understand why citizenship is important. This learning aim is also an
early opportunity for them to develop their research skills. There is a range of key
ideas and concepts that they could research individually and then bring together as
part of a group presentation.
●

To introduce topic A.1, assign a key term and a feature of society to each learner
and ask them to find two definitions and one relevant statistic for each. Ensure that
they identify the source(s) that they use.

●

Produce a flow chart showing how people become citizens of a society and a pie
chart where each learner can show how much they think the individual factors – for
example, family membership, residency – matter. Ask learners to present their
views to the others in the group.

●

Use the ‘Lifeboat Game’ to facilitate a discussion about whether learners think some
people have more rights than others in order to deliver topic A.2. The premise is
simple – there are ten people on a lifeboat that is running out of food. You should
identify ten different types of people to include on the lifeboat and ask learners to
identify the order of survival.

●

Leading on from the ‘Lifeboat Game’, ask learners to research the Human Rights
Act 1998. Learners should then find an example of each right, with a statistic to
support their findings and a source.

●

To introduce topic A.3, ask learners to prepare a case study about an individual
who is experiencing discrimination in the armed forces, the fire services or the
police. Learners should apply their knowledge to show how the discrimination
occurred, what response was made and how it could be prevented in future.

Learning aim B: Understand how public services support the rights and
responsibilities of citizens
Learners need to understand their rights and responsibilities in relation to public
services. As an introduction, they could carry out a brief survey asking which public
services are most important and how well they think the service is provided.
●

To introduce topic B.1, invite a guest speaker from one of the public services to
explain the role and purpose of their particular service and how they meet the
needs of service users, including giving consideration to individual rights.

●

Ask learners to prepare a wall display for each of the public services showing how
each service meets the needs of service users. Learners could include a chart which
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shows the numbers of people who work in each service and any other relevant
statistics.
●

Lead a group discussion to explore learners’ responsibilities as public service users
to introduce topic B.2.

●

Ask learners to work in small groups and assign each group a different public
service. Learners should identify a code of practice and illustrate how people who
work in their chosen service have to follow this code of practice in their day-to day
routines.

●

Prepare learners to carry out a role-play scenario where one is a public services
manager who has to deal with a case of whistle-blowing or bullying and use the
code of practice to decide what they must say to the person making the allegation.

Learning aim C: Understand the impact of public services on society and
individuals
Learners need to understand the ways in which public services affect the lives of individuals
and society. Learners are encouraged to develop their research skills in this unit and to
provide some brief evidence to support their findings. They do not need to carry out
sophisticated searches. The information specified below is just an example and there are
other subjects that learners could research if they choose to do so.

●

To introduce topic C.1, ask learners to prepare an awareness training session that
might be delivered by one public service. It should consider the attitude to equality
in the chosen public service and how different groups of people are represented
within the public service. It should focus on one aspect of the anti-discrimination
measures set out in the specification and last no more than 10 minutes. If possible,
learners should include a brief video, perhaps from YouTube or a similar online
resource.

●

To introduce topic C.2, ask learners to prepare a campaign that would enable
either the armed forces, the police or fire and rescue services or the health service
to recruit more:

o

women (or men in some professions, e.g. nursing)

o

ethnic minorities

o

people with disabilities.
Learners should choose one of these examples and, where possible, include a video
presentation or a face-to-face presentation. Their campaign should also include
some statistics and statements from people who already work in these services.

●

For topic C.3, engage learners in group work to prepare an assembly to share their
knowledge about the impact of public services on society. Each group should take
responsibility for researching one of the following areas – benefits of public services
to the lives of individuals, limitations of public service provision, the usage and cost
of public services, and examples of inequality. Encourage learners to present
figures in more visual ways; for example, pie charts, graphs.

Learning aim D: Understand the ways public services are affected by changes
in society
Learners need to understand the types of change taking place in society and these are
identified in the specification.
●

Working in groups, ask learners to review the ways that change has affected one
aspect of their lives: for example, the need to remain in education until they are
18; the minimum wage; the growth and impact of technology. They should
produce a case study for each example.

●

To introduce topic D.2, invite a guest speaker from one of the public services to
discuss the impact of social change on their service and how they strive to meet
public expectations. Learners should prepare appropriate questions in advance.
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●

Provide examples of television news bulletins and social media and ask learners to
carry out a brief survey of the ways in which the security services defend and
protect citizens. Learners should present their findings to the group for topic D.3.

●

Using an application form for the armed forces, the police or the security services,
highlight the sections that are concerned with citizenship issues and discuss how
these issues impact on the lives of citizens.

Preparing for the exam
This unit is externally assessed by Pearson using a paper-based exam. The exam
consists of:
●

objective testing

●

short-answer questions

●

extended-writing questions.

The maximum mark available for the exam is 50. The exam will last one hour.
The exam will cover all aspects of the specification over a number of examination
series. It is designed to enable learners to demonstrate their knowledge and
understanding of the unit content.
It will be useful for learners to practise completing answers in the classroom
environment, to reinforce learning and develop their test technique. To give learners
further useful practice, set exam-style questions for homework on a regular basis as
you cover each new part of the specification. You should set aside time for final
revision for the exam. It would be useful for your learners to complete a past or
sample exam before they sit the live exam, so that they are fully aware of what they
will need to do under exam conditions. This experience will also allow them to practise
using their time effectively and help to build their confidence.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 1: The Role and Work of the Public Services

GCSE Citizenship Studies

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●

Bachelor, A., Davies, G., Standen, P., Edexcel GCSE Short Course Citizenship
Student Book, Pearson, 2009 (ISBN 978-1-84690-535-3)

●

Shelley, S., Edexcel GCSE Citizenship Student Book and Revision CD,
Pearson, 2010 (ISBN 978-1-84690-584-1)

Websites
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Below is a range of general and public service websites that are current at the time
of writing.
●

The BBC website contains useful information, articles and blogs about
citizenship. The activities available will be helpful when starting discussions
about what it means to be a citizen –
www.bbc.co.uk/schools/citizenx/index.shtml

●

Should your learners need further support or want additional activities, these
can be found on the following websites:

o

www.bbc.co.uk/schools/websites/11_16/site/citizenship.shtml

o

www.citizenshipfoundation.org.uk/

o

www.teachitcitizenship.co.uk/
Please note that these sites do not provide information that is specific to public
services.

●

Learners will also need to know about the Equality Act 2010. This is a
complicated piece of legislation but a clear summary with the points you
need to know in an ‘easy read’ version is produced by the government at –
www.gov.uk/government/uploads/system/uploads/attachment_data/file/850
39/easy-read.pdf

●

The Citizens Advice Bureau website also contains relevant and accessible
data on the Equality Act 2010 and is a useful starting point for information
about rights and responsibilities –
www.adviceguide.org.uk/england/search.htm?query=equality+act+2010

For information about rights and responsibilities when using public services, it is
recommended that you visit the websites of individual public services:
●

Ambulance Service – www.nhscareers.nhs.uk/explore-by-career/ambulanceservice-team

●

British Army – www.army.mod.uk

●

Department for Environment, Food & Rural Affairs (Defra) –
www.gov.uk/government/organisations/department-for-environment-foodrural-affairs

●

Fire and Rescue Service – www.fireservice.co.uk (not official site)

●

Maritime & Coastguard Agency –
www.gov.uk/government/organisations/maritime-and-coastguard-agency

●

Police Service – www.policecouldyou.co.uk

●

HM Prison Service – www.gov.uk/government/organisations/hm-prisonservice/about/recruitment

●

Royal Air Force (RAF) – www.raf.mod.uk

●

Royal Navy/Royal Marines – www.royalnavy.mod.uk

●

UK Visas and Immigration (formerly UK Border Agency) –
www.gov.uk/government/organisations/uk-visas-and-immigration

To find out about equal opportunities you can access the following website:
●

www.aboutequalopportunities.co.uk

A wide overview of the key issues concerning human rights can be found at:
●

www.liberty-human-rights.org.uk/human-rights
This site offers information about discrimination and its effects and you can ask
their experts for advice.
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Television programmes
Various television programmes provide insight into the work of public services and
these often cover issues such as rights, responsibilities, discrimination and equality.
Documentaries such as Panorama (available on BBC iPlayer at www.bbc.co.uk/iplayer);
Dispatches, 999 What’s your emergency?, and Fighting on the Frontline (available on
Channel4 OD at www.channel4.com/programmes/4od) contain useful insights into the
work of some public services.
Learners are advised to exercise discretion when watching ‘reality-style’ shows and
dramas as these may not include the relevant factual information that they need for this
exam unit.
Television news programmes also feature relevant reports that will provide useful factual
information about the public services and the involvement of individuals.
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Unit 7: Crime and its Effects on Society and
Individuals
Delivery guidance
Approaching the unit
The focus of this unit is to consider the effects of crime on individuals and society as
a whole. What do crime and the impact of criminal behaviour mean to us in our
everyday lives? You could deliver this unit using a mix of theory to introduce learners
to the topics covered in the unit content, guest speakers from a number of legal and
public services such as Victim Support, and practical approaches and activities in
which learners can apply the theoretical concepts they have learned.
Visits to the local magistrates’ court or a local crown court would provide an ideal
opportunity for you to practically illustrate the concept of sentencing, in order to
bring the learning to life.
Offender charities, such as Nacro, or police from the local neighbourhood team will
also be able to provide valuable input, including the point of view of an offender and
information on local crime reduction strategies that are in place.

Delivering the learning aims
In learning aim A, learners need to understand what crime is and how certain
members of society may be more vulnerable to crime than others. As they start to
consider the range of criminal activities that exist and how many people can fall
victim to them, learners will start to understand the impact that criminal behaviour
can have, not just on individuals but on society as a whole. You could cover these
topics via a number of methods including formal lectures, interactive presentations
and the use of DVDs or videos. Use group discussion to enable learners to explore
their own feelings about crime, although take care that discussions do not involve
any uncomfortable personal experiences for the individuals involved.
In learning aim B, learners need to understand how crime may be reported and
how it is recorded. There are opportunities for interesting discussions on the
differences between reported and recorded crime and how and why those differences
exist. You should also explore learners’ thoughts on whether the differences should
exist. Guest speakers from the local police could offer insight into both topics and
also into the use of research statistics. It is important to have access to appropriate
data sources in order to draw conclusions. You should compare current government
statistics to the Crime Survey for England and Wales to highlight the differences.
In learning aim C, learners would benefit from guest speakers from a range of
services that support crime reduction and also from hands-on experience of some of
the work that is undertaken. Local neighbourhood policing teams often have
initiatives that learners could get involved in and local victim support charities may
have awareness campaigns that learners could investigate. You could use this work
to link to Unit 13: Volunteering for the Public Services. Learners could also consider
creating their own crime reduction campaign within their school or college, with input
from Neighbourhood Watch or the police community support officers (PCSOs)
assigned to the local area.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 7: Crime and its Effects on Society and Individuals
Introduction
Introduce learners to the unit by leading a discussion on how they would categorise
crime and who is affected by it.
For example, you could provide a selection of local and national newspapers, ask
learners to identify stories that they think are related to crime and then discuss why
they chose them.
Learning aim A: Understand the impact of criminal behaviour
●

To open the unit, give learners the opportunity (in groups, or as a class) to identify
what they understand by the term ‘crime’ and to provide a range of examples.

●

Follow up with a class discussion to establish a working definition of crime that
could then be compared to official definitions.

●

Use a brainstorming exercise to encourage learners to consider who could be a
victim of crime. Once learners have identified who they think could be targeted,
challenge them to justify their reasoning and explain why they think those
particular people or groups are especially vulnerable. You could run this exercise in
conjunction with a visit from a representative from Victim Support.

●

Use your list of vulnerable people as a starting point to consider the impact of
crime on individuals. Ask learners to create a wall display detailing the physical and
psychological effects. Again, input from Victim Support or police liaison officers
would be of help here.

●

Source or create case studies to help learners consider the social and financial
costs of crime. You could use examples of families or schools from different
(fictional) areas to stimulate a discussion. Encourage learners to consider the
impact the effects of crime could have on their future lives.

●

Allow sessions for learners to develop the materials needed for the magazine
article. They should have access to ICT to support this, in order for them to
produce suitable material.

Assignment 1: The Impact of Criminal Behaviour*
Learning aim B: Understand the methods and use of reported and recorded
crime
●

Ask learners (in groups or as individuals) to produce a spider diagram
demonstrating the methods that can be used to report crime. Learners can expand
their knowledge of the available options via online research.

●

Follow up with a class discussion to explore why a person may choose one crime
reporting method over another; for example, if they do not want to be identified.
Input from support groups or police liaison officers would be of help here.

●

Invite a guest speaker, such as a police liaison officer, to provide an insight into
how crime is recorded and how this information is then used. Ensure that you use a
range of different sources to explore the ways in which crime is recorded. Ask
learners to consider the advantages and disadvantages of the methods used and to
draw their own conclusions as to the reliability of the data.

●

Create a set of crime statistics from a fictional area and ask learners to draw
conclusions about how they could deal with crime in that particular area and how
they would manage available resources.
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●

Use a range of case studies covering different areas to enable learners to compare
the different approaches to decision making, process review and resource
management that may be required when interpreting research statistics.

●

Allow workshop sessions for learners to develop the materials needed for the
leaflet article. They should have access to ICT to support this, in order for them to
produce suitable material.

Assignment 2: Reporting and Recording Crime*
Learning aim C: Understand how the public services support crime reduction
●

Initiate a group discussion to explore the range of activities that the various
services are involved in with the aim of reducing crime.

●

Ask learners to use the internet to investigate local community safety partnerships
and the targets and actions that are currently a priority within their area.

●

If possible, learners should undertake voluntary work with relevant local agencies
that are targeting crime in order to gain an insight into what needs to be done and
what steps are taken.

●

Use a group work scenario-based activity, in which learners will play the part of
different public services. They should develop a crime reduction campaign to be
run within your school or college in order to bring a local problem to people’s
attention and explore ways to resolve the issue. Input from a local PCSO on issues
of community safety will be of value.

●

Lead learners in a workshop activity to research their local area in order to collect
information on third sector organisations (for example, Age UK or Shelter) or
civilian groups like Neighbourhood Watch. Where possible, learners should
interview individuals at these organisations about the ways in which they benefit
the community.

●

Source or create case studies on the public services involved in reducing crime and
the people who use those services to support group discussions.

●

Allow sessions for learners to develop the materials needed for the talk. They
should have access to ICT to support this, in order for them to produce suitable
material.

Assignment 3: Crime Reduction*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 9: Community and Cultural Awareness

●

Unit 13: Volunteering for the Public Services

●

Unit 20: Law and Its Impact on the Individual

BTEC Nationals in Public Services:
●

Unit 12: Crime and its Effects on Society

●

Unit 17: Police Powers in the Public Services

●

Unit 22: Aspects of the Legal System and Law-making Process
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Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●

Croall, H., Crime and Society in Britain, Longman, 2011
(ISBN 978-1-40587-335-2)
Accessible, comprehensive introduction to the study of crime in the UK.
Designed primarily for students coming to the subject for the first time, it
could also be useful for those undertaking more advanced study.

Journals
These journals often provide case studies and up-to-date information on a range of
subjects specific to the public services.

●

POLICE Magazine – www.policemag.co.uk

●

The Prison Service Journal – www.crimeandjustice.org.uk/publications/psj

●

New Law Journal – www.newlawjournal.co.uk/nlj

●

Student Law Review – subscription only

●

The Student Journal of Law – www.sjol.co.uk

Websites
Below is a range of public service websites that are current at the time of writing.
They provide up-to-date information on a range of subjects specific to the service.
●

Crown Prosecution Service (CPS) – www.cps.gov.uk

●

GOV.UK: justice – www.gov.uk/browse/justice

●

GOV.UK: crime – www.gov.uk/government/policies/reducing-andpreventing-crime--2

●

Courts and Tribunals Judiciary – www.judiciary.gov.uk

●

Legislation – www.legislation.gov.uk

●

UK Parliament: making law – www.parliament.uk/business/commons/thespeaker/speakers-commission-on-digital-democracy/makinglaws/background-to-making-laws/

●

Victim Support – www.victimsupport.org.uk/

●

Courtroom Advice – www.courtroomadvice.co.uk

●

National Police Improvement Agency (NPIA) (closed on 7 October 2013):
visit this site for information on where NPIA products and services have
moved to – www.npia.police.uk/en/19482.htm

●

Nacro (crime reduction charity) – www.nacro.org.uk

●

Office for National Statistics: crime statistics for 2012/2013 –
www.ons.gov.uk/ons/rel/crime-stats/crime-statistics/focus-on-victimisationand-public-perceptions--2012-13/index.html
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Unit 8: Promotion of Public Service
Provision
Delivery guidance
Approaching the unit
Many learners will have seen public service adverts on the television or in other
media outlets. However, many will not have considered the importance of promotion
for public service provision. This unit will offer learners the opportunity to study the
different types of campaigns and initiatives that are used by a range of public
services, as well as exploring the benefits of these campaigns for both communities
and individuals. Delivery will be enhanced by ensuring that the teaching team are
aware of current campaigns and initiatives being operated by the public services,
both in their area and also nationally.
Learners will also learn about how these initiatives are promoted and monitored by
the public services, including the use of data and feedback to evaluate the
campaigns.
In the assessment section, you will see the term ‘different public services’ mentioned
a number of times. You should give examples from as wide a range of services as
possible, so learners have a varied choice. For example, you may wish to access
safety campaigns from local authority teams, or contact the community safety teams
for the police or fire and rescue services.
You can enhance the delivery of this unit by working closely with the marketing
and community safety teams of the various public services. In many cases,
representatives from different public services may be willing to offer opportunities
for learners to visit them and their workplaces. Alternatively, they may be willing to
visit your centre. This will bring learning to life and provide the vocational relevance
that can enhance engagement across the programme.

Delivering the learning aims
When delivering learning aim A, learners should investigate why the public services
use promotional campaigns and initiatives. To facilitate this, it would be good
practice to provide examples of both local and national campaigns that are being
operated at the time of delivery; for example, a local road safety initiative and a
national healthy eating campaign. Learners would then be able to discuss the reasons
that the public services are involved in the delivery of these campaigns.
Following on from this, learners could then examine the benefits to both the
individual and the community of the campaigns and initiatives. To enhance delivery
of this learning aim, invite a guest speaker from one or more of the public services to
talk to learners about the target audience of the campaign. Learners should prepare
some questions in advance to ask the guest speaker during their visit. Once this visit
has taken place, learners should investigate other campaigns and initiatives and their
benefits.
Learning aim B takes this learning further by investigating how these initiatives are
promoted and monitored by the public services. Learners will need to understand the
difference between local and national campaigns, and you should provide them with
a wide range of examples to develop their understanding. If current campaigns don’t
offer the necessary breadth and variety, it may be necessary to use examples of
campaigns that have been operated in the past to ensure full coverage.
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Once learners have explored a variety of campaigns, give them access to the range
of methods that the public services use to communicate, including examples of public
service operated television advertisements, newspaper and magazine
advertisements, and internet-based initiatives. When carrying out online research, it
is important that you monitor the sites learners are visiting, in order to safeguard
them.
The final section of this unit requires learners to investigate the methods and media
that are used to monitor and evaluate public service campaigns and initiatives.
Learners must have access to a range of methods, including both electronic and
paper-based examples. You should demonstrate the advantages and disadvantages
of each method to allow learners to develop their understanding.
Learners will need to have access to a range of sources of information that the public
services use to measure the effectiveness of promotional campaigns and initiatives.
Much of this material is in the public domain – through Audit Commission reports,
public service annual reports and other government documents – however, these
reports may be complex and some learners may have difficulty in extracting the
relevant information, requiring additional support to ensure that they are able to
develop their understanding.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 8: Promotion of Public Service Provision
Introduction
Introduce learners to the unit by examining the different public service campaigns and
initiatives that are currently in operation.
For example, you could arrange for learners to investigate television campaigns, gather
leaflets from the local area and visit public service websites to look at the different
campaigns and initiatives available. They can then share what they have found with
the rest of the class.
Learning aim A: Understand how public service campaigns and initiatives
benefit individuals and the community
●

Create a visual presentation to introduce the broad range of campaigns and
initiatives that the public services are involved in. Learners could then visit relevant
websites and investigate the main campaigns that the services undertake in both
uniformed and non-uniformed services. Learners should also consider the reasons
why public services use campaigns and initiatives.

●

Use case studies, both written and video-based, to support the delivery of this unit,
showing the different types of campaigns and initiatives that the services are
involved in.

●

Invite guest speakers from different public service community safety teams to
enhance the delivery of this unit. Ask learners to prepare questions in advance, so
that you can ensure they are relevant.

●

Learners should use the internet to investigate the range of public service
campaigns and initiatives by visiting the websites of the various public services.
Ensure that learners investigate a range of campaigns and initiatives. Not all
services will be operating campaigns at any one time, so you should prepare
sample campaigns that have been operated in the past for the learners to
investigate, in order to fulfil the requirements of the unit.

●

Use a group work activity to allow learners to investigate the benefits of public
service campaigns to both individuals and communities. It is good practice to
arrange an activity that will allow learners to map the benefits against the work
that is undertaken; for example, have the number of road accidents reduced as a
result of a community safety initiative?

●

Allow sessions for learners to develop the materials needed for their written
investigation. They should have access to ICT to support this, in order for them to
produce suitable material.

Assignment 1: Public Service Campaigns*
Learning aim B: Understand how initiatives and campaigns are promoted and
monitored by the public services
●

Create a multimedia presentation that demonstrates the range of methods that the
public services use to promote initiatives and campaigns. It is not enough that
learners know what the methods are; they should also develop their understanding
of why different methods are being used.

●

Use case studies to explore current local and national campaigns and draw links
between the different activities and the methods being used to communicate with
communities and individuals. For example, television advertisements are aired at
certain times of the day in order to target specific age groups or audiences. The use
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of newspaper advertisements in specialist newspapers will target particular groups
in the community.
●

Lead learners in a research task to investigate the range of methods that the public
services use to monitor and evaluate campaigns. As part of their investigation,
learners should demonstrate how some methods are more useful for certain
campaigns than others. For example, using social media will allow the public
services to gain instant feedback from their users.

●

Provide examples of questionnaires and other surveys that the public services use
to gather data in relation to campaigns and initiatives in order for learners to
understand why they are used.

●

Use the internet to access different survey tools to allow learners to design and test
surveys in order to see how the public services could use these surveys to gather
information.

●

Provide opportunities to design and test questionnaires in order to investigate the
difference between and usefulness of open and closed questions when gathering
feedback.

●

Source reports that demonstrate the impact of campaigns and initiatives and use
these to facilitate group work activities and informal presentations to show how the
public services have used these reports to evaluate their campaigns and initiatives.

●

Allow sessions for learners to develop the materials needed for the presentation.
They should have access to ICT to support this, in order for them to produce
suitable material.

Assignment 2: Do Campaigns and Initiatives Work?*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:

●

Unit 1: The Role and Work of the Public Services

●

Unit 2: Working Skills in the Public Service Sector

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.

●

70

Rice, R. E. and Atkin, C. K., Public Communication Campaigns, SAGE
Publications Inc., 2013 (ISBN 978 1 41298 770 7)
This title will support delivery but may not be accessible for Level 2 learners.
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Websites
Below is a range of public service websites that are current at the time of writing.
They provide job-specific information relating to the work undertaken by individual
services, the roles that are available, and the entry and selection processes.
●

Ambulance Service – www.nhscareers.nhs.uk/explore-by-career/ambulanceservice-team

●

British Army – www.army.mod.uk

●

Careers Advice – www.gov.uk/browse/working/finding-job

●

Fire and Rescue Service – www.fireservice.co.uk (not official site)

●

HM Revenue & Customs (HMRC) – www.hmrc.gov.uk

●

HM Prison Service – www.gov.uk/government/organisations/hm-prisonservice/about/recruitment

●

Maritime & Coastguard Agency –
www.gov.uk/government/organisations/maritime-and-coastguard-agency

●

Police Service – www.policecouldyou.co.uk

●

Royal Air Force – www.raf.mod.uk

●

Royal Navy/Royal Marines – www.royalnavy.mod.uk

●

UK Visas and Immigration (formerly UK Border Agency) –
www.gov.uk/government/organisations/uk-visas-and-immigration

●

Audit Commission – www.audit-commission.gov.uk

●

SurveyMonkey – www.surveymonkey.com
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Unit 9: Community and Cultural Awareness
Delivery guidance
Approaching the unit
This unit aims to widen learners’ understanding of their own community and also the
wider community around them. All public services work with many community groups
and it is important that learners develop their understanding of how these
communities interact with each other and the public services, and the cultural issues
that the public services manage. It is important that you adapt the delivery of this
unit to your setting as some learners will have experience of culturally diverse
communities, while others may not.
Once you have encouraged learners to investigate and understand both local and
national communities, you need to focus on how the public services use cultural
awareness to meet the needs of these communities.
Many learners will have thought only of the uniformed services, such as the
emergency services, including police, fire and ambulance. In this unit, they must
understand how many different public services, both uniformed and non-uniformed,
use community and cultural awareness to provide services.
You can enhance the delivery of this unit by working closely with the community
interaction teams of the various public services. In many cases, representatives may
be willing to offer opportunities for learners to visit them, or they may be prepared to
come to your centre to deliver a guest lecture. Similarly, representatives from local
community groups are a valuable source of information and may offer similar
opportunities. This will bring learning to life and provide the vocational relevance that
can enhance engagement across the programme.

Delivering the learning aims
When you are delivering learning aim A, begin by establishing the learners’ own
experience of communities and cultural diversity. Then, provide learners with the
opportunity to investigate the different types of community groups within the UK.
An effective method to do this involves the use of a pyramid group work activity.
Here learners begin by listing the community groups they are individually involved
with. They then share this information with one another, working in pairs to expand
the list, before joining other pairs to form small groups for discussion. Close the
activity by facilitating a whole-class list captured through board work (where the
results of the class discussion are written up on a whiteboard).
Following on from this, you should provide learners with examples of different types
of cultural diversity. Case studies and guest speakers would be particularly useful
when delivering this topic, as they would enable learners to develop a full
appreciation of the cultural enrichment that diversity can bring to both local and
national communities. You can use video clips of events such as the Notting Hill
Carnival to enhance delivery and to demonstrate how local people have worked
together over time to enrich their community and to promote community cohesion.
Guest speakers, case studies and other media resources, will also allow you to
develop learners’ awareness of the values and norms of diverse communities. Use a
visual stimulus such as a poster activity or multimedia presentation to reinforce the
learning.
The final topic in this learning aim requires that you provide learners with information
on how a range of public services use their knowledge of local communities and
Delivery Guide – BTEC Firsts in Public Services –
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cultures when providing services. To enhance delivery of this topic, you should
collaborate with a range of public services; for example, inviting guest speakers such
as police community support officers or representatives from local authority
community outreach groups will give learners the opportunity to ask questions about
how they use community and cultural awareness when planning and delivering their
services. You should allow time before the visit for learners to prepare questions for
the speaker. This may also provide you with the opportunity to ensure that the
questions are sufficiently focused to gather the information that learners need to
progress.
Learning aim B takes this learning further by allowing learners to investigate the
social issues that the public services manage. Not all of the issues listed in the
specification may exist in your local community, so it is important that you select
appropriate examples from the wider media to develop learners’ understanding. Be
sure to exercise caution when delivering this topic, as there may be learners within
your group who have experienced, or are experiencing, these issues.
The focus of topic B.1 is on understanding the full range of social issues that the
public services are involved with. To help develop learners’ understanding, a ‘market
place’ activity may be suitable. Learners work in small groups. Each group takes one
or two issues and produces an informal presentation or poster to be displayed in the
classroom. Learners then move around the different presentations asking questions
and gathering information. This type of peer learning will support learners’
understanding of the topic while also developing their presentation skills.
Moving on from this, you should provide learners with the opportunity to investigate
the potential cultural issues that may occur in local and national communities. Again,
the full range of issues listed in the specification may not exist in your local
community; you can enhance delivery by providing case studies and media
information as appropriate, being careful to give a balanced view. You can combine
delivery of topics B.1 and B.2, with learners carrying out an investigation into both
social and cultural issues.
The final section of this unit requires that learners are provided with a range of
activities to develop their understanding of how the public services deal with social
and cultural issues. You can greatly enhance learning by using guest speakers or
planning visits to public services to provide vocational relevance and to put the
learning into context.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 9: Community and Cultural Awareness
Introduction
Introduce learners to the unit by examining the different communities that exist in
your local area, and also the communities that the group is involved in.
For example, you could arrange for learners to visit a public library or local leisure
centre to gather information on the different community groups. They can then share
what they have found with the rest of the class.
Learning aim A: Understand how the public services use community and
cultural awareness to provide appropriate services for communities
●

Create a visual presentation to introduce the broad spectrum of community groups
that exist both locally and nationally. Learners could then visit relevant websites
and investigate the ways that the services, both uniformed and non-uniformed,
interact with these groups.

●

Use case studies, both written and video-based, to support the delivery of this unit,
demonstrating the ways that public services use community and cultural awareness
when delivering services.

●

Invite guest speakers from public service sectors to enhance the delivery of this
unit. Ask learners to prepare questions in advance, so that you can ensure they are
relevant.

●

Learners could investigate the different types of community groups in the UK by
carrying out research activities on the internet, such as visiting relevant web pages
of the public services. Ensure learners investigate a range of groups and that the
research is both focused and appropriate to the task.

●

Run workshops for learners to begin to prepare the information for the
presentation. It would be better if learners actually deliver their presentations,
rather than planning hypothetical ones. This will bring the learning to life and allow
them to practise their presentation skills. Ensure they have sufficient access to ICT
equipment and remember that some learners may need support with this.

●

Use a group work activity to allow learners to investigate the cultural diversity that
exists in communities. It is good practice to arrange an activity that will allow
learners to investigate this both locally and nationally to fully develop their
understanding.

●

Invite members of local community groups to speak to learners about each group’s
culture and the diverse natures of groups in the local area. Ensure that learners
have the opportunity to discuss with these speakers how their group maintains its
identity.

●

Use a range of case studies, and reports and promotional material provided by
public services, to demonstrate how the services use their knowledge of
communities and their cultures when delivering services.

●

Allow sessions for learners to develop the materials needed for the presentation.
They should have access to ICT for this, in order for them to produce suitable
material.

Assignment 1: Communities and their Cultures*
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Unit 9: Community and Cultural Awareness
Learning aim B: Understand the social and cultural aspects managed by the
public services in communities
●

Create a multimedia presentation that demonstrates how the public services are
involved in managing a variety of social and cultural aspects of the communities
they work within.

●

Use case studies and guest speakers to explore the potential social and cultural
issues that exist within communities and that are managed by the public services.
As discussed earlier, many of these issues may not be present in your local area
and you will need to research them in order to ensure that learners have access to
information on the full range of issues identified in the unit content.

●

Run workshops to allow learners to develop an informal presentation of one or two
social and one or two cultural issues that are managed by the public services.
Learners should research their chosen issues in detail and then take part in a
‘market place’ activity, by giving an informal presentation to the rest of the group
to promote peer learning.

●

Through the use of visiting speakers or visits to local public services, allow learners
to develop and ask questions in order to understand how the public services deal
with social and cultural issues.

●

Provide role-play opportunities in which learners are given scenarios including
social and/or cultural issues within a local community. Each learner should take on
the role of a public service and apply their understanding of how their chosen
service would deal with the issues being presented.

●

Allow sessions for learners to develop the materials needed for the case study
discussion. They should have access to ICT to support this, in order for them to
produce suitable material.

Assignment 2: Public Services Working with the Communities*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details on links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 1: The Role and Work of the Public Services

●

Unit 2: Working Skills in the Public Service Sector

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●
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Wales, J., Citizenship Today (3rd edition.), Collins Educational, 2009
(ISBN 978 0 00731-264-1)
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Websites
Below is a range of public service websites that are current at the time of writing.
They provide information relating to the work undertaken with local communities.
●

British Army – www.army.mod.uk

●

Fire and Rescue Service – www.fireservice.co.uk (not official site)

●

HM Revenue and Customs (HMRC) – www.hmrc.gov.uk

●

Maritime & Coastguard Agency –
www.gov.uk/government/organisations/maritime-and-coastguard-agency

●

Police Service – local police website, e.g. www.cheshire.police.uk

●

HM Prison Service – www.justice.gov.uk

●

Royal Air Force – www.raf.mod.uk

●

Royal Navy/Royal Marines – www.royalnavy.mod.uk

●

UK Visas and Immigration (formerly UK Border Agency) –
www.gov.uk/government/organisations/uk-visas-and-immigration

●

British Army Equality and Diversity Directive –
www.army.mod.uk/documents/general/CGS_ED_Directive-Apr_08.pdf

●

BBC News – www.bbc.co.uk/news

●

Department for Communities and Local Government –
www.communities.gov.uk

●

Equality Act 2010 – www.gov.uk/equality-act-2010-guidance

●

Equality and Human Rights Commission – www.equalityhumanrights.com

●

Home Office – www.gov.uk/government/organisations/home-office

●

Information about public services – www.gov.uk
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Unit 10: Adventurous Activities in the Public
Services
Delivery guidance
Approaching the unit
When thinking about adventurous activities and the public services, learners are
often quick to associate them with the uniformed services. However, adventurous
activities can be used by all types of public services and help to develop transferable
skills such as teamworking, courage, personal fitness and leadership skills. It is
therefore helpful to approach this unit by providing a broad overview of what can be
gained as well as the specific skills involved in certain activities.
During this unit, your learners will experience unique opportunities, helping them to
develop their practical and teamworking skills. The unit may also inspire learners to
consider career paths that they might not otherwise have considered: your selection
of activities should be carefully chosen as they may inform learners’ future career
choices and could link to other units such as Unit 3: Employment in the Public
Services.
You can enhance delivery of this unit by choosing varied activities, including those
where learners could achieve a recognised qualification, such as the National Indoor
Climbing Award Scheme (NICAS).

Delivering the learning aims
Learning aim A allows learners to investigate how adventurous activities benefit the
public services. You can enhance delivery by using guest speakers from the public
services, as well as from businesses who may be able to talk about the benefits of
their particular activity. This provides real-life examples for learners of the
importance of these types of activities. Relevant recruitment teams, former students
or local businesses may also be willing volunteers.
Consider the different types of activities used by the public services. Some activities
may provide specific expertise, such as orienteering, which develops navigation skills
and may be compulsory for some public services, while other activities such as
kayaking develop more general traits like determination, competitiveness and selfreliance. You can aid learning by understanding the different types of training
necessary and relating them to actual situations faced by the public services. It is
important that learners are able to reflect on the use of adventurous activities within
a range of services.
Highlight the importance of these activities by encouraging learners to participate in
simple command or leadership tasks with tutor-developed learning goals. These
types of activities may be of particular interest to centres with limited budgets; so,
for example, orienteering enables tutors to construct a set of tasks or skills for the
learners to achieve or demonstrate. While participating in these activities, learners
should be encouraged to consider the wider skills and benefits such as morale and
motivation, and how lifestyle factors such as health and diet promote productivity
and performance.
In learning aim B, learners must explore two adventurous activities, planning,
demonstrating and then evaluating their performance. This learning aim also allows
learners to develop their knowledge and understanding of the purpose of
adventurous activities in the public services. Safety must be a dominant factor and
both learners and those delivering this learning aim must consider it at all times.
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Learners should also be encouraged to identify other key considerations such as cost,
equipment, and regulations and guidelines.
Some opportunities are easier to come by than others; this will depend on the
personnel you have available, as well as your location and expertise. However, this
learning aim presents your learners with the opportunity to participate in two
adventurous activities, gaining skills valued by the public services in the process.
As well as the opportunity to participate in and enjoy the experiences, learners
should reflect on the skills and qualities that they can develop when taking part in
different types of activities, by using activity diaries or participation logbooks.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 10: Adventurous Activities in the Public Services
Introduction
Introduce learners to the unit by examining the different types of adventurous
activities available.
For example, you could ask learners to work in groups to share any experiences they
have had with adventurous activities and which activities they would aim to do if they
had the choice, before asking them to present their findings to the rest of the class.
There are many videos showing adventurous activities that you can also share.
Learning aim A: Understand the purpose of different types of adventurous
activities for the public services
●

Create a visual presentation to introduce the wide variety of adventurous activities
that can be undertaken by the public services. Learners could also watch video
clips of these activities taking place or visit relevant websites to understand more
about the different levels and specialisms, as well as the reasons to participate in
such activities.

●

Invite guest speakers from different public services to enhance the delivery of this
unit. Guest speakers can also help to deliver workshops that include physical
challenges and explore the reasons why their organisations encourage adventurous
training.

●

Governing body representatives or local businesses can provide an insight into the
range of activities on offer both nationally and locally.

●

Ask learners to select two adventurous activities and evaluate how the skills they
can develop when participating are relevant to a particular job in the public
services; for example, choosing a route in rock climbing could link to safe route
planning in the fire service, reading the water when kayaking could link to
observation in the military.

●

Use case studies to support the delivery of this unit and help learners to evaluate
the importance of adventurous activities to the public services.

●

Ask learners to research a range of different public services websites in order to
understand the different opportunities on offer and the value and benefits that
adventurous activities offer the individual, by allowing them to develop particular
skills and qualities.

●

Allow sessions for learners to develop the materials needed for the booklet. They
should have access to ICT to support this, in order for them to produce suitable
material.

Assignment 1: The Purpose of Adventurous Activities to the Public Services*
Learning aim B: Explore the planning, participation and evaluation of your
performance in adventurous activities
●

Use a group work activity to encourage learners to research local outdoor activity
centres that operate national governing body (NGB) training schemes. They must
use their research to plan for participation in two different adventurous activities.
Learners should then present their findings, explaining and justifying the key
considerations in their planning. As part of their assessment, learners can present
individually or in pairs. You may wish to use a video camera to record
presentations for future evidence.
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Unit 10: Adventurous Activities in the Public Services
●

Arrange visits to outdoor centres to allow learners to appreciate the provision
offered locally. These visits can build an understanding of where and how learners
can participate in adventurous activities.

●

In order to establish a clear progressive structure for learners to follow, you can
use existing NGB training frameworks; for example, the National Indoor Climbing
Award Scheme (NICAS). This offers learners the opportunity to work on their
development in a chosen activity and measure their achievements against specific
set goals. The purpose of schemes like NICAS is to offer learners the opportunity to
understand future pathways in adventurous activities. They also provide learners
with a record of their personal achievement, including certification in many cases.
These existing schemes allow you to introduce learners to adventurous activities in
a safe, structured and enjoyable way.

●

Ask learners to identify and reflect on skills learned during their participation in
adventurous activities using a diary or participation logbook. They should also
develop an awareness of future skills and techniques to be acquired. Encourage
learners to record their reflections on a regular basis, rather than leaving their
evaluation until the end of the unit. Throughout this learning aim, learners could
photograph or video the skills and techniques they use in order to generate
evidence for assessment.

●

Encourage learners to seek feedback from their instructors and/or peers in order to
carry out a self-assessment. This could be achieved using a skill or technique
checklist. However, please note that learners should be under qualified supervision
at all times.

●

Ask learners to identify and reflect on the ways in which they worked together, and
how their performance, attitude and behaviour impacts on others. Using this
information, learners should create a personal development plan in which they
evaluate the skills that they have gained and recommend areas for future
development.

Assignment 2: Participating in Adventurous Activities*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 12: Land Navigation by Map and Compass

Please note: This unit cannot be taken with Unit 14: Multi-day Expedition
Experience.

Resources
Websites
Below is a range of websites that are current at the time of writing. They provide
information relating to the types of adventurous activities that you may wish to
consider when delivering this unit.
●
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www.raf.mod.uk/universityairsquadrons/aboutus/masuasadventuroustrainin
g.cfm
●

British Army Adventurous Training – www.army.mod.uk/events/23206.aspx

●

British Canoe Union – www.bcu.org.uk

●

British Mountaineering Council – www.thebmc.co.uk

●

Careers advice – www.gov.uk/browse/working/finding-job

●

National Indoor Climbing Award Schemes (NICAS) – www.nicas.co.uk

●

Royal Navy Adventurous Training –
https://pdevportal.co.uk/adventure_training
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Unit 11: Sport and Recreation in the Public
Services
Delivery guidance
Approaching the unit
The focus of this unit is to explore the value and importance of sport and recreational
activities to the public services. You could take the opportunity to look at both the
uniformed and non-uniformed services, as they both use sport and recreation
activities for similar purposes.
You could also use this unit to provide learners with an opportunity to explore a
variety of sporting and/or recreational activities and, where possible, allow them to
take part. This unit is a combination of both theoretical and practical learning aims
that would benefit from the use of guest speakers and visits to various sport and
recreation facilities used by the public services.

Delivering the learning aims
The intention of learning aim A is to give learners an understanding of why sport
and recreation are important to the public services. It is part of the theoretical
knowledge required for this unit. Learners will explore the benefits of sport and
recreation to both the individual and the services. You can support this by
researching statistics that demonstrate the positive effect of sport on productivity.
Learners must also understand how the public services support the use of sport and
recreation activities. To enhance delivery of this learning aim, you could arrange
visits to different facilities provided for the public services or by researching the
facilities with corporate memberships aimed at public service workers. Alternatively,
guest speakers from the public services could provide a detailed insight into what is
on offer.
You could also research sporting journals such as Athletics Weekly or individual case
studies to find supporting evidence of inter-service competitions and public service
personnel participation in national and international events such as the Olympic
Games or the Commonwealth Games.
As part of this learning aim, learners will be given the opportunity to explore different
sport and recreational activities. Use learners' prior experiences to enhance delivery
by asking them to share details of the sport and recreational activities they have
taken part in and their feelings when participating.
Learning aim B encourages learners' personal involvement in sporting activities.
This is the practical part of the unit and learners are more likely to find it engaging. It
would be beneficial for you to dedicate one session per week to this learning aim
throughout the delivery of the unit in order to give learners the opportunity to
experience a variety of sporting activities and to help broaden their knowledge
and skills.
In order for learners to meet the learning aims effectively, it is recommended that
you also include sports that are unfamiliar. You may wish to arrange a visit to a
public service team training session to help your learners understand why public
service members get involved. A session with an armed service could also be of use.
To conclude the unit, you may wish to arrange a trip to a public service sporting final.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 11: Sport and Recreation in the Public Services
Introduction
Introduce learners to the unit by inviting a uniformed public services guest speaker to
talk about the sport and recreation activities available in their service.
For example, the armed forces can provide an insight into this side of public service
life, talking about things like the value placed on team cohesion and the level of
financial investment involved.
Learning aim A: Understand the importance of sport and recreation to the
public services
●

Ensure that learners understand the different public services they will discuss,
including the non-uniformed services, and how sport and recreation can contribute
towards staff productivity and retention within these services.

●

Initiate a discussion on the benefits of sport and recreation activities, such as the
benefits of taking part in sport and the positive effects it could have on a work
force. Learners should use their personal experiences of sport and recreation in the
discussion.

●

Research and provide statistics that link participation in sport and recreation to a
reduction in absenteeism, reduced staff illness and improved health and fitness.
There is plenty of information in the public domain to support the link between
sport and the working environment.

●

Run workshops to allow learners to undertake individual research on one uniformed
and one non-uniformed public service of their choosing. They should investigate
opportunities to engage in inter-service competition and events in their chosen
services; for example, Civil Service Athletic Association (CSAA) events.

●

Arrange for learners to visit live sporting events where public service personnel are
involved, for example CSAA events, the Army vs Navy Rugby Match held annually
in May, or the Police vs RAF vs Fire Service Cross Country League. Alternatively,
learners could use the internet to research the sporting events available and some
high profile examples of public servants who have represented Great Britain at the
Olympic Games or other international events, such as Royal Artillery Captain
Heather Stanning or Dame Kelly Holmes.

●

Allow sessions for learners to develop the materials needed for the leaflet and
presentation. They should have access to ICT to support this, in order for them to
produce suitable material.

Assignment 1: The Importance of Sport and Recreation*
Learning aim B: Explore personal participation in sport activities
●

Run activity sessions to allow learners to take part in three fitness assessments –
for example, agility, endurance and flexibility tests – and record their results.

●

Set up tests relating to sporting activities that your learners intend to take part in,
such as the sit and reach test, Illinois agility test or VO2 max test. Learners should
complete individual record sheets to show their results. You could use the test
completed for Unit 5: Health, Fitness and Lifestyle for the Public Services.

●

Lead a discussion to explain the importance of keeping a personal diary during the
practical elements of this learning aim.
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●

Learners should create a personal diary to record details of their participation in
various sporting activities. This must include a team sport and an individual sport.
Evidence should include photos and witness statements. The diary should also
include a comparison of the reasons given by public services personnel for
participation in sporting activities and an evaluation of the specific benefits to one
chosen public service.

●

Lead a discussion on the key considerations, such as safety and appropriate
clothing, when planning for participation in sport.

●

Ask learners to plan and prepare for participation in two different sport activities in
a small group setting.

●

Carry out training sessions to develop learner’s skills and techniques before they
are placed in an assessed competitive environment.

●

Discuss with learners the options for submitting their self-assessment; for
example, feedback from peers or coaches/tutor, videos or written witness
statements.

●

Allow sessions for learners to consolidate feedback and evidence for their personal
diaries.

Assignment 2: Personal Participation in Sport*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 5: Health, Fitness and Lifestyle for the Public Services

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●

Beashel, P., Sibson, A., and Taylor, J., The World of Sport Examined, Nelson
Thornes, 2001 (ISBN 978 0 17438 752 7)

Journals
The journals and periodicals listed below often feature articles or information on
sporting activities that involve the public services.
●

Athletics Weekly – www.athleticsweekly.com

●

FIRE Magazine – www.fire-magazine.com/fire/default.aspx

●

Navy News – www.navynews.co.uk

●

POLICE Magazine – www.policemag.co.uk
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●

Soldier Magazine – www.army.mod.uk/soldier-magazine/soldiermagazine.aspx

Websites
Below is a range of public service websites that are current at the time of writing.
They provide information relating to the sport and recreational activities available in
the services.
●

Civil Service Sports Club (CSSC) – www.cssc.co.uk

●

Fire Services Sports & Athletic Association – www.fssaa.com

●

NHS Sport and Physical Activity – www.sportandphysicalactivity.nhs.uk

●

Police Sport UK – www.policesportuk.com

●

RAF Sports – www.raf.mod.uk/links/rafsports.cfm

The following websites provide information on the benefits of sport and recreation for
organisations and individuals.
●

World Health Organization (WHO) – www.who.int

●

SkillsActive – www.skillsactive.com

●

Topend Sports: for a wide range of information about sports, science, fitness
and nutrition – www.topendsports.com

●

Sport and Recreation Alliance – www.sportandrecreation.org.uk
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Unit 12: Land Navigation by Map and
Compass
Delivery guidance
Approaching the unit
Many learners may believe that there is no longer a need to learn how to read a map
or use a compass as smartphones or other satellite navigation systems can give
them directions. Your job is to persuade them that being able to use a map and
navigate with a compass are important life skills. Learners must understand that
these skills could save a life and that all public service personnel need to have these
skills instead of relying on modern technology.
In the assessment section of the specification, there is plenty of scope for practical
sessions and you can combine this unit with other outdoor units, such as Unit 10:
Adventurous Activities in the Public Services and Unit 14: Multi-day Expedition
Experience, to help with delivery. When completing tasks, learners can use photos or
video clips as evidence for assessment.
You can enhance the delivery of this unit by making it as practical as possible for all
learners; for example, by turning it into a learner-led unit in terms of gathering
evidence, allowing them to learn from each other as they practise the basic skills
outdoors and then asking them to choose their own routes to work on (observing
safety considerations).

Delivering the learning aims
When you are delivering learning aim A, ensure that learners have access to
various types of maps to consider and discuss before demonstrating their use. This
learning aim would lend itself to both a well-scripted presentation, on the different
types of maps and their uses, and a practical demonstration. The practical
demonstration, focused on locating various places or items, could take the form of a
simple exercise using a plan of the school/college and playground/playing fields.
Learning aim B takes this knowledge and understanding further. Learners will need
to have access to compasses for the practical element of this learning aim but should
begin by drawing and labelling a series of diagrams in order to explore the use of a
compass.
Finally, in learning aim C, learners must plan and undertake a route. They should
create a route card with a least six changes of direction. You must also ensure that
you cover the impact on the environment and issues regarding safety while
undertaking navigational exercises. You can refer to information on the Natural
England website for help in covering this part of the criteria. Again, this learning aim
would lend itself to written work followed by a practical activity that learners can
report back on, using the reflection or evaluation tasks outlined in the ‘Getting
started’ section.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 12: Land Navigation by Map and Compass
Introduction
Introduce learners to the unit by discussing why we have maps, the importance of
cardinal points and why a compass needle moves.
You should stress to learners that although we live in a technological world we still
need to understand the basics in order to use modern technology effectively.
Learning aim A: Explore maps used for land navigation
●

Create a visual presentation to introduce the broad range of types of map
available; from an atlas to a street map, to maps of British waterways and the
different range and scales used on Ordnance Survey maps.

●

Use case studies covering various situations where a map is required, to explore
the uses of different maps and the different features, symbols and, most
importantly, scales that are used to make them fit for purpose. You could take this
opportunity to introduce map-reading issues such as Naismith’s Rule.

●

Use a digital-mapping program such as Memory Map® to help you demonstrate
how to read a map. The best method is to take a simple map of your local area and
ask learners to rotate the map so that the main features of the locality are aligned
to the map.

●

Ask learners to draw a map of their journey to school or college and mark all the
main features along their route. The Ordnance Survey website has a number of
resources you can use to enable learners to produce their maps.

●

Allow sessions for learners to develop the materials needed for the presentation.
They should have access to ICT to support this, in order for them to produce
suitable material.

Assignment 1: Create a Map*
Learning aim B: Explore how to use a compass
●

Create a multimedia presentation that demonstrates the range of features normally
found on a compass. This information is widely available on the Ordnance Survey
website; further resources to support delivery are listed at the end of this delivery
guide.

●

Support learners in producing a video of them working together in small groups to
explain the details of a compass, how to use it and the care of a compass during
and after use. They could do this in the classroom or during an outdoor session.

●

Run workshops where learners are tasked with building their own compass in order
to deepen their understanding of the features and principles of its use. You will
need resources such as bar magnets and sewing needles. Instructions for making
magnetic compasses are available online: see the Resources section at the end of
this unit for one example.

●

Produce a simple directional outdoor course and ask learners to follow instructions
based on cardinal points to complete it.

●

Allow sessions for learners to develop the materials needed for the handout. They
should have access to ICT to support this, in order for them to produce suitable
material.

Assignment 2: Describe and Demonstrate a Compass*
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Learning aim C: Be able to undertake a route
●

Lead learners in a discussion to explore the purpose of a route card and the range
of information that it should contain.

●

Invite a guest speaker from an organisation such as the Duke of Edinburgh’s Award
scheme to enhance the delivery of this unit. Ask learners to prepare questions in
advance, so that you can ensure they are relevant.

●

Ask learners to carry out a research task in small groups. Each group must take
responsibility for investigating one of the following considerations when planning a
route – environmental issues, taking into account relevant legislation; safety issues
and how risk assessments can be used to reduce the impact of any risks; planning
and the use of equipment. Each group should present their findings as a poster to
share with the rest of the class.

●

Ask learners to produce a route card of their own design ensuring that it covers
from and to grid references, bearing and distance. You may wish to offer guidance
on a pre-determined route: the distance does not have to be vast and could be on
any area of open space.

●

If possible, learners can produce a video diary of their route with a PowerPoint®
presentation to accompany their journey.

●

Allow sessions for learners to develop the materials needed to produce a report for
the assignment. They should have access to ICT to support this, in order for them
to produce suitable material.

Assignment 3: Undertake a Route*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 10: Adventurous Activities in the Public Services

●

Unit 14: Multi-day Expedition Experience

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●

Hawkins, P., Map and Compass: The Art of Navigation (Cicerone
Techniques), Cicerone Press, 2003 (ISBN 978 1 85284 394 6)

●

Langmuir, E., Mountain Craft and Leadership (4th edition), Mountain Training
Boards of England and Scotland, 2013 (ISBN 978 0 95688 690 6)

●

Long, S., Hill Walking: The Official Handbook of the Mountain Leader and
Walking Group Leader Schemes (2nd edition), UKMTB, 2011
(ISBN 978 0 95415 110 2)
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●

Walker, K., Steel, P., The Essential Hill Walker’s Guide, Frances Lincoln, 2004
(ISBN 978 0 71122 410 0)

Websites
Below is a range of websites that are current at the time of writing. They provide
information on topics relevant to this unit, including getting access to the countryside
and useful equipment for outdoor events.
●

BBC Science: How to make a magnetic compass –
www.bbc.co.uk/science/0/23033112

●

Compass work – www.silvacompass.com

●

Natural England (countryside access) – www.naturalengland.org.uk

●

Duke of Edinburgh Award – www.dofe.org

●

Environment Agency – www.gov.uk/government/organisations/environmentagency

●

Harvey Maps – www.harveymaps.co.uk

●

Memory Map® – www.memory-map.co.uk

●

Ordnance Survey – www.ordnancesurvey.co.uk
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Unit 13: Volunteering for the Public Services
Delivery guidance
Approaching the unit
The focus of this unit is to consider the role of volunteers in today’s society and, in
particular, how they can assist the public services. It aims to answer the question:
what does volunteering do for us? Many of the skills that will help learners enter the
public services can be gained or developed through volunteering.
You should deliver this unit using a mix of theory, to introduce learners to the topics
covered in the unit content, and guest speakers from a number of public services and
voluntary agencies in order to establish contact with potential areas of interest for
individual learners. Once that contact has been made, follow up with a placement,
where possible, so that each learner can undertake some voluntary work that they
can later reflect on, in terms of their achievements and the skills they gained.

Delivering the learning aims
In learning aim A, learners need to understand the benefits of volunteering to the
individual and how volunteering can be of value to the public services. As they start
to consider the range of benefits, learners should be encouraged to consider both
topics within the learning aim. It is not just about what they can gain from the
activity but also what good they may do and what goals they may help to achieve.
Use case studies and guest speakers to highlight the need for and importance of
volunteers to the public services.
In learning aim B, learners must carry out their own investigations into the range of
organisations that use volunteers as part of their workforce. Many of these
organisations will be related to the public services in some way. Learners should then
extend their research into the roles that may be available as a volunteer within these
organisations. Invite guest speakers from a range of organisations to enhance
delivery or seek input from learners themselves if they are already part of a relevant
organisation such as the cadets or St John Ambulance. Once their research is
complete, learners should apply for their choice of volunteering role. Support and
encourage learners as required to ensure that they seek realistic opportunities.
In learning aim C, learners will need to prepare for their placement by ensuring that
they understand the types of skills and behaviours that will be required from them. If
you are using a specific range of organisations then it would be helpful to have input
from them at this stage. As the placement approaches, learners should be
encouraged to set themselves some targets. Provide them with the template for a
reflective log so that they can record both the activities they undertake and the skills
that they feel they have demonstrated.
In learning aim D, learners will need to reflect on their own performance and
compile a portfolio of evidence to support this. This may involve observation records
and witness statements as well as their own logbook. Learners should then be
encouraged to review this portfolio and consider what they have achieved and what
they wish to improve on in order to support their personal development.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 13: Volunteering for the Public Services
Introduction
Introduce learners to the unit by examining the need for and importance of
volunteering to the public services.
You could arrange for learners to visit the school or college library, or a public library,
to gather information on the range of volunteering opportunities that are available and
the contribution they could make. They can then share what they have found with the
rest of the class.
Learning aim A: Understand how volunteering supports public service
organisations
Learning aim B: Investigate opportunities for volunteering and the public
service organisations involved
●

Lead learners in a group discussion to explore what they understand by the term
volunteer, encouraging them to give a range of examples to support their views. As
a group, establish a working definition of volunteering that can be compared to
official definitions.

●

Carry out a brainstorming activity to explore the benefits of becoming a public
service volunteer. Learners should justify their reasoning and explain their
rationale for each benefit.

●

Invite guest speakers from different voluntary agencies or from public service
teams to discuss the importance of volunteer activity in their sector. Ask learners
to prepare questions in advance, so that you can ensure they are relevant.

●

Use case studies to explore the importance of volunteers to a wide range of public
services. Learners can also consider whether it is appropriate for certain aspects of
a public service to rely on voluntary support and the benefits of freeing up money
and resources for other things.

●

In groups, learners should discuss the range of volunteering opportunities that are
available, covering the roles that exist and the sort of activities they can
undertake, as well as the purpose of these activities. Following this discussion,
learners can use the internet, local media or other appropriate sources of
information to research volunteering opportunities in their area. This activity will
support planning for the placement activity they will undertake in learning aim C.

●

Ask learners to prepare relevant documentation – such as a curriculum vitae (CV)
and letter of application – to support any official application form required to apply
for a voluntary position that interests them. Again, support from local voluntary
agencies will be valuable here.

Assignment 1: Public Service Volunteering Opportunities*
Learning aim C: Prepare for and undertake a voluntary placement in a chosen
public service
Learning aim D: Reflect on own performance on a voluntary placement in a
chosen public service
At this stage, learners should have some idea as to the type of voluntary placement
that they are going to undertake.
●
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video clips are available on video-sharing websites, covering such skills as
teamwork, equality, timekeeping and communication.
●

Use a group work activity to allow learners to explore the expectations a placement
may have of them. Learners should discuss these expectations before preparing a
brief presentation to share their thoughts with the rest of the class.

●

Ask learners to use the internet to research relevant legislation for their
placements; for example, The Health and Safety at Work etc. Act 1974, The Data
Protection Act 1998, etc.

●

Support learners in carrying out a personal skills audit to help them to decide how
their current skills match those that will be required of them. This information can
be used to set targets for their time at their placement.

●

On completion of their placement, learners should collect a range of feedback on
their performance and compile a portfolio along with their placement log.

●

Allow sessions for learners to reflect on what they did during their placement, what
they achieved and any targets that they met. Encourage learners to be honest
about their performance, considering both strengths and areas for improvement.
Learners should also reflect on what their performance as a volunteer may indicate
about their future aspirations for joining a public service, as this may reveal further
areas for improvement.

Assignment 2: Being a Public Service Volunteer*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 1: The Role and Work of the Public Services

●

Unit 2: Working Skills in the Public Service Sector

●

Unit 6: Citizenship, Society and the Public Services

●

Unit 7: Crime and its Effects on Society and Individuals

●

Unit 9: Community and Cultural Awareness

●

Unit 15: Health and Safety in the Public Services

●

Unit 16: Employability Skills in the Public Services

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●

Martin, L., Volunteering: The Essential Guide, Need2know, 2013
(ISBN 978 1 86144 133 1)
This book combines varied volunteer experiences with useful information and
is aimed at potential volunteers of all ages who are not sure how, why or
when to take that first step.
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●

Rochester, C., Paine, A.E., Howlett, S. and Zimmeck, M., Volunteering and
Society in the 21st Century, Palgrave Macmillan, 2012
(ISBN 978 0 23036 772 2)
This book provides an overview of the concepts and theories that explain the
nature of volunteering, reviews the data on who volunteers and for what,
examines key organisational issues for volunteer managers, and discusses
the enduring challenges which volunteering continues to face in the 21st
century.

Journals
Current journals often provide case studies and up-to-date information on a range of
subjects specific to the service.
●

Global Volunteer Network’s Journals –
http://journals.globalvolunteernetwork.org/

●

Volunteering Magazine – www.volunteering.org.uk/magazine

Websites
Below is a range of public service and voluntary service websites that are current at
the time of writing. They provide information on a number of subjects specific to the
individual services and the voluntary opportunities available.
●

British Army – www.army.mod.uk

●

Army Cadets – www.armycadets.com

●

British Red Cross Volunteers – www.redcross.org.uk/get-involved/volunteer

●

Government website offering advice on volunteering –
www.gov.uk/volunteering/find-volunteer-placements

●

Government website offering advice on work experience and volunteering –
www.gov.uk/moving-from-benefits-to-work/work-experience-andvolunteering

●

Police Special Constabulary – www.policespecials.com (not official site)

●

Royal Air Force Air Cadets – www.raf.mod.uk/aircadets

●

St John Ambulance volunteers – www.sja.org.uk/sja/volunteer.aspx

●

Army Reserve – www.army.mod.uk/join/20080.aspx

●

Volunteering England – www.volunteering.org.uk

●

Volunteering Inspired – www.vinspired.com

●

Voluntary Service Overseas (VSO) – www.vso.org.uk

●

Worldwide Helpers – www.worldwidehelpers.org
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Unit 14: Multi-day Expedition Experience
Delivery guidance
Approaching the unit
In this unit, your learners will have the opportunity to explore expeditions and their
role in the public services. Your learners will become familiar with the purpose of
multi-day expeditions, their aims and the preparation that public services undergo to
ensure safe and enjoyable experiences for all. They should also be familiar with
different types of expeditions, such as educational, corporate and individual. There is
also the opportunity for your learners to reflect on the essence of these experiences
by planning, participating in and reviewing their own multi-day expedition.
Emphasise to your learners that the public services value their employees
participating in expeditions and often encourage annual participation in these events,
in order to develop employees’ essential skills and broaden their experiences for
promotion. These experiences also enable employers to train staff to operate
effectively outside of their usual comfort zone. Participants can develop skills such as
the ability to stay calm and professional in challenging situations, leadership,
organisation, communication, teamwork, courage, determination, tenacity and
delegation. Take this opportunity to remind your learners that these skills are vital in
order to make the successful transition from students to public service employees.

Delivering the learning aims
As part of the unit, learners must take part in a multi-day expedition and you need to
take this requirement into account when selecting this unit. The term ‘multi-day’ is
used in the specification to define an expedition of a minimum of two days with one
overnight stay.
In learning aim A, learners must understand the safety and environmental
considerations when participating in a multi-day expedition. You can enhance
delivery by arranging guest speakers from the public services or relevant public
service recruitment teams, as well as organisations with expertise in expedition
planning who can provide real-life examples. These may include commercial
companies who offer expeditions both in the UK and overseas, such as World
Challenge. You may also wish to involve former students, particularly those who
participated in the Duke of Edinburgh’s Award scheme.
For learning aim B, you will need to guide your learners through the planning and
preparation for the expedition. Group or class discussions can help you get learners
thinking about the purpose of the expedition and what they will learn from it. Guide
them to consider personal learning and thinking skills, as well as practical skills such
as navigation and putting up tents. They will need to produce a variety of documents
so providing examples will help them understand what they need to produce as part
of planning a safe and successful expedition. You could use case studies to start
discussions around what happens when things do not go to plan, such as unexpected
changes in weather conditions or illness.
Learning aim C centres on the multi-day expedition. Learners will benefit from visits
to a variety of different open countryside, moorland and mountainous areas to
develop their skills and techniques. This should be carried out in a progressive
manner, using suitable qualified instructors. Allow learners plenty of time to practise
working with appropriate equipment. You may wish to deliver this part of the unit via
a residential visit to an outdoor centre, or bring in qualified staff.
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For learning aim D, learners will need to review and reflect on their participation in
the multi-day expedition. You should explain this before the expedition takes place,
so that they are aware of the kind of information they need to record and why. After
the expedition, you could run workshops to facilitate this review process.
Video evidence is particularly useful in this review stage as it allows ‘back in the
classroom’ video analysis. This allows your learners, with direction, to identify and
analyse what they did well and any areas for improvement. This analysis could take
the form of a SWOT analysis and a personal development plan.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 14: Multi-day Expedition Experience
Introduction
Introduce the unit by investigating a range of different types of expeditions, such as
group or solo expeditions. You may wish to focus your learners in groups of two to
three on the planning, preparation, safety and environmental considerations on a
specific expedition that you set. They can then present what they have found with the
rest of the class.
Learning aim A: Know about safety and environmental considerations for
participating in a multi-day expedition
●

Lead a class discussion on the key considerations when planning an expedition,
such as the time of year, the physical terrain and the people involved. The
following suggested questions may help to facilitate discussion:

o

Are there likely to be extremes in temperature?

o

Are you suitably trained and equipped?

o

What are the possible dangers associated with a steep gradient or marshy terrain?

o

Who are you likely to come into contact with?

●

Source or create case studies about members of the public who have had to be
rescued by public services such as Mountain Rescue, HM Coastguard, the RAF or
the Royal Navy. Ask learners to identify specific safety considerations that could
have prevented the incident(s).

●

Your learners could work in pairs to research environmental considerations. This
could include the impact of tourism in Snowdonia or the Scottish Highlands and
how this impact is managed. They should consider the range of public services
involved in this management, including local authorities.

●

Ask learners to work in groups to prepare a safety information poster that includes
key information for those planning an expedition; for example, wear suitable
clothing, carry provisions or carry a contact number for local emergency services.

●

Invite appropriate guest speakers from the public services or local organisations to
enhance the delivery of this unit. Ask learners to prepare questions in advance, so
that you can ensure they are relevant.

●

Allow sessions for learners to develop the materials needed for the briefing. They
should have access to ICT to support this, in order for them to produce suitable
material.

Assignment 1: Safety and Environmental Considerations Relating to Expeditions*
Learning aim B: Plan and prepare for a multi-day expedition
●

Outline to the class the multi-day expedition they will undertake, including the
aims and objectives.

●

Use a group work activity to allow learners to design, produce and complete a
route card that includes the following information:

o

Leg number

o

Grid reference From

o

Grid reference To

o

Bearing
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o

Distance

o

Height climbed

o

Time allowed for leg

o

Details of route

o

Escape route

●

Lead a class discussion on the key considerations when planning a multi-day
expedition.

●

Run workshops for learners to begin to investigate and prepare the required
information and equipment for their expedition, for example a personal kit
checklist, food requirements, contingency planning, etc.

●

Involve learners in the risk assessment for the expedition. This could be done by
group discussion and should follow National Governing Body (NGB) and your
institution’s guidelines.

●

Use case studies from newspaper articles to explore expeditions that have not gone
to plan. Ask learners to identify what could have been done differently in order to
prevent the group/individual from getting into difficulties. Emphasise the
importance of checking and maintaining equipment, and making appropriate
decisions both before and during the expedition to ensure the safety of the group.

Assignment 2: Expedition Planning, Preparation and Review*
Learning aim C: Undertake a multi-day expedition
●

Lead a discussion on the areas they must focus on during the expedition, for
example teamworking and practical skills, and the correct use of equipment.

●

Ask learners to create their own personal diary or logbook to record their
participation during the expedition. Encourage learners to record their reflections
on a regular basis, rather than leaving it all until the end of the expedition. You
could set up a video camera away from the group so that learners can record their
thoughts and feelings in private.

●

Throughout this learning aim, learners could photograph or video the skills and
techniques they demonstrate, in order to generate evidence for assessment.

●

Set up a system to build group cohesion such as the ‘buddy’ system. Using this
approach, learners work in pairs and check on each other regularly, for example to
ensure they are drinking enough water, that equipment is properly used or stored,
etc.

Assignment 3: Expedition Participation*
Learning aim D: Review performance in a multi-day expedition
●

Put learners in groups to evaluate the success of the expedition against the aims
and objectives.

●

Referring to their diary or logbook, ask learners to identify and reflect on skills
learned during their participation in the expedition. They should also develop an
awareness of skills they still need to develop and techniques to be acquired.

●

Ask learners to identify and reflect on the ways in which they worked together, and
how their performance, attitude and behaviour impacts on others.

●

Encourage learners to seek feedback from their instructors and/or peers in order to
carry out a self-assessment.

●

Run workshops where learners use the information from their evaluation to create
a personal development plan in which they evaluate the skills that they have
gained and recommend areas for future development. You could also ask them to
identify who could assist them in meeting these targets.
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●

Carry out a research activity in which learners investigate opportunities to get
involved in local clubs, or organisations in their area that offer expedition
experiences, such as the Duke of Edinburgh’s Award scheme.

Assignment 4: Expedition Review*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 12: Land Navigation by Map and Compass

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●

Winser, S., The Royal Geographical Society's Expedition Handbook, Profile
Books, 2004 (ISBN 978 1 86197 044 2)

●

Edwards, D., Expedition Planning Guide, Self-published, 2011
(ISBN 978 1 44679 040 3)

Websites
Below is a range of public service websites that are current at the time of writing.
They provide information on public services and some of the types of adventurous
activities that you may wish to consider when delivering this unit.
●

Adventurous Training at Manchester and Salford Universities Air Squadron
(and information about other university air squadrons) –
www.raf.mod.uk/universityairsquadrons/aboutus/masuasadventuroustrainin
g.cfm

●

British Army Adventurous Training – www.army.mod.uk/events/23206.aspx

●

British Canoe Union – www.bcu.org.uk

●

British Mountaineering Council – www.thebmc.co.uk

●

Duke of Edinburgh’s Award – www.dofe.org/

●

National Indoor Climbing Award Schemes (NICAS) – www.nicas.co.uk

●

Royal Navy Adventurous Training –
https://pdevportal.co.uk/adventure_training
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Unit 15: Health and Safety in the Public
Services
Delivery guidance
Approaching the unit
Health and safety has a reputation for being a dry subject to deliver; however, the
aim of this unit is to encourage learners to think about health and safety in the
context of the public services – the ‘what ifs’ for both employers and employees –
and not just the policies. By encouraging learners to investigate and to think more
broadly, you can ensure the unit is fun, engaging and focused on current events. Use
news and television programmes to encourage learners to examine health and safety
in action to help bring learning to life.
In the assessment section, you must use examples from as wide a range of services
as possible. The term ‘contrasting’ is used in the specification so you must ensure
that learners select appropriate examples; for example, an emergency service and an
armed service would be suitable but the police and the fire service, which are both
classified as emergency services, are not contrasting. Use websites, careers advisers
from the armed services, emergency recruitment teams and your own workplace
health and safety department as guest speakers to support the unit delivery.
You can enhance delivery of this unit by making it as practical as possible, working
closely with recruitment teams at the various public services. In many cases,
representatives of the public services may be willing to allow learners to visit units or
to bring equipment into your centre. This will help to bring learning to life and
provide the vocational relevance that can enhance engagement across the
programme.

Delivering the learning aims
When you are delivering learning aim A, learners should investigate legislation that
will protect them in the public services. The public services can include any group
taken from any of the services: emergency, armed, local authority, central
government and voluntary. For each section, you may wish to invite a guest speaker
to talk about the work that is done in their organisation, including their
responsibilities for employee safety. This will help learners to contextualise the role of
health and safety with real-life examples.
Learning aim B develops this knowledge and understanding, encouraging learners
to consider their own safety in the working environment. You need to describe how
employees maintain their own safety and also the safety of others. This information
is readily available on the various public service websites and is also covered on the
Health and Safety Executive (HSE) website. You can also contact the relevant public
service recruitment teams for information. It is important to ensure that your
learners compare different activities within the services and consider how legislation
protects employees. Remember that, as a teacher, you are an employee and the
legislation also applies to you, so you can use examples from your own working
practices to help learners understand the theory.
Learning aim C allows learners to be creative and to apply their understanding in a
practical way. Source examples of risk assessments from your own workplace (e.g.
your school or college) to explain how an activity is broken down into hazards, their
severity and the likelihood or risk of those hazards occurring. You could devise riskassessment scenarios for learners to investigate in a classroom-based situation. This
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is easy to arrange, especially if you work with your own health and safety adviser at
your school or college.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 15: Health and Safety in the Public Services
Introduction
Introduce learners to the unit by asking questions such as:
●

Why are police officers issued with CS gas?

●

Who decides that soldiers must wear boots?

●

Can you join the Explosive Ordnance Disposal (EOD) regiment if you are colourblind?

Ask learners to discuss their answers in small groups before presenting their findings to
the class. This information could then be used to initiate a research task in your
learning centre to confirm their findings.
Learning aim A: Understand how public service employers protect their
employees
●

Introduce the unit by asking learners to identify potential health and safety hazards
in their classroom, school or college. Follow up with a discussion of how they came
to their conclusions.

●

Invite guest speakers from different services to discuss the health and safety
hazards that they face on a daily basis and how these are handled or prevented in
their place of work. Ask learners to prepare questions in advance, so that you can
ensure they are relevant.

●

Run a workshop in which learners research the relevant legislation and regulations
in order to capture the key points of each for a wall display.

●

Use a brainstorming activity to relate the key points of each piece of legislation or
regulations to different public services and example job roles within each service.
Learners could work in small groups with each group exploring a different service.

●

Organise a trip to a local police or fire station to investigate specialist equipment
and personal protective equipment (PPE) and discuss its use with employees.

●

Source or create relevant case studies to illustrate how working practices have
changed in response to health and safety legislation; for example, it is now
standard practice for police officers to wear stab vests as part of their uniform.

●

Allow sessions for learners to develop the materials needed for the induction. They
should have access to ICT to support this, in order for them to produce suitable
material.

Assignment 1: Protection of Employees*
Learning aim B: Understand the role of an employee in maintaining a safe
working environment
●

Initiate a discussion about uniform and equipment and how, and why, this has
changed over the years. Learners should be able to draw conclusions about the
changes that relate to health and safety. It would be helpful to prepare a visual
presentation for the discussion including examples of public service uniforms both
past and present.

●

Source images and video clips of a variety of large events from different eras, such
as the King’s Cross fire in 1987 or the miners’ strike of 1984–1985. Invite learners
to identify potential hazards at each event and what was or could have been done
to protect people. Can the learners identify any changes that occurred over time?
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To what extent was this influenced by changes in legislation?
●

Ask learners to research events where health and safety regulations have hindered
the public services from rescuing members of the public. They could use the
internet to find news reports, where available. Encourage them to discuss the
implications.

●

Arrange for a local council health and safety officer to speak to learners about their
role, how health and safety is applied by their organisation and how employees are
encouraged to apply health and safety in their day-to-day roles. Ask learners to
prepare appropriate questions in advance.

●

Allow sessions for learners to develop the materials needed for the booklet. They
should have access to ICT to support this, in order for them to produce suitable
material.

Assignment 2: Employees’ Safe Working Environment*
Learning aim C: Undertake a risk assessment of a given scenario
●

Give learners the opportunity (in groups or as a class) to identify what they
understand by the terms ‘hazard’ and ‘risk’ and to provide a range of examples.

●

Follow up with a class discussion to establish a working definition of hazards and
risks that could then be compared to official definitions.

●

Provide a range of examples of hazards to discuss with learners. Explore ways in
which the risk of each hazard occurring could be eliminated or reduced. Ask
learners to suggest ways to make each scenario safer.

●

Ask learners to bring in photographs of different hazards they have observed in
their home, classroom, school, college or neighbourhood. Use the images to
stimulate a discussion. Learners should create a table to record each hazard, the
associated risk, details of who might be harmed and the potential harm that could
result.

●

Lead a discussion on the key elements and steps of a risk assessment.

●

Create a series of scenarios that include hazards for which learners must create
risk assessments. This could be a physical setting such as the classroom or a
paper-based scenario. Ensure the learners are clear on how to reduce the risk of
each potential hazard occurring.

Assignment 3: Undertake a Risk Assessment*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 1: The Role and Work of the Public Services

●

Unit 2: Working Skills in the Public Service Sector

●

Unit 17: Preparing to Respond to Emergency Incidents
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Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●

Hughes, P., Ferrett, E., Introduction to Health and Safety at Work,
Routledge, 2011 (ISBN 978 0 08097 070 7)

●

Chadder, P., Duncan, M., Health and Safety at Work Essentials, Lawpack
Publishing Ltd, 2014 (ISBN 978 1 91014 300 1)

Websites
Below is a range of public service websites that are current at the time of writing.
They provide job-specific information relating to the work undertaken by individual
services, the roles that are available, and the entry and selection processes.
●

Ambulance Service –www.nhscareers.nhs.uk/explore-by-career/ambulanceservice-team

●

British Army – www.army.mod.uk

●

Fire and Rescue Service – www.fireservice.co.uk (not official site)

●

Health and Safety Executive (HSE) – www.hse.gov.uk

●

HM Revenue & Customs (HMRC) – www.hmrc.gov.uk

●

HM Prison Service – www.gov.uk/government/organisations/hm-prisonservice/about/recruitment

●

Maritime & Coastguard Agency – www.dft.gov.uk/mca

●

Ministry of Defence (MOD) Health and Safety Handbook (JSP 375) –
www.gov.uk/government/collections/jsp-375-health-and-safety-handbook

●

Police Service – www.policecouldyou.co.uk

●

Royal Air Force (RAF) – www.raf.mod.uk

●

Royal Navy/Royal Marines – www.royalnavy.mod.uk

●

Royal Society for the Prevention of Accidents – www.rospa.co.uk

●

UK Visas and Immigration (formerly UK Border Agency) –
www.gov.uk/government/organisations/uk-visas-and-immigration
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Unit 16: Employability Skills in the Public
Services
Delivery guidance
Approaching the unit
Learners will have seen the varying jobs that are available in the public services and,
on completion of Unit 3: Employment in the Public Services, they will have a detailed
understanding of the employment opportunities that are available in the sector. This
unit takes this learning further by exploring the skills and qualities that employers
are looking for when they recruit.
Learners will examine a range of desired personal and employability skills with a
focus on why they are important to public service employers. You can enhance
delivery of the learning aims by ensuring that your team are aware of current
requirements of the public services, both in your local area and nationally.
Learners will also explore how these employability skills are assessed during the
recruitment and selection process in the public services sector. To do so, learners will
need access to a range of methods that are used by employers to assess
employability skills and must understand how these skills can be demonstrated at the
different stages of the recruitment and selection process.
Finally, learners will be required to produce their own personal career development
plan. It is important to give learners the opportunity to examine a range of different
career development plans, including examples of both good and flawed practice.
In the assessment section, you will see the term ‘contrasting public services’
mentioned a number of times. You should give examples from as wide a range of
services as possible, so learners have a varied choice. For example, you may wish to
access recruitment and selection processes from local authority teams, or contact the
recruitment teams for the police or fire and rescue services.
You can enhance delivery of this unit by working closely with the recruitment and
selection teams of the various public services. In many cases, representatives may
be willing to offer opportunities for learners to visit their teams or, alternatively, to
visit the centres themselves. This will bring learning to life and provide the vocational
relevance that can enhance engagement across the programme.

Delivering the learning aims
When you are delivering learning aim A, learners should investigate the full range
of employability skills that employers are looking for in an application. To facilitate
this, you should provide examples of the skills required from a range of public sector
organisations. Role plays and case studies will allow learners to develop their
understanding of employability skills. Note that the first part of the learning aim
focuses on generic employability skills and does not need to be directly linked to
public services.
Following on from this, learners will need to apply their learning to a public service
context. To facilitate this, learners will need to have access to case studies or other
examples of both the positive impacts that these employability skills have, as well as
the impact of not having these skills when working in a public service setting. You
can support this part of the learning aim with the use of guest speakers. Allow
learners to prepare appropriate questions to ask beforehand on the impact of
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employability skills in the sector. After the visit, learners should investigate the
impact of employability skills on other services in order to apply their understanding.
Learning aim B builds on this knowledge by investigating the ways in which
employability skills are assessed during the recruitment and selection process in
public services. You can enhance learning by providing access to documents such as
application forms, CVs and questionnaires that are used by the public services. In
small groups, learners should identify which employability skills are being assessed in
the documents. When delivering this learning aim, remember that it is not the
learners’ own employability skills that are being assessed, but their understanding of
how the public services assess these skills.
To deliver the second part of learning aim B, ensure that learners have access to
completed examples of written recruitment documents that show both good and poor
practice in order to allow them to identify how employability skills can be assessed
through these documents, and how poorly completed documents may prevent a
prospective employee from being able to demonstrate their skills. Similarly, video
examples of good and poor practice in interview would enhance delivery, as would
discussing the assessment day and the ways in which employability skills are
demonstrated.
In learning aim C, learners are able to apply their learning to an exploration of their
own skills. It would be useful for you to investigate a range of skills audits that are
available and to ensure that they assess the skills that are required in public services.
You can then select appropriate skills audit tools and recommend them to your
learners, ensuring that the method being used is fit for purpose. Learners can then
undertake their own skills audit and measure the results against a chosen job role.
Prepare a multimedia presentation to show how employability skills can be developed
– there are many packages in the public domain that include development tools for
employment. Again, careful guidance will ensure that learners select appropriate
methods for the public service job role they have chosen. When learners are creating
their career development plans, it is good practice to provide a range of templates or
writing frames so that they can select the appropriate one for their chosen job and
the skills they need to develop. You should also set aside time to review the
development of SMART targets, to help ensure that learners’ goals are meaningful
and realistic.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 16: Employability Skills in the Public Services
Introduction
Introduce learners to the unit by examining the different employability skills that may
be sought by the public services, and the importance of planning their own
development in order to be successful in a career within this sector.
For example, you could arrange for learners to visit the school or college careers library
to gather information on the different employability skills required. They can then
share what they have found with the rest of the class.
Learning aim A: Understand employability skills sought by public service
employers
●

Create a visual presentation to introduce the broad range of employability skills
assessed during recruitment. Learners could then visit relevant websites and
investigate the main skills that are required in both uniformed and non-uniformed
services.

●

Use case studies, both written and video-based, demonstrating the different types
of employability skills that the services look for to support the delivery of this unit.

●

Invite guest speakers from different public service recruitment teams to enhance
the delivery of this unit. Learners should prepare questions in advance, so that you
can ensure they are relevant.

●

Run workshops for learners to begin to prepare the information they will need for
the first assignment. Ensure that they have selected appropriate employability
skills to use in their assignments to allow them to cover the full range listed in the
unit content.

●

Ask learners to investigate the range of personal and other employability skills
required in two contrasting services through research activities on the internet, by
visiting a range of public services websites.

●

Ensure that the meaning of ‘contrasting public services’ is reinforced through the
delivery stage of the unit. The term ‘contrasting’ indicates that evidence should be
produced from across a range of public services, covering the armed services,
emergency services, local authorities and central government.

●

Use a group work activity to allow learners to investigate the importance of
employability skills to a public service employer. It is good practice to arrange an
activity that will allow learners to map both the positive impacts and the potential
impact of not having these skills against the work that is undertaken. For example,
you can explore the impact of good teamworking skills when dealing with an
incident and what could happen if these skills are not demonstrated.

●

Allow sessions for learners to develop the materials needed for the assignment.
They should have access to ICT to support this, in order for them to produce
suitable material.

Assignment 1: Importance of Employability Skills*
Learning aim B: Explore how employability skills are assessed during
recruitment
●

Create a multimedia presentation that demonstrates the range of methods that the
public services use to assess employability skills. It is not enough that learners
know what the methods are; they should also develop their understanding of why
different methods are being used. It is important that a full and representative
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range of public services is covered in your presentation.
●

Use case studies to explore how public services assess employability skills; for
example, you can use application forms and CVs to assess written communication
skills and responses to scenarios or interviews to assess interpersonal skills.

●

Lead learners in a research task to investigate a range of methods that the public
services use to assess skills. They should also demonstrate how some methods are
more useful for assessing certain skills than others; for example, assessment days
will allow public services to gain instant feedback from the assessors.

●

Provide examples of completed application forms to show both good and poor
practice, in order to develop learners’ understanding of how a potential recruit can
demonstrate their employability skills through the recruitment process.

●

Undertake mock interviews to allow learners to establish what skills they need to
develop before applying for jobs in the real world. Invite public service personnel
(you could start with previous learners) to participate in these activities so learners
can benefit from their experiences.

●

Use role play and other table-top exercises to simulate assessment days in order to
show how they can allow recruits to demonstrate employability skills.

●

By participating in a range of activities, learners can receive guidance on how to
review their own performance, how to develop their analytical skills and how to
justify the methods used by demonstrating how they may work more effectively in
some services than others.

●

Allow sessions for learners to develop the materials needed for the assignment.
They should have access to ICT to support this, in order for them to produce
suitable material.

Assignment 2: Assessing and Demonstrating Employability Skills*
Learning aim C: Produce a personal career development plan
●

Create a multimedia presentation that covers a range of methods that can be used
to develop employability skills. This should cover generic ways that these skills can
be developed and then link them to a range of public service roles.

●

Research and prepare a selection of skills audit tools, some of which may be
computer based, in order for learners to evaluate the usefulness of these skills
audits.

●

Provide learners with the opportunity to select and undertake an appropriate
personal skills audit.

●

Provide learners with examples of completed career development plans and allow
them to evaluate their strengths and weaknesses. To enhance delivery, ensure that
your sample plans contain examples of both good and bad practice.

●

Create a multimedia presentation that leads learners through the SMART targetsetting process.

●

Provide examples of targets linked to employability skills, some of which are
SMART and some which are not, and ask learners to assess them. Learners should
identify what is required to make a target SMART and fit for purpose.

●

Use peer learning, blogs or other interactive tools to allow learners to get feedback
on their skills. This could be used to inform the explanation and evaluation of their
skills.

●

Allow sessions for learners to develop the materials needed for the assignment.
They should have access to ICT to support this, in order for them to produce
suitable material.

Assignment 3: Developing your career*
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*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 1: The Role and Work of the Public Services

●

Unit 2: Working Skills in the Public Service Sector

●

Unit 3: Employment in the Public Services

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●

Innes, J., The CV Book: Your definitive guide to writing the perfect CV (2nd
edition), Pearson, 2012 (ISBN 978 0 27377 658 1)

●

Jay, R., Brilliant Interview: What employers want to hear and how to say it
(3rd edition), Pearson, 2011 (ISBN 978 0 27374 393 4)

●

Trought, F., Brilliant Employability Skills: How to stand out from the crowd in
the graduate job market, Pearson, 2012 (ISBN 978 0 27374 993 6)

Websites
Below is a range of public service websites that are current at the time of writing.
They provide job-specific information relating to the work undertaken by individual
services, the roles that are available, and the entry and selection processes.
●

Ambulance Service – www.nhscareers.nhs.uk/explore-by-career/ambulanceservice-team

●

British Army – www.army.mod.uk

●

Careers Advice – www.gov.uk/browse/working/finding-job

●

Fire and Rescue Service – www.fireservice.co.uk (not official site)

●

HM Revenue & Customs (HMRC) – www.hmrc.gov.uk

●

Maritime & Coastguard Agency –
www.gov.uk/government/organisations/maritime-and-coastguard-agency

●

Police Service – www.policecouldyou.co.uk

●

HM Prison Service – www.gov.uk/government/organisations/hm-prisonservice/about/recruitment

●

Royal Air Force – www.raf.mod.uk

●

Royal Navy/Royal Marines – www.royalnavy.mod.uk

●

UK Visas and Immigration (formerly UK Border Agency) –
www.gov.uk/government/organisations/uk-visas-and-immigration

●

Audit Commission – www.audit-commission.gov.uk

●

SurveyMonkey – www.surveymonkey.com
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Unit 17: Preparing to Respond to Emergency
Incidents
Delivery guidance
Approaching the unit
Learners will have a basic knowledge of the types of incident that public services
attend through the study of other units in the qualification, prior learning, their own
interest or research, and also through the media. In this unit, learners will study the
types of incident that public services handle, along with their causes and the impact
they can have.
Learners will also investigate the categorisation of emergency incidents by the three
public services who are the main responders – the police service, the fire and rescue
service, and the ambulance service.
In learning aim C, learners will develop their understanding of how the wider range of
public services prepare for, respond to and prevent emergency incidents. This will
include the work of the three services mentioned above, but will also cover the work
of other statutory and non-statutory agencies when responding to incidents.
You can enhance delivery of this unit by working closely with the public services. In
many cases, representatives may be willing to offer opportunities for learners to visit
their teams or, alternatively, to visit the centres themselves. This will bring learning
to life and provide the vocational relevance that can enhance engagement across the
programme.

Delivering the learning aims
When you are delivering learning aim A, learners should investigate a range of
emergency incidents to allow them to fully appreciate the variety of large- and smallscale incidents that the public services handle. Examples have been provided in the
What needs to be learnt section of the specification but this is not intended to be an
exhaustive list. As time moves on, centres should select more recent examples to
ensure information is relevant. Up-to-date examples will allow learners to gain an
understanding of current practice and, with this in mind, it is good practice to select
incidents from the previous three years, where possible.
When exploring the impact of emergency incidents, case study analysis or the use of
media clips will enhance your delivery and bring the learning to life. Exercise caution
when delivering this unit and ensure that you have considered the group you are
teaching. If you are aware that a learner in the group has had a personal experience
of an emergency incident or trauma, then it would be appropriate to consider this
when planning.
The final topic examines the four main categories for the causes of accidents and
incidents, and provides a brief introduction to fire. Learners are not expected to
develop a full chemical knowledge of fire; instead they must understand the main
chemistry of fire, the principles of fire analysis and how this information can be used
to fight fires.
Learning aim B focuses on how the police, the fire and rescue service and the
ambulance service categorise emergency incidents. All three of these services publish
the incident categories and it is important that you carry out research each time the
unit is delivered to ensure that you follow current practice. Once the methods used
are learnt, learners should be given examples of the work undertaken by call
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handlers and incident managers when dealing with emergency incidents, along with
the inter-agency approaches and agreements in place. Here again, it is important
that you check current practice before delivering the learning aim.
In learning aim C, learners will explore how the types, causes and categorisation of
emergency incidents play a part in how the public services prepare for and respond
to them. To support delivery, you should gather case studies of both large- and
small-scale incidents and spend time analysing the ways that the public services
handled them. It may be possible to invite guest speakers from public services to
discuss the roles that their service plays in such incidents. Similarly, some services
operate training scenarios and will invite local learners to role-play casualties so that
they can see how services prepare to respond in a real-life learning environment.
Finally, learners will investigate the methods used to prevent these incidents,
covering the work of both statutory emergency services and voluntary services. It is
important that you cover current legislation. If the legislation in the unit specification
is updated or rendered obsolete by new legislation, you must include the new
legislation in your delivery.
It is important that your delivery covers the work of both category 1 and category 2
responders. Accessing reports from local resilience forums will allow learners to
investigate the inter-agency working that takes place, not only when responding but
also when dealing with incidents. Activities such as ‘table top’ scenarios will allow
learners to establish how public services prepare their responses to emergency
incidents.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 17: Preparing To Respond To Emergency Incidents
Introduction
Introduce the learners to the unit by examining the different incidents that public
services respond to.
For example, you could provide a range of media news reports and ask learners to
identify as many incidents as possible. They can then share what they have found with
the rest of the class.
Learning aim A: Examine the causes of emergency incidents
●

Create a multimedia presentation that introduces large- and small-scale incidents
using recent examples from within the UK.

●

Prepare case studies that cover both large- and small-scale incidents and that also
include a matching exercise to ensure that learners develop the knowledge and
understanding necessary to identify the type of incident.

●

Prepare a group-work activity using case studies to allow learners to identify the
impact of emergency incidents. Provide each group with a case study covering a
range of large- and small-scale incidents and ask learners to deliver an informal
presentation on the impact of their allocated incident(s), including the impact on
those involved, those who witnessed the incident, the local community and the
environment.

●

Ensure that learners fully understand that where the unit specification refers to
‘contrasting emergency incidents’, this means one small-scale and one large-scale
incident as categorised in the What needs to be learnt section.

●

Prepare a multimedia presentation that explains the causes of a range of incidents.
The presentation should include examples from all of the causes identified in the
What needs to be learnt section of the specification.

●

Prepare a pair of case studies (one covering a small-scale incident and one a largescale incident) and ask learners to categorise the types of incident, and to discuss
the impact and potential causes of the incidents.

●

Allow sessions for learners to develop the materials needed for the presentation.
They should have access to ICT to support this, in order for them to produce
suitable material.

Assignment 1: Types and Causes of Incidents*
Learning aim B: Understand how emergency incidents are categorised
●

Prepare a presentation that provides details of the current categorisation of
emergency incidents by the police, fire and rescue and ambulance services.

●

Use a matching exercise for each service that includes a range of different
incidents that learners must categorise. Ensure that all categories and services are
covered in the activity.

●

Invite a guest speaker from the local public services control room to allow learners
to develop their knowledge of the role of the call handler and the incident manager
in the response to incidents.

●

Use case studies to allow learners to explore the inter-agency approaches and
agreements that are in place when dealing with incidents.

●

Use a table-top scenario for learners to demonstrate their knowledge and
understanding of the learning aim. Each learner should take on the role of a given
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public service, splitting the group to cover all services. Give learners a fictional
emergency incident and ask each service/learner to explain how they would
categorise it and what the call handler/incident manager would do to manage the
incident. Finally, learners should explain the inter-agency working that has taken
place.
●

Allow sessions for learners to develop the materials needed for the assignment.
They should have access to ICT to support this, in order for them to produce
suitable material.

Assignment 2: Incident Categories*
Learning aim C: Understand how public services prepare for, respond to and
prevent emergency incidents
●

Prepare a multimedia presentation that demonstrates the services that respond to
emergency incidents, including both category 1 and category 2 responders, and the
duties they undertake.

●

Invite a guest speaker or arrange a visit to a local resilience forum to enable
learners to investigate the work undertaken there. Ensure that learners prepare
questions in advance, so that you can ensure they are relevant.

●

Run workshops for learners to begin to prepare the information for the assignment.
Ensure that they have selected appropriate emergency incidents to use in their
assignments in order to cover the full range in the unit content.

●

Learners should be given the opportunity to investigate a variety of incidents
involving the full range of emergency services, other statutory services, and other
agencies and the work they undertake.

●

Set a research task where learners will investigate the methods that local public
services use to prevent emergency incidents.

●

Use case studies or internet-based research tasks to develop knowledge of the
prevention methods listed in the specification that are not in use in the local
community.

●

Ensure that new legislation or updates to existing legislation are delivered.

●

Use table-top scenarios, role play and case-study analysis to allow learners to
develop knowledge of how public services prepare to respond to both large- and
small-scale emergency incidents.

●

Allow sessions for learners to develop the materials needed for the assignment.
They should have access to ICT to support this, in order for them to produce
suitable material.

Assignment 3: Public Service Responses*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 1: The Role and Work of the Public Services

●

Unit 2: Working Skills in the Public Service Sector
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Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●

Bryant, R., Bryant, S., Blackstone's Handbook for Policing Students 2014,
(Blackstones Police Manuals), Oxford University Press, 2013 (ISBN 978 0
19968 188 4)

●

Walker, C., Broderick, J., The Civil Contingencies Act 2004: Risk, Resilience
and the Law in the United Kingdom, Oxford University Press, 2006
(ISBN: 978 0 19929 626 2)

Websites
Below is a range of public service websites that are current at the time of writing.
They provide job-specific information relating to the work undertaken and the roles
performed by public services.
●

Ambulance Service – www.nhscareers.nhs.uk/explore-by-career/ambulanceservice-team

●

British Army – www.army.mod.uk

●

Fire and Rescue Service – www.fireservice.co.uk (not official site)

●

Maritime & Coastguard Agency –
www.gov.uk/government/organisations/maritime-and-coastguard-agency

●

Police Service – www.policecouldyou.co.uk; or visit a local site such as
www.cheshire.police.uk

●

Royal Air Force (RAF) – www.raf.mod.uk

●

Royal Navy/Royal Marines – www.royalnavy.mod.uk

For information on local resilience forums:
●

www.gov.uk/government/publications/the-role-of-local-resilience-forums-areference-document

●

www.gov.uk/local-resilience-forums-contact-details
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Unit 18: Security Procedures in the Public
Services
Delivery guidance
Approaching the unit
A large part of this unit is concerned with helping learners to develop their knowledge
of security procedures and crime prevention measures, both practically and
theoretically.
To help learners with the practical learning outcomes, make sure they have plenty of
opportunity for participation. You will need to give them the opportunity to complete
a range of practical searches on people, property and premises, in order to develop
their understanding of a range of search techniques and, more importantly, why
these are needed in order to maintain security and aid crime prevention.
In order for learners to achieve this, it is important that they understand the terms
used within the unit. When completing their simulated searches, they should be
aware of the following definitions:
●

person – an individual

●

property – an individual’s belongings, for example a coat or handbag, etc.

●

premises – in this instance the classroom is sufficient.

You can, of course, interpret these more widely but you should take into account the
practicalities of your definitions when delivering the unit.
In addition to the practical aspects of this unit, learners need to understand the role
that public service personnel play in maintaining security and the types of security
measures that support this work. You can greatly enhance the delivery of both of
these aspects by using guest speakers from a range of public services.
Your delivery should motivate and excite learners and be as practical as possible. You
could begin the unit by using recent news footage to introduce a range of security
threats and their risks so that learners can see the potential consequences when
security fails.
Alternatively, ask learners to watch the news once a week in order to gain a deeper
knowledge of events, the need for strict security and the application of security
measures.
At the end of the unit, it is essential that learners are aware of health and safety
issues relating to practical searching, as well as the wider context of equality and
diversity.
Learners must also know how to reduce the risk to themselves and others. You
should ensure that they act appropriately and listen carefully to the guidance and
support given in sessions.

Delivering the learning aims
Learning aim A contains a large part of the theory for this unit. Learners need to
describe examples of different types of security threat and the consequences of these
threats for people, property and premises. It is therefore important that you give
learners the opportunity to look at a range of security threats. Learners should also
identify the purpose of two different public services in maintaining the security of
people, property and premises and be able to describe the qualities, roles and
responsibilities of two different security workers in the public services.
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Learning aim B also contains a large part of the theory for this unit. Learners must
describe how the different types of crime prevention measures support in the
maintenance of security. To do this, they could complete ‘home surveys’, which are
discussed later in this delivery guide. Learners also need to look at entry and exit
control measures. These can be observed at a range of venues (including their own
school or college) before discussing their effectiveness.
Learning aim C is the practical element of the unit and requires learners to look at
the use of physical searches in maintaining security. This involves understanding why
public service employees perform searches as part of the maintenance of security,
and the considerations and constraints that might impact how, why and when they
perform physical searches. Learners must demonstrate appropriate simulated
searches using a thorough, systematic, safe and legal method.
Each learner must perform a person search and either a property or premises search.
You can, of course, ask learners to complete all three types of search if you wish. For
safeguarding purposes, it is advisable to obtain a mannequin on which learners can
carry out person searches.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 18: Security Procedures in the Public Services
Introduction
Introduce the unit in a practical way with a range of table-top activities.
Divide learners into groups and provide each group with a case study describing a
different type of security threat. Learners should share ideas and knowledge about
these security threats with the wider group that could then lead into a discussion
introducing the key elements of the unit.
Learning aim A: Understand the role of the public services and their personnel
to maintain the security of people, property and premises
●

Ask learners to produce a spider diagram describing what they think terrorism is.
Follow up with teacher-led sessions to explore a range of terrorist organisations
and the impact of their methods on people, property and premises. Learners
should also be encouraged to consider the impact of terrorism – you can support
this by providing relevant case studies and news reports.

●

Invite a guest speaker from the police, prison service or a private security
company (including your own centre, if applicable) to talk about crimes against
people, fraud and the impact of crime on people (both victims and their families),
property and premises. Speakers from the security industry could also talk about
their role in maintaining security.

●

Use group work for a short research activity to find recent examples of commercial
sabotage (with each group looking at a different example). Learners should then
share their findings with the rest of the group. You can extend this research to
explore the impact these cases have had on consumer confidence, the loss of
income to commercial operations, etc.

●

Show learners a range of television programmes that demonstrate public service
security workers in action. Learners should then break into small groups, to discuss
the security work they have seen.

●

If possible, small groups of learners could shadow a member of your centre’s
security team while they do a perimeter patrol. This would give learners an
excellent practical session, during which they could observe, take notes of the work
undertaken, etc.

●

Ask learners to produce a poster showing the personal qualities and skills needed
to work in security within the public service.

●

Carry out role plays where learners take turns playing the part of a security
worker. Scenarios could include a range of situations such as: a police officer
dealing with a complaint; a prison officer trying to lock a prisoner in his cell; a
paramedic trying to administer first aid to a patient, etc.

●

Allow sessions for learners to develop the materials needed for the assignment.
They should have access to ICT to support this, in order for them to produce
suitable material.

●

When looking at different public services and different security workers, learners
should use the same definitions of public services as those used in previous units
(emergency services, armed services, local authorities, central government and
voluntary/third sector).

Assignment 1: Security Awareness Campaign – First Phase*
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Learning aim B: Know types of security measures that aid crime prevention
methods, for maintaining the physical security of people, property and
premises
●

Support learners in developing a ‘home survey’ to explore a range of situational
security measures. They should then complete the survey on their own home, or
the home of a friend, relative or carer. Collate the results of these surveys yourself
to ensure anonymity and use the findings to lead a class discussion on the range of
security measures in place and their effectiveness in both crime detection and
crime prevention.

●

Show learners a range of television programmes that explore crime prevention and
situational security measures. Learners should then break into small groups to
discuss the security measures they have seen.

●

Invite a guest speaker from the police or a local branch of Neighbourhood Watch to
talk about a range of security measures, including situational security measures,
and how these are maintained. Learners should prepare a range of appropriate
questions to ask, with a focus on both security measures and entry and exit
controls in maintaining security.

●

Support learners in observing the entry and exit control measures in place at your
centre. If appropriate, they could interview on-site security staff to get a working
knowledge of these control measures. Lead a related discussion on the control
measures at a range of public venues, including sporting events, music events,
public buildings, etc.

●

Arrange a visit to a police station or local prison to allow learners to see entry and
exit control measures from a different perspective. If this is not possible, a guest
speaker from either organisation will be able to support this topic.

●

Allow sessions for learners to develop the materials needed for the brochure. They
should have access to ICT to support this, in order for them to produce suitable
material.

Assignment 2: Security Awareness Campaign – Second Phase*
Learning aim C: Carry out simulated security searches of people, property and
premises in a thorough, systematic, safe and legal manner
When delivering this learning aim, you will need to adopt a more holistic approach.
Learners need to know why, how and when they can conduct searches in a systematic,
safe and legal way.
●

Ask learners to carry out research into the reasons why different public service
workers conduct searches; for example, searches done by police, prison, private
security staff, etc. Depending on your access to guest speakers and visits, it is
likely this will be limited to police and prison searches.

●

Invite guest speakers from police and prison staff who perform security searches
on a daily basis to talk to learners about the reasons for conducting searches, as
well as search procedures and constraints.

●

Use materials such as the Ministry of Justice guidelines for searches of people,
property and premises or the Police and Criminal Evidence Act (PACE) 1984 to
support delivery of this learning aim.

●

Run workshops to make learners aware of the search constraints they need to
consider, as well as health, safety, equality and diversity. Use case studies to
support learners in developing their understanding of how to conduct a systematic,
safe and legal search.

●

Each learner must be given the opportunity to practise conducting a person search
(on a mannequin) and a property (e.g. handbag) or premises (e.g. classroom)
search. You can produce a help sheet that learners can follow as they prepare for
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the practical part of this unit. In addition, develop a range of search record
templates that learners can complete after they have conducted their searches.
Searches should be carried out in small groups or pairs so that you can assess the
learner’s performance and ensure that searches are carried out using a thorough,
systematic, safe and legal method. You should be fully conversant with how to
perform these searches before you engage learners.
Assignment 3: Security Awareness Campaign – Final Phase*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 2: Working Skills in the Public Service Sector

●

Unit 4: Public Services and Community Protection

●

Unit 9: Community and Cultural Awareness

●

Unit 15: Health and Safety in the Public Services

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●

Dillon, B., et al, Blackstone’s Emergency Planning, Crisis, and Disaster
Management (2nd edition), Oxford University Press, 2014
(ISBN 978 0 19871 290 9)

Journals
Journals can help learners to understand the current practices within the public
services and may assist them in understanding the importance of security procedures
in a range of public services.
The journals listed below are all designed for public service employees but they may
be useful in identifying the skills and qualities needed by a security worker.
●

FIRE Magazine – www.fire-magazine.com

●

Soldier Magazine – www.army.mod.uk/soldier-magazine/soldiermagazine.aspx

A range of public service magazines are also available at:
●

www.ihs.com/products/janes/index.aspx
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Television programmes
These types of programmes are readily available on the internet and offer learners an
excellent opportunity to see the day-to-day work of a range of public services. They
also allow learners to observe public service employees within a security context.
Below is a list of some of those available to date:
●

Traffic Cops (BBC)

●

Police Interceptors (Channel 5)

●

Fighting on the Frontline (Channel 4)

●

Battle Scarred (Channel 5)

●

Frontline Police (Channel 5)

●

Sea Patrol (Australia)

●

Royal Navy Caribbean Patrol (Channel 5)

●

Inside Broadmoor (Channel 5)

●

Lockup (US)

●

Caught Red Handed (BBC)

●

Claimed and Shamed (BBC)

●

Crimewatch (BBC)

Websites
A range of television programmes, such as those detailed above, can be found at the
websites listed below:
●

www.bbc.co.uk/iplayer

●

www.itv.com/itvplayer

●

www.channel4.com/programmes/4od

●

www.channel5.com/demand5

The sites listed below are primarily information sites about the public services. These
sites will give you an insight into the everyday responsibilities of security workers but
may also offer an insight into the security threats they deal with and how they
maintain security.
●

British Army – www.army.mod.uk

●

British Transport Police – www.btp.police.uk

●

Fire and Rescue Service – www.fireservice.co.uk

●

HM Revenue & Customs (HMRC) – www.hmrc.gov.uk

●

Ministry of Defence (MOD) –
www.gov.uk/government/organisations/ministry-of-defence

●

HM Prison Service – www.gov.uk/government/organisations/hm-prisonservice

●

Royal Air Force (RAF) – www.raf.mod.uk

●

Royal Navy/Royal Marines – www.royalnavy.mod.uk

Guidelines for conducting searches:
●

person search:

o

www.justice.gov.uk/downloads/offenders/psipso/psi-2011/psi-67-2011-searchingperson.doc

o

www.gov.uk/police-powers-to-stop-and-search-your-rights

o

http://scontutor.wordpress.com/2012/11/16/sneak-preview-of-sc-resource-centrepost-stop-and-search
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●

premises search

o

www.justice.gov.uk/downloads/offenders/psipso/psi-2011
/psi-68-2011-cell-area-vehicle-searching.doc

o

www.yourrights.org.uk/yourrights/the-rights-of-suspects/police-powers-to-searchpremises/conduct-of-search-of-premises.html
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Unit 19: Carrying Out a Project in Public
Services
Delivery guidance
Approaching the unit
The focus of this unit is for learners to choose a public services-related project to
plan and research, before carrying out an evaluation of the outcomes of their
research, including reflection on the skills they gained and their achievements.
The unit represents an opportunity for learners to draw on knowledge they have
already gained and to carry out an in-depth project in a field of their choosing,
followed by the appropriate write-up. Some examples of project types are listed in
the specification but these are not definitive. You may wish to explore local issues for
potential project material such as a crime survey report (you can find information via
your local police authority).
You could deliver this unit using a mix of theory, to introduce learners to the study
skills that they will be required to use and the various methods for research, and
guest speakers from a range of public services and voluntary agencies to provide
background information on areas of interest for individual learners.

Delivering the learning aims
In learning aim A, learners need to understand the methods that are available for
research. Explore both primary and secondary research methods so that learners
understand the difference between the two and are able to use them both to collect
viable data for their research project. Introduce the idea of data collection to learners
early on in the unit to help them understand why the data they will collect is
necessary, how it could be collected and what it tells them. You could use a groupwork activity to explore the varying sources of data, providing each group with a
different source for discussion.
In learning aim B, learners must identify a topic for their individual research
project. You will need to support learners to ensure they choose a viable topic for
research at this level, and identify a relevant question to ask or problem to research.
Learners should be able to justify their choice of topic and identify a set of targets or
objectives that they would like to cover in their research. They must then prepare a
project plan that clearly lays out how they are going to approach the overall project.
You could design a basic plan template as a class, so that all learners can contribute
their ideas on the various approaches and things to consider.
In learning aim C, learners will need to carry out their project. Carry out regular
reviews during class time to help them assess their own progress and how they are
using and developing the skills that are needed for this type of work. Following the
research, learners should present their project. Again, it may be helpful to initiate a
group discussion to identify suitable formats for presentation.
In learning aim D, learners will need to reflect on the outcome of their project and
the results or conclusions they have been able to draw. Encourage them to consider
how the project could be improved if they were to undertake something similar in the
future. Learners should also reflect on their own performance and compile a
supporting portfolio of evidence. This could include observation records and witness
statements, as well as their own logbook. Learners should then be encouraged to
review this portfolio and consider what they have achieved and what improvements
they wish to make for their own personal development.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 19: Carrying Out a Project in Public Services
Introduction
Introduce the unit with a group discussion on how organisations obtain information for
inclusion in press releases.
You could ask your centre’s marketing department to give a talk on how they source
relevant information.
Learning aim A: Understand methods that can be used for carrying out
research for public service projects
●

To introduce the unit, initiate a class discussion and ask learners to identify what
they understand by ‘research’ and to provide a range of examples and possible
topics; for example, local crime figures (ASBOs), local public service amenities and
changes to local planning.

●

Use a brainstorming activity to identify a full range of methods/activities for
research. Identify a full range of methods before asking the learners to classify
them as primary or secondary research methods.

●

Allow sessions for learners to develop the materials needed for the booklet. They
should have access to ICT to support this, in order for them to produce suitable
material.

Assignment 1: Research Methods*
Learning aim B: Plan a public service-related project
●

Open with a group discussion of possible topics for research by exploring existing
interests, local issues and topical events. Following on from this, ask each learner
to draw up a shortlist of three topics that are of interest to them.

●

Run a workshop session to enable learners to establish the range of accessible
information for their three topics so that they can discount any topics where
relevant material is not readily available.

●

Lead a discussion on the structure and purpose of SMART targets.

●

Discuss as a group the key elements of a project plan. Ask the class to create a
plan template, offering guidance as necessary to ensure all elements in the
specification are covered.

●

Ask learners to create a plan for their chosen public service-related project.

●

Carry out regular reviews of their progress, taking care to give only the permitted
feedback once they are working on their material to submit for assessment.

Assignment 2: Project Plan*
Learning aim C: Carry out a public service-related project
●

Initiate a group discussion to identify what skills learners will use while carrying out
their research project.

●

Run a series of workshops to allow learners to complete their research and to
compile their findings.

●

Lead a group discussion to identify possible formats for the final presentation of
learners’ projects. Learners should compile a checklist based on the minimum
requirements from the specification.

Assignment 3: Public Service Project*

130

Delivery Guide – BTEC Firsts in Public Services –
Issue 2 – October 2014 © Pearson Education Limited 2014

UNIT 19: CARRYING OUT A PROJECT IN PUBLIC SERVICES

Unit 19: Carrying Out a Project in Public Services
Learning aim D: Reflect on own performance and the success of the public
service-related project
●

Lead a discussion on the key areas to consider as part of a project review.

●

Use both individual and group discussions for learners to review the success of
their projects against their original objectives. This is not an opportunity for you to
provide feedback; learners should review their own work and seek peer feedback.

●

Allow time during sessions for learners to share their finished work with others for
peer review and to capture the feedback that results.

●

Ask learners to complete a SWOT analysis to review the outcome of their project.

●

Initiate a class discussion to evaluate learners’ overall performance and make
recommendations for future development.

Assignment 4: Reviewing Performance and Success*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.

Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

All units

BTEC Nationals in Public Services:
●

Unit 23: Extended Research in Public Services

●

Unit 24: Current and Media Affairs in Public Services

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●

O’Leary, Z., The Essential Guide to Doing Your Research Project, Sage
Publications, 2013 (ISBN 978 1 44625 897 2)
Offers guidance on all steps of a research project, including starting out,
analysing data and writing up. Also contains information on best practice and
tips for conducting research.

●

Denscombe, M., The Good Research Guide: For Small-Scale Social Research
Projects, Open University Press, 2010 (ISBN 978 0 33524 138 5)
Provides practical and straightforward guidance on conducting small-scale
research projects, including ethics, online research, and theory and imagebased methods.
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Journals
Current magazines and journals often provide case studies and up-to-date
information on a range of subjects specific to the service.
●

Fire Safety Journal – www.journals.elsevier.com/fire-safety-journal

●

Health Service Journal – www.hsj.co.uk

●

Navy News – www.navynews.co.uk

●

POLICE Magazine – www.policemag.co.uk

●

RAF News – www.raf.mod.uk/news

●

Soldier Magazine – www.army.mod.uk/soldier-magazine/soldiermagazine.aspx

Websites
Below is a range of public service websites that are current at the time of writing.
They provide job-specific information relating to the work undertaken by individual
services.
●

Ambulance Service Association – www.wmas.nhs.uk/Pages/default.aspx
(West Midlands Ambulance Service) or www.londonambulance.nhs.uk
(London Ambulance Service)

●

British Army – www.army.mod.uk

●

Department for Communities and Local Government –
www.gov.uk/government/organisations/department-for-communities-andlocal-government

●

European Union (EU) – www.europa.eu

●

Fire and Rescue Service – www.fireservice.co.uk (not official site)

●

HM Revenue & Customs (HMRC) – www.hmrc.gov.uk

●

UK Government – www.gov.uk

●

UK Parliament– www.parliament.uk
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Unit 20: Law and Its Impact on the
Individual
Delivery guidance
Approaching the unit
The focus of this unit is to consider what the law means to us in our everyday lives.
You can deliver this unit using a mix of theory to introduce learners to the topics
covered in the unit content, guest speakers from a number of public and legal
services, and practical approaches and activities in which learners can apply the
theoretical concepts they have learned.
Visits to the local magistrates’ court or a nearby crown court would provide an ideal
opportunity for you to set the theory in the context of real-life personnel and process.
This will bring learning to life and provide the vocational relevance that can enhance
engagement across the programme.

Delivering the learning aims
In learning aim A, learners need to understand where law comes from and what is
covered by the two main areas of law that we use today – criminal and civil law.
Learners will explore how law can impact on their lives and their behaviour, as well
as how other rules and regulations have a controlling influence. A blend of methods
such as formal lectures, interactive presentations and the use of DVDs or video clips
will help to enhance delivery of the unit content. Use group discussions to encourage
learners to think about their own lifestyle and where the law may have a direct or
indirect effect on them.
In learning aim B, learners need to consider the role of the courts within our legal
system and the personnel who work within that system. Once you have delivered and
explained the theory, a visit to a local court is an ideal way to show learners how the
different courts work. Court ushers are normally good points of contact (out of
courtesy more than a formal requirement) and will often inform the Clerk of the
Court that there are students visiting. If there is time, the Clerk may be able to
speak to your learners and take questions. Learners will also be able to see both
solicitors and barristers present in court, as well as observing magistrates and
judges. If this sort of visit is not feasible, you could use clips from television
programmes to highlight the roles of the different personnel.
In learning aim C, learners must identify the parts of a criminal case they may be
familiar with from prior learning. For civil cases, they could look at the initial claim
form that has to be submitted to the small claims court and explore how this would
progress through the system. Use real-life case studies and discussions with
professionals such as Victim Support to illustrate the possible outcomes of legal
cases. A speaker from the Young Offenders Team could also provide valuable insight
into the differences that exist in the courts when dealing with young offenders.
To consolidate the unit, consider a whole-class role play of both a criminal and civil
trial. This would give learners the chance to show what they have learned and
demonstrate their understanding of how the legal system operates.
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Getting started
This provides you with a starting point for one way of delivering the unit,
based around the suggested assignments in the specification.
Unit 20: Law and Its Impact on the Individual
Introduction
Introduce learners to the unit by exploring their understanding of the law and how they
are affected by it.
For example, questions such as ‘What does it mean to “stay within the law”?’, ‘What
does “going to court” mean?’ and ‘Where do laws come from?’ can stimulate a class
discussion.
Learning aim A: Understand the origins of common law and how criminal and
civil law have evolved
●

Ask learners to create a spider diagram of all the laws they can think of and then
discuss the results as a class. Alternatively, you can create a worksheet that
includes a range of laws and a selection of things that society accepts as morally
wrong, before asking learners to identify which is which.

●

Create a scenario activity where learners must decide what they would do if they
had to start controlling behaviour in their own community. Example scenarios could
include a shipwreck or a group of people who are isolated from society by a nuclear
event or natural disaster. Learners should work in groups to decide what laws they
would put in place and how they would enforce them, justifying their choices via a
group discussion. To extend the activity, encourage learners to discuss how things
would evolve as the community grew – for example, the development of ruling
councils or parliament.

●

Create a visual presentation to introduce the development of the current legal
system. Learners can relate their own experience during the scenario activity to the
process by which law developed out of the feudal system and the King’s Equity.

●

Lead a group discussion of common law, the process of legislation and the Doctrine
of Precedent supported by a selection of real-life law reports for consideration; for
example, Donoghue (or McAllister) v Stevenson [1932].

●

Use case studies to support learners in distinguishing criminal law from civil law.
Provide learners with a range of issues (include real-life examples, where possible)
and ask them to determine the category into which each one falls.

●

Allow sessions for learners to develop the materials needed for the wall display and
booklet. They should have access to ICT to support this, in order for them to
produce suitable material.

Assignment 1: The Legal System*
Learning aim B: Understand the structure of the legal system and the roles
within it
●

Create a visual presentation to introduce the key institutions within the court
system.

●

Learners should use the internet to investigate each key institution in order to find
out what happens there, before ranking the courts from the highest to the lowest
level based on their findings and their understanding of the court system and its
hierarchy.

●

Invite guest speakers who perform different roles within the legal system to
enhance the delivery of this unit. Ask learners to prepare questions in advance, so
that you can ensure they are relevant.
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●

Use video clips to examine the roles of different personnel within the court system,
in order to help learners understand who does what and in which court. Ask
learners to consider the differences between the roles of the different personnel.

●

Arrange visits to local courts to provide a valuable insight into the daily activities of
legal personnel.

●

Allow sessions for learners to develop the materials needed for the presentation.
They should have access to ICT to support this, in order for them to produce
suitable material.

Assignment 2: The Court System and Personnel*
Learning aim C: Understand the stages involved in a legal case and the
outcomes available
●

Prepare a flow-chart activity to explore the stages within a court action.

●

Enhance delivery of the unit with guest speakers from various roles to provide an
insight into what happens within legal cases. Example speakers include: a local
police officer to provide information on how they collect evidence for a file to be
sent to the Crown Prosecution Service (CPS); a local solicitor or clerk from the CPS
to provide information on meeting the standards for a successful prosecution and
what happens within a criminal court; a solicitor or legal executive to discuss civil
cases and the process involved; or a member of the Youth Offenders Team to
discuss the differences when dealing with young offenders.

●

Use case studies to explore methods for criminal cases (including examples of
cases involving young offenders). For example, when considering the rules on bail,
provide learners with a range of cases that could appear in a magistrates’ court
and ask them to decide whether or not they would grant bail and why.

●

Ask learners to complete a claim form so that they can understand how easy it is
to take legal action against someone in the civil courts. Encourage learners to
discuss whether this is a good thing or whether it makes for a litigious society.

●

Use group work to explore the consequences or outcomes of legal cases. Provide
each group with a selection of scenario cases and task learners with determining
the appropriate sentence for each. Learners should supplement their work with
internet research to explore the potential outcomes. Following the activity, groups
should present their outcomes to the rest of the group, justifying their choices. If
your scenarios were based on real-life examples, discuss the actual outcome and
how this compares to the group decision.

●

Invite a former young offender to speak to learners about what happened to them
and the effects it had on their life. Many local policing teams are involved in
schemes designed to prevent youth offending and will have programmes in place
that involve this sort of activity.

●

Allow sessions for learners to develop the materials needed for the written
assignment. They should have access to ICT to support this, in order for them to
produce suitable material.

Assignment 3: Legal Cases*
*Full details for the assignment and scenario can be found in the relevant
qualification specification.
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Details of links to other BTEC units and qualifications, and to
other relevant units/qualifications
BTEC Firsts in Public Services:
●

Unit 7: Crime and its Effects on Society and Individuals

●

Unit 9: Community and Cultural Awareness

BTEC Nationals in Public Services:
●

Unit 12: Crime and its Effects on Society

●

Unit 17: Police Powers in the Public Services

●

Unit 22: Aspects of the Legal System and the Law-making Process

Resources
Textbooks
In addition to the resources listed below, publishers are likely to produce Pearsonendorsed textbooks that support this unit of the BTEC Firsts in Public Services. Check
the Pearson website (www.edexcel.resources) for more information as titles achieve
Pearson endorsement.
●

Elliott, C. and Quinn, F., English Legal System (13th edition), Pearson, 2012
(ISBN 9781408297728)
This book covers a wide range of topics, exploring how law is made, the
structure of the legal system, people working in the law, and introducing
theoretical concepts of law.

Slapper, G. and Kelly, D., The English Legal System 2013/2014 (14th edition),
Routledge, 2013 (ISBN 9780415639989)
This book explains and critically assesses how our law is made and applied.
Annually updated, this authoritative textbook clearly describes the legal rules
of England and Wales and their collective influence as a socio-cultural
institution.

Journals
These current journals often provide case studies and up-to-date information on a
range of subjects specific to the service.
●

New Law Journal – www.newlawjournal.co.uk/nlj

●

POLICE Magazine (the magazine of the Police Federation) –
www.policemag.co.uk

●

Prison Service Journal – www.crimeandjustice.org.uk/publications/psj

●

Student Law Review – subscription only

●

The Job (the magazine of the Metropolitan Police Service) www.met.police.uk/job

●

The Student Journal of Law – www.sjol.co.uk

Videos and television programmes
Relevant films make a good starting point for class discussions enabling learners to
engage with the subject.
●

You Be The Judge: interactive sentencing clips – ybtj.justice.gov.uk

●

Crown Court – aired on ITV from 1972 to 1984

●

Judge John Deed – aired on the BBC
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●

Kavanagh QC – available on www.itv.com/itvplayer

●

Silk – aired on the BBC

●

Rumpole of the Bailey – aired between 1975 and 1992

Websites
Below is a range of websites that are current at the time of writing. They provide
information relating to the work undertaken by the legal system.
●

Crown Prosecution Service – www.cps.gov.uk

●

DirectGov – www.gov.uk/browse/justice

●

Courts and Tribunals Judiciary – www.judiciary.gov.uk

●

Information on legislation, including recent changes –
www.legislation.gov.uk

●

UK Parliament: making law – www.parliament.uk/business/commons/thespeaker/speakers-commission-on-digital-democracy/makinglaws/background-to-making-laws/

●

Victim Support – www.victimsupport.org.uk
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Annexe
Definitions of terms used in assessment criteria grids
Most assessment criteria start with a command word − ‘describe’, ‘explain’,
‘evaluate’, etc. These words relate to how complex a learner’s answer should be.
Learners will need to provide evidence that meets the command-word requirements
of a criterion. Some terms in the assessment criteria grids have particular meanings
in specific sectors. For clarification, definitions are given below for each of the terms
used.
You can use this glossary with your learners to:
●

help them understand what the language used in the criteria means

●

what they will need to do to attain a specific grade

●

to give further clarification on how their work has been assessed.

You may also find it useful as a means of providing further guidance when you are
assessing learner work against the assessment criteria.

Assessment word

Definition

Analyse

Use ideas or concepts to explore something carefully,
breaking it down into factors and giving comments on
which are most important or relevant.

Assemble

To put together the parts, usually in a required way.

Assess

Give careful consideration to all the factors or events that
apply, and reach a conclusion about which are the most
important or relevant.

Calculate

Determine the answer using mathematical methods.

Carry out

Complete task using a structured approach.

Comment on

Put forward thoughts.

Communicate

Make sure other people are aware of what is being
shown/discussed/communicated by an exchange of
thoughts.

Compare and contrast

Identify the main factors relating to two or more
items/situations, explain the similarities and differences,
and in some cases say which is best and why.

Construct

To put together the parts in a systematic manner.

Contribute

To supply ideas or opinions; or to be partly responsible.

Create

Use techniques to create a product or system.

Demonstrate

Complete a practical task effectively, showing expected
skills.
or
Show knowledge by providing relevant examples or
application.

Describe

Give a clear description that includes all the relevant
features – think of it as ‘painting a picture with words’.
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Develop

Use techniques to develop a product or system.

Design

Develop and structure a plan that can be executed within a
given situation.

Discuss

Consider different aspects of a topic, how they interrelate,
and the extent to which they are important.

Edit

Review and correct.

Evaluate

Bring together all information and review it to form a
conclusion. Give evidence for each view or statement.

Explain

Provide details and give reasons and/or evidence to
support the arguments being made. Start by introducing
the topic, then give the ‘how?’ or ‘why?’.

Gather

Bring together the appropriate information.

Identify

Indicate the main features or purpose of something.

Install and maintain

Put in and keep up to date.

Justify

Give reasons or evidence to support an opinion.

Measure

To determine the size, amount, voltage, pressure or other
parameters, etc.; or to specify with appropriate units in
extent, amount, etc.

Modify

To change or alter; or slightly compromise.

Optimise

Make the best of.

Outline

Give a simple account or summary.

Plan

Think ahead and document the requirements so a task or
activity can be carried out. Consider the ‘who’, ‘what’,
‘where’, ‘why’, ‘when’ and ‘how’.

Prepare

Gather together and organise.

Produce

To create, develop, construct or make.

Record Audio

Evidence in audio format.

Refine

Improve initial work taking into account feedback and
aims.

Review

Look at again or reconsider.

Select

Choose the best or most suitable option.

State

Write clearly, listing facts.

Test

Check and trial.
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