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Introduction

Introduction
This publication supports your delivery of BTEC Level 3 National Public Services qualifications
and should be read in conjunction with the published specification. It provides an overview of
how the qualifications have changed, how the BTEC unit specifications should be used, and how
best to deliver the course and assess your learners’ progress.

These materials are not prescriptive. You may feel that the
course can be delivered and assessed more effectively
in a different way. This may be because of the way the
qualiﬁcation is organised within your centre or because a
different approach suits your learners better, after taking
into consideration their learning styles and prior learning.
BTEC qualiﬁcations are designed to enable you to plan
and deliver programmes that are dynamic and relevant to
local needs.

Further information and support
For a complete guide to all support offered by Edexcel
at every stage of your BTEC delivery, please refer to
BTEC Support. This booklet is available in your
Speciﬁcation Pack.
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What’s new for BTEC
Edexcel has redeveloped its suite of BTEC Level 2 First and BTEC Level 3 National qualifications
to ensure that they are aligned with the new Qualifications and Credit Framework (QCF). Wherever
possible the changes have been minimal and in all cases BTEC units have retained their key
characteristics.

What is the Qualifications and Credit
Framework?

All BTEC Level 3 National qualiﬁcations (whether
Certiﬁcates, Subsidiary Diplomas, Diplomas or Extended
Diplomas) comprise a mix of units and these can be at
different levels but the majority of units must be at the
main level of the qualiﬁcation: Level 3.

The Qualiﬁcations and Credit Framework (QCF) is a
system whereby credit is awarded for qualiﬁcations and
units (small steps of learning). It enables learners to work
towards qualiﬁcations at their own pace and along ﬂexible
routes.

Rules of unit combination have been determined to show
how learners can select and combine unit choices to
achieve new BTEC Level 3 National qualiﬁcations (see the
speciﬁcation for the list of available units). In some cases,
there will be mandatory units which all learners must take
to achieve their qualiﬁcation.

All QCF units are published on the Register of Regulated
Qualiﬁcations (RRQ). Every unit and qualiﬁcation has a
credit value showing how much time it takes to complete
and a level showing how difﬁcult it is (ranging from Entry
Level to Level 8). Learners are given a unique learner
number (ULN) where their individual record of credit
accumulation is logged. For more information see
www.accreditedqualiﬁcations.org.uk

The overall grade for any BTEC qualiﬁcation will be based
on a table in the speciﬁcation that converts pass, merit
or distinction unit grades to points and then totals those
points.

How does this affect the BTEC Level 3 National
qualifications?

For full information about these qualification types,
rules of unit combination and grading, please see the
specification.

The new family of BTEC Nationals – which are all at Level
3 – is made up of four sizes of qualiﬁcation: Certiﬁcates,
Subsidiary Diplomas, Diplomas and Extended Diplomas.
(Qualiﬁcation names have changed during the revision of
BTEC Nationals to meet the QCF structure – please see
the table below to compare the new names to the old if
you have taught BTEC before.)

New features for BTEC units
There are some new features common to all new BTEC
units:
• credit level and guided learning hours (GLH)† are stated
• expanded guidance is given on delivery and assessment
• BTEC units now contain guidance and mapping to
functional skills and personal, learning and thinking
skills (PLTS) − so you can embed learning for these skills
• outline learning plans give suggestions for unit delivery
and assessment
• a suggested programme of assignments gives ideas for
assignments that will cover the unit’s grading criteria
• each unit suggests how you can link with employers.

The Certiﬁcate has been introduced as a new BTEC
Level 3 National qualiﬁcation, to be broadly equivalent
to one AS Level. This increases ﬂexibility and improves
opportunities for co-teaching with A Levels and other
qualiﬁcation types. The BTEC Level 3 Certiﬁcate will be
nested wherever possible in the corresponding BTEC
Level 3 Subsidiary Diploma, and the BTEC Level 3 Diploma
in the corresponding BTEC Level 3 Extended Diploma.

†Guided

BTEC Level 3 National Qualifications
Certificate

Subsidiary
Diploma

Diploma

Extended
Diploma

this is new

Award

Certificate

Diploma

Credits (minimum)

30

60

120

180

Guided learning
hours (GLH)

180

360

720

1080

1 AS-Level

1 A-Level

2 A-Levels

3 A-Levels

Previous name

Broad equivalence

learning hours (GLH):
all the times when a member
of staff (for example, tutor,
trainer or facilitator) is present to
give guidance (‘contact time’).
This includes lessons, lectures,
tutorials and supervised study in,
for example, learning resource
centres and workshops. It
also includes time spent
with learners observing and
assessing their work towards
assignments.

Every BTEC unit contains an Assessment and Grading Criteria grid. For the purpose of brevity, this
will be referred to as the ‘grading grid’ / ‘grading criteria’ throughout this booklet. (In official terms
assessment criteria are pass criteria; grading criteria are merit and distinction criteria.)

This additional information is not meant to be prescriptive.
A key feature of BTEC is that you can match your delivery
of the qualiﬁcations to local needs and circumstances, and
to the opportunities that present in your area to give a real
vocational focus. For more information about BTEC units
see page 28.

Functional skills
Functional skills have replaced key skills. These are a
set of standards that establish a benchmark in English,
mathematics and ICT. Functional skills are available from
Entry Level to Level 2.
BTEC speciﬁcations now offer guidance on how these
functional skills can be embedded in your delivery of each
unit. Please note: functional skills can be tested while
delivering a BTEC course but they are not an integral part
of the qualiﬁcation. They are designed to be assessed by
externally set and marked tests.

Personal, learning and thinking skills (PLTS)
BTEC Level 3 National units offer guidance and
signposting to help you develop learners’ personal,
learning and thinking skills. Along with functional skills,
these are seen as key elements for success in learning,
life and work. Please note that PLTS are not a compulsory
or integral component of the BTEC Level 3 National, but
should you wish to integrate your PLTS delivery with this
qualiﬁcation, we provide this guidance for you to do so.
The PLTS framework consists of six groups of skills:
• independent enquiry (IE)
• creative thinking (CT)
• reﬂective learning (RL)
• team working (TW)
• self-management (SM)
• effective participation (EP).
These have connected outcome statements (to view these
visit www.qcda.org.uk)

Although each skill set is distinctive, they may be
interconnected and any assignment or learning experience
may explore one or more PLTS. BTEC Level 3 National
qualiﬁcations offer the opportunity to cover PLTS, but in
order for learners to recognise this coverage the PLTS
would need to be made explicit at delivery. To record
competence in PLTS effectively, use a tracking system that
is linked to the PLTS references in the unit speciﬁcations.

WorkSkills
Edexcel has developed a range of WorkSkills qualiﬁcations
at Entry 3, Level 1 and Level 2 that may also be studied
alongside BTEC Level 3 Nationals. WorkSkills comprise a
range of units that focus on personal development, work,
social and domestic skills.
For more information on WorkSkills see www.edexcel.com/
workskills

So, why choose BTEC
BTECs are an established and highly successful alternative
to general qualiﬁcations, suitable for a wide range of
learners. As work-related qualiﬁcations, they are designed
to accommodate the needs of employers as well as
allowing progression to university.
BTECs provide a more practical, real-world approach
to learning alongside a theoretical background, giving
learners the knowledge, understanding and skills that
they need to prepare for employment. BTECs also provide
career development opportunities for those already in
work. They can be taken as well as, or instead of, GCSEs
and A-levels in schools and colleges.
Comprising individual units, which can be built to form a
qualiﬁcation at a size that is suited to the learner, BTECs
can be delivered as a full-time or part-time course. Each
unit is assessed through the completion of assignments
that are designed by you as tutor and call on a range
of evidence types. Such ﬂexibility enables you to deliver
a qualiﬁcation that is just right for your learners and
your centre.
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What’s new for BTEC Level 3 Nationals in Public Services
Units have been revised and updated so that they can be mapped to the Qualifications and Credit Framework.
This table summarises the specification changes unit by unit. For a complete list of new units, including rules of
combination and mandatory/optional unit status, please see the specification.

New units

Old units
Mapping/comments

Number

Unit 1

Unit 2

Unit 3

Unit 4

Name

Government, Policies and the Public Services

Number

Unit 1

Government, Policies and the Public Services

Unit 2,

Unit 2: Team Leadership in the Uniformed Public
Services

Unit 4

Unit 4: Team Development in Public Services

Leadership and Teamwork in Public Service

Unit 3,

Unit 3: Citizenship, Contemporary Society and the
Public Services

Unit 6

Unit 6: Diversity and the Public Services

Citizenship, Diversity and the Public Services

Understanding Discipline in the Uniformed
Public Services

Name

Unit 5

Understanding Discipline in the Uniformed Public
Services

This unit is a direct replacement for the old Unit 1.
The learning outcomes are:
1 Know the different levels of government in the UK
2 Understand the democratic election process for each level of government in the UK
3 Know the impact of UK government policies on the public services
4 Be able to demonstrate how government policies are developed.
Learning outcome 1 is substantially the same.
LO2/3/4 have been changed and the content reduced.
LO4 required learners to demonstrate and it is suggested that this is done via activities such as simulation and role play.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.
This unit (which is an extended 15 credit unit) has been developed through a merger of the old Units 2 and 4.
The learning outcomes are:
1 Understand the styles of leadership and the role of a team leader
2 Be able to communicate effectively to brief and debrief teams
3 Be able to use appropriate skills and qualities to lead a team
4 Be able to participate in teamwork activities within the public services
5 Understand team development.
The majority of the content from the old Unit 2 has been retained and the content for the old Unit 4 reviewed. The focus of the
unit is now on developing an understanding of leadership and teams and being able to demonstrate the skills required as both
a leader and a team member in specific contexts.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.
This unit (which is an extended 15 credit unit) has been developed through a merger of the old Units 3 and 6.
The learning outcomes are:
1 Understand the meanings and benefits of citizenship and diversity
2 Know the legal and humanitarian rights that protect citizens and promote diversity
3 Understand the role of public services in enforcing diversity and providing equality of service
4 Be able to investigate current affairs, media and support.
The content of the old units has been largely retained, although learners are no longer required to study the historical and
international aspects of diversity. (International issues are covered in Unit 7: International Institutions and Human Rights.)
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.
The learning outcomes are:
1 Understand the need for discipline in the uniformed public services
2 Be able to demonstrate self-discipline as required in the uniformed public services
3 Know what conformity and obedience mean, highlighting their place in the uniformed public services
4 Know the complex nature of authority in the uniformed public services.
The key change is in LO 2, where learners must now be able to demonstrate self discipline.
The assessment criteria P2 (Demonstrate self discipline through relevant activities) and P4 (Participate in conformity
simulations) reflect this change in emphasis.
For P2 it is expected that learners participate in relevant activities (eg drill manoeuvres, uniform maintenance and checks,
presentation of self, punctuality and attendance) and keep a log of these.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.
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What’s new for BTEC

Old units
Mapping/comments

Number

Unit 5

Unit 6

Unit 7

Name

Physical Preparation, Health and Lifestyle for
the Public Services

Fitness testing and training for the Uniformed
Services

International Institutions and Human Rights

Number

Unit 7

Unit 7

Unit 8

Name

Physical Preparation and Fitness for the Uniformed
Services

The learning outcomes are:
1 Know the fitness requirements for entry into the public services
2 Know the major human body systems
3 Know the importance of lifestyle factors in the maintenance of health and wellbeing
4 Be able to provide advice on lifestyle improvement
5 Be able to plan a health related physical activity programme in preparation for the public services.
LO1 is an addition. Although it was implicit in the previous standards it is now a clear requirement.
The unit content now places greater emphasis on health and lifestyle choices (LO 4 and 5) rather than the previous emphasis,
which focused largely on fitness, which is now covered in Unit 6 – see below.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

Physical Preparation and Fitness for the Uniformed
Services

The learning outcomes are:
1 Know the fitness requirements for entry into the uniformed public services
2 Know different methods of fitness training
3 Be able to plan a fitness training programme
4 Be able to monitor and review a fitness training programme.
This unit focuses solely on fitness and will support the learner in developing the required levels of fitness to support their
application to a specific uniformed public service role.
For this reason Unit 6 is a mandatory unit in the Edexcel BTEC Level 3 Extended Diploma in Public Services (Uniformed) only.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

International Perspectives for the Uniformed Public
Services

This is a new, smaller, 5 credit unit derived from the previous Unit 8 (LO 1 and 4).
The learning outcomes are:
1 Know international institution and their impact on UK public services
2 Understand human rights and how the UK upholds human rights.
Substantially the content remains as previously, but the role of the UK and international bodies in upholding Human Rights has
been added and is emphasised in assessment criteria M2, D1.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

Unit 8

Understand the Impact of War, conflict and
terrorism on Public Services

Unit 8

International Perspectives for the Uniformed Public
Services

This is a new, smaller, 5 credit unit derived from the previous Unit 8 (LO 2 and 3).
The learning outcomes are:
1 Know the impact of war and conflict on UK public services
2 Understand how UK public services deal with terrorism.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

Unit 9

Outdoor and Adventurous Expeditions

Unit 9

Outdoor and Adventurous Expeditions

The new unit contains all or almost all of the topics from the old unit.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

Unit 10

Skills for Land-based Outdoor and Adventurous
Activities

Unit 10

Skills for Land-based Outdoor and Adventurous
Activities

The new unit contains all or almost all of the topics from the old unit.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

Unit 11

Skills for Water-based Outdoor and Adventurous
Activities

Unit 11

Skills for Water-based Outdoor and Adventurous
Activities

The new unit contains all or almost all of the topics from the old unit.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

Unit 12

Crime and its effect on Society

Unit 12

Crime and its Effects on Society

The learning outcomes are:
1 Know crime and disorder legislation, sentences and orders
2 Know the effects of criminal behaviour on communities
3 Understand approaches to reduce crime, disorder and antisocial behaviour
4 Understand how the public services support victims and witnesses of crime.
These are largely unchanged from the previous Unit 12, although the LOs have been structured into a more logical order to
support unit delivery.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

Unit 13

Command and Control in the Uniformed Public
Services

Unit 13

Command and Control in the Uniformed Public
Services

The learning outcomes, content and assessment criteria are largely unchanged.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

Unit 14

Responding to Emergency Service incidents

Unit 15

Responding to Emergency Service Incidents

The learning outcomes, content and assessment criteria are largely unchanged although the unit content has been restructured
and extended to add clarity to the unit specification.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

Unit 15

Planning and Management of Major Incidents

Unit 14

The Planning for and Management of Major Incidents

The learning outcomes, content and assessment criteria are largely unchanged although some of the assessment criteria have
been split to add clarity to the unit assessment requirements.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.
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What’s new for BTEC

Old units
Mapping/comments

Number

Unit 16

Unit 17

Name

Career Planning for the Public Services

Police Powers in the Public Services

Number

Unit 16

Unit 17

Name

Uniformed Public Services Employment

This is a 5 credit L2 unit based on part of the learning outcomes from the previous Unit 16, giving the learner the opportunity
to complete an application process for a public service role.
Learning outcomes are now:
1 Know the application and selection process for a chosen career in public services
2 Know the skills and qualities required for a job in the public services
3 Be able to prepare an application for a role in a chosen public services.

Understanding the Criminal Justice System and
Police Powers

This is a new, smaller, 5 credit unit derived from the previous Unit 17 (LO 1 and 2 and part of LO3). The remainder of the old
Unit 17 has been merged with Unit 22 (there was considerable duplication previously).
The learning outcomes are:
1 Know the requirements of lawful arrest and detention
2 Understand regulations regarding searching people and premises
3 Understand the powers of the police to grant bail.
LO3 is assessed by assessment criteria P4, M2.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

Unit 18

Behaviour in Public Service Employment

Unit 18

Understanding Behaviour in Public Sector
Employment

This is a new, smaller, 5 credit unit derived from the previous Unit 18.
The learning outcomes are:
1 Know the approaches to psychology
2 Know behaviour and its management.
The main additional content is the inclusion of Studies in psychology with relevance to public services in the unit content.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

Unit 19

Fundamentals of Nautical Studies

Unit 14

Fundamentals of Nautical Studies

Unit taken from BTEC Level 2 in Public Services. This unit contains all or almost all of the topics from the old Level 2 unit.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

Communication and Technology in the Uniformed
Public Services

The learning outcomes are:
1 Know types of formal written communication used in the public services
2 Be able to use different types of communication systems
3 Be able to use the radio procedure of a uniformed public service
4 Know the different types of technological systems used by the uniformed public services.
There is now a more active emphasis in that the units requires the learner to demonstrate practical ability in P2 (send a
message by radio using standard voice procedures) and P3 (demonstrate the sending of a message using different forms of
communication).
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

Custodial Care of Individuals

The learning outcomes are:
1 Know the security measures employed in the custodial environment
2 Know how control is maintained in the custodial environment
3 Understand the receiving and discharging procedures for individuals and their Property
4 Understand how offenders can build positive relationships in custody.
The learning outcomes, content and assessment criteria are largely unchanged with the exception of LO4 where the content
and supporting assessment criteria have been clarified.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

Unit 20

Unit 21

Unit 22

Unit 23

Communication and Technology in the
Uniformed Public Services

Custodial Care Services

Unit 20

Unit 21

Unit 17

Unit 17: Understanding the Criminal Justice System
and Police Powers

Unit 22

Unit 22: Understanding Aspects of the Legal System
and Law Making Process

Understanding Aspects of the Legal System and
the Criminal Trial Process

Extended Research in Public Services

This unit has been substantially revised and rewritten based on the previous Unit 22 and part of the previous Unit 17 and has
addressed the significant overlap between those units.
The learning outcomes are:
1 Know the hierarchy of the courts system
2 Know the role undertaken by the personnel of the courts
3 Know how legal rules are created by precedent
4 Understand how the criminal trial process works
The development of law is no longer covered. LO4 covers the criminal trial process in detail (and is an extension to LO1 which
covers the structure of the courts).
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.
This is a new unit which has been introduced to enable learners to develop the skills needed to design and independently carry
out an in-depth research project related to public services.
The outcomes of the research must be reviewed, analysed and presented.
The learning outcomes are:
1 Be able to design a research project
2 Be able to implement and interpret the research results
3 Be able to review the results of the research project
4 Be able to present the research project.
Detailed assessment and delivery guidance, outline learning plan, and suggested programme of assignments are included.
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New units

Introduction / Course Delivery / Assessment and Grading

Old units
Mapping/comments

Number

Unit 24

Unit 25

Unit 26

Unit 27

Name

Number

Name

Current and Media Affairs in Public services

This is a new unit which has been introduced to enable learners to develop the skills.
The learning outcomes are:
1 Know the role of the media in the reporting of information
2 Understand how the media is regulated
3 Understand how the public services are portrayed in the media
4 Be able to review current affairs affecting public services.
Detailed assessment and delivery guidance, outline learning plan, and suggested programme of assignments are included.

Public Service Data Interpretation

Previously available in BTEC National Award in
Central and Local Government as
Unit 4: Interpretation of Central and Local
Government Data

This unit was previously available in the BTEC National Award in Central and Local Government.
The learning outcomes are:
1 Know the nature and sources of information relevant to public services and how they are used
2 Know how to interpret and present information to aid decision-making in public services
3 Be able to gather, use and present data.
It has close links to Unit 23 Extended Research and will help the learner develop an understanding of the importance of data
interpretation and presentation in public service activities.
Detailed assessment and delivery guidance, outline learning plan, and suggested programme of assignments are included.

Previously available in BTEC National Award in
Central and Local Government as
Unit 11: Understanding the Use of ICT in Central and
Local Government

This unit was previously available in the BTEC National Award in Central and Local Government.
The learning outcomes are:
1 Know the range of ICT systems used by public service organisations
2 Know the legal and security requirements of the use of ICT by public services
3 Understand how public services use ICT to support service delivery
4 Understand the benefits of ICT for public service organisations, their suppliers and customers.
This unit develops knowledge of ICT systems used by public services (including legal and security requirements) and how ICT
is used to support service delivery. It does not require the learner to demonstrate the use of ICT. There are strong links with
Unit 20: Communication and Technology in the Uniformed Public Services.
Detailed assessment and delivery guidance, outline learning plan, and suggested programme of assignments are included.

Previously available in BTEC National Award in
Central and Local Government as
Unit 16: Understanding the Social Welfare System

This unit was previously available in the BTEC National Award in Central and Local Government.
The learning outcomes are:
1 Know the development of the social welfare system in the UK and the legal framework which supports it
2 Understand the factors that contribute to the need for a social welfare system
3 Understand the role of the public, private and third sector organisations in the delivery and management of social welfare
services.
The unit covers the scope of and need for social welfare and how such services are managed to meet the needs of vulnerable
groups in society.
Detailed assessment and delivery guidance, outline learning plan, and suggested programme of assignments are included.

Enhancing Public Service Delivery through the
use of ICT

Social Welfare Services

Personnel and Human Resources

This is a new unit which has been introduced to enable learners to develop an understanding of the importance of effective
personnel planning and management (within the legal framework) for public service organisations.
The learning outcomes are:
1 Know the factors that are involved in human resource planning in public service organisations
2 Know how a public service organisation motivates its employees
3 Know how employment legislation impacts on different types of contract
4 Be able to explain the rights and responsibilities of employees and employers
5 Understand the importance of managing employee performance at work
6 Know how contracts of employment may be terminated.
Detailed assessment and delivery guidance, outline learning plan, and suggested programme of assignments are included.

Unit 29

Security Procedures in the Public Services

This is a new unit which has been introduced to enable learners to develop knowledge and understanding of public services
involved in maintaining the security of people, premises and property and the roles and powers of their personnel.
Learners will also develop the skills needed to plan and carry out security searches in a simulated manner.
The learning outcomes are:
1 Know why public services seek to maintain the security of people, premises, and property
2 Know the roles, purpose, powers and responsibilities of a person engaged in security duties in the public services
3 Understand the measures used in maintaining the physical security of people, premises and property
4 Be able to plan and carry out systematic security searches in a simulated environment in a thorough, safe and legal manner.
Detailed assessment and delivery guidance, outline learning plan, and suggested programme of assignments are included.

Unit 30

Practical team Sports

Practical team Sports

The new unit contains all or almost all of the topics from the old unit. Assessment and delivery guidance, outline learning plan,
and suggested programme of assignments has been added.

Unit 31

Exercise, Health and Lifestyle

Exercise, Health and Lifestyle

The new unit contains all or almost all of the topics from the old unit. Assessment and delivery guidance, outline learning plan,
and suggested programme of assignments has been added.

Unit 28
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New units

Introduction / Course Delivery / Assessment and Grading

Old units
Mapping/comments

Number

Unit 32

Name

Number

Instructing Physical Activity and Exercise

Name

Instructing Physical Activity and Exercise

The new unit contains all or almost all of the topics from the old unit. Assessment and delivery guidance, outline learning plan,
and suggested programme of assignments has been added.

Volunteering in Public Services

This is a new Level 2 unit which has been introduced to enable learners to be aware of types of voluntary work available and
the importance and the benefits of such work. Learners will demonstrate their skills by taking part in a volunteering activity
which may be a one off event for charity or carrying out voluntary work for a period of time.
The learning outcomes are:
1 Understand the importance of volunteering in public services
2 Know the different types of voluntary work available
3 Understand the skills required for voluntary work
4 Be able to undertake voluntary work.
Detailed assessment and delivery guidance, outline learning plan, and suggested programme of assignments are included.

Unit 34

Environmental Policies and Practices

Previously available in BTEC National Award in
Central and Local Government as
Unit 10: Environmental Policies and Practices in
Central and Local Government

This unit was previously available in the BTEC National Award in Central and Local Government but has been substantially
revised. The new unit aims to develop knowledge of the impact of pollution and environmental hazards, the legal and
regulatory framework which supports sustainability and the need for sustainable development in a public service context.
The learning outcomes are:
1 Know the impact of pollution and environmental hazards
2 Know the legal and regulatory framework which supports sustainability
3 Understand the need for sustainable development.
Detailed assessment and delivery guidance, outline learning plan, and suggested programme of assignments are included.

Unit 35

Land Navigation by Map and Compass

Land Navigation by Map and Compass

Unit taken from BTEC Level 2 in Public Services. This unit contains all or almost all of the topics from the old Level 2 unit.
Assessment and delivery guidance, outline learning plan, and suggested programme of assignments has been added.

Uniformed Public Services Employment

This is a 5 credit L2 unit based on learning outcomes 1 and 2 from the previous Unit 16, giving the learner the opportunity to
gain an understanding of uniformed public service organisations, their work and their personnel.
Learning outcomes are now:
1 Know the main roles of different public services
2 Understand the main responsibilities of different non-uniformed public services
3 Understand the different employment opportunities available in the non-uniformed public services
4 Know the Conditions of Services for public service jobs.
Detailed assessment and delivery guidance, outline learning plan, and suggested programme of assignments are included.

Unit 33

Unit 36

Exploring Employment in the uniformed Public
Services

Unit 8

Unit 16
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BTEC success stories

Carmel Roman Catholic College,
11–19 secondary school, Darlington

Priestley College

Carmel Roman Catholic College has a sixth form attached to it, with many
learners opting to remain at the school rather than move to a local further
education college. We have links with another local school which sends
its pupils to join our own for Public Services lessons, trips, visits and
talks.

Priestley College is an inclusive sixth form college with over 1800
learners – approximately 1500 of whom follow an advanced level
programme. Learners are encouraged to take a broad curriculum
in their ﬁrst year from a choice of 35 AS subjects and a range of
advanced vocational courses.

Why did you choose to run the BTEC Nationals in Public
Services?

Why did you choose to run the BTEC Nationals in Public
Services?

We opted to run the BTEC Firsts in Public Services because these are
strong vocational courses that equip learners with the life skills they
need, and help them to make career choices between different Public
Services. They were initially introduced for our Year 10 pupils. We then
introduced the BTEC Nationals following our successes at First level, as a natural progression.

We have successfully run a range of BTEC courses for several years
now. We started with National level programmes and have recently
introduced BTEC Firsts in Public Services as part of a programme
that allows learners to study this alongside GCSEs and key skills
before they progress to Level 3 studies.

What have you enjoyed most about the course as a tutor?

What have you enjoyed most about the course as a tutor?

We have enjoyed both the opportunity of building relationships with local public service organisations, and giving
pupils ﬁrst-hand experience of what life in the different public services is like. We have now built extensive
contacts and have a programme of speakers and visits organised which includes Year 10–13 pupils progressing to
the BTEC National.

Designing a ﬂexible learning programme giving the learner greater choice has been very satisfying. BTEC
qualiﬁcations allow tutors to design their own assignments and this encourages us to be creative, while
continuing to ensure that the essential learning outcomes and assessment criteria are met.

How has your teaching changed since you started to deliver it?

I incorporate considerably more practical work into my teaching now to give learners a better grasp of the
vocational relevance of what they are studying. Visits to public services organisations and guest speakers
have proved invaluable in communicating this message too.

The emphasis has moved from examination preparation to writing assignments, and to ensuring that pupils attain
the relevant assessment and grading criteria needed for success. This can sometimes prove a challenge and we
modify our assignments on an annual basis to make them more realistic and achievable.

What changes have you observed in learners as they have progressed through the course?
Most learners learn to work independently – even those who are reluctant at the beginning soon start to build
strong research skills. Learners also need to be able to provide evidence of essential written communication skills
such as letter writing, memos, reports and emails, and this encourages them to take ownership of the programme.
The course has helped some learners to realise their own limitations and to look for careers in other areas. For
example, we had one learner who had always wanted to be a paramedic, but when she took part in team-building
exercises she realised she was claustrophobic and had to look at changing her career path altogether.

Can you give any examples of how your learners have progressed since embarking on a
BTEC course?
In our experience learners are quickly engaged and they readily invest in the programme. Many of the learners
who completed the BTEC First have now progressed to the BTEC National and are making excellent progress. On
completion, our pupils may opt to join a public service and leavers have also gone on to join the Army, the Marines
and the RAF. Others will progress to higher education.

How has your teaching changed since you started to deliver it?

What changes have you observed in learners as they have progressed through
the course?
The conﬁdence, research skills and general attitude of learners really develop on this programme. You can
see how they are improving and developing a wide range of transferable skills as they move through the
course. The breadth of study also enables learners to develop the necessary skills for continuing into higher
education or employment successfully.

Can you give any examples of how your learners have progressed since embarking on a
BTEC course?
Having progressed from BTEC Firsts to Nationals, there are many learners who have gone on to higher
education.
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Getting started: planning course delivery
Good planning is the first step to successful BTEC delivery and assessment. It is the
best way of making sure everything is in place and that your unit coverage is robust and
achievable. This guide should help you get started.

The BTEC assessment and delivery process

Tutors/Assessors

Read the specification
2. Tutor
reads unit
specifications

8. Learners are
graded

Planning

9. On completion
of all units learners
are awarded a final
grade

1. The centre
decides to run
BTEC

3.Tutor prepares
locally-devised
assignments

Work with colleagues in their department, planning
the course as a team

• Resource planning, such as when you might
need to call on the expertise of specialist staff.
• Timetabling, practical lessons and enrichment
opportunities.
• Interim and major assessment points.
• Planning for internal veriﬁcation.

Implementing

Learners

Manage and organise their own time to
prepare evidence for assignments

Internal verifiers*

Support programme planning
Arrange standardisation meetings across
teams and multi-sites
Ensure an effective system for recording
learner achievement is in place

Action the internal verifier’s advice on planning

Advise programme team on any training
needs

Guide learners towards approaches in gathering
assessment evidence

4. Internal
verifier checks if
assignments are
fit for purpose
5. Learners
complete
assignments

Key areas to consider

• Understand the structure of a BTEC unit (see page 28).
• Read and understand the speciﬁcation.
• Decide whether you will teach unit by unit or if it is best to integrate
unit delivery (for further guidance on this see page 24).
• Plan your programme of assignments (see page 40).

Design assignments which are suited to local and
learner needs and matched to unit grading criteria

Deliver unit content and assignments

7. Edexcel samples
centre’s accuracy
in grading*
6. Internal
verifier checks
if grades have
been awarded
accurately

First things first

Overview of roles and responsibilities

Participate fully in the learning
programme

Provide advice and support to assessors
on regular basis

Produce work for assessment

Advise on opportunities for evidence
generation and collection

Complete observation and witness statements to
support demonstration of practical skills

Advise on the appropriateness of
assessment evidence with regard to
level, sufficiency, authenticity, validity
and consistency

Observe, scrutinise and record evidence of individual
work within group activities
Review progress of learners to give opportunities for
achieving grading criteria

Advise on the interpretation of
national standards and undertakes
standardisation exercise

Award unit grades when the unit has been completed
and internally verified

Programme managers/
Heads of department

Manage the team to devise assessment
programme in collaboration with tutors
(assessors) and internal verifier(s)
Prepare resources plan to match
assignment programme
Manage timetable and room allocation
Organise a tracking mechanism for
learner achievement
Take part in the programme
Monitor delivery
Organise regular team meetings
Coordinate tutor/assessor activity
Liaise with the internal verifier(s)
Deal with learner issues
Oversee maintenance of learner record

Keep records of the verification process
Liaise with Edexcel Assessment
Associate where appropriate

Internal Verifying

Action internal verifier’s advice on assignment design
Check authenticity and sufficiency of assessment
evidence produced against grading criteria/unit
content
Record assessment decisions and puts these forward
for internal verification
Action internal verifier’s advice on grading decisions

Check the validity and sufficiency of the
evidence with the assessor
Review opportunities for achieving
grading criteria
Participate in self- and peer-assessment
activities where appropriate

Check if assignments are fit for purpose
Use their subject specialism to sample
assignments to check the quality of
assessment and to ensure that it is
consistent, fair and reliable
Ensure own assessment decisions
are sampled when teaching on the
programme

Collaborate with internal verifier(s) to
maintain the programme
Check the validity of overall verification
programme
Coordinate awarding body requirements
Update internal verifier team on current
practice
Respond to any awarding body action

Feedback
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Give constructive feedback to learners and record
learners’ formative achievements

Receive assessment recommendations
and feedback from the assessor

Give decisions and feedback on the
sampling

Coordinate and contribute to final
internal awarding meetings

Provide guidance for learners to enhance achievement

Plan next steps with the assessor

Ensure appropriate corrective action is
taken where necessary

Oversee recording and transmission of
accurate results

Plan next steps with learners
Record learners’ summative achievements

Take part in the formal stages of any
appeal

*Lead

internal verifiers who have passed the new
OSCA2 test can seek certification of learner work for
the programme(s) they manage without annual external
sampling. (Some centres may be randomly sampled.)

Provide feedback on aspects of the
assessment system to the programme
team, senior management and Edexcel

This is
you

Review the course for the year with an
end of year report including resource
and teaching evaluation
Plan for the next academic year

*Some of these functions may be undertaken by the lead internal verifier (see page 46)
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Overview of year

Decide which units are
being delivered and plan year
to timetable

Check
assignments
to track unit
coverage

Individual assignment design

Plan internal
verification
activities

Internal
verifiers check
assignment
briefs prior to
issue to learners
and build in
team
standardisation
activities**

Assignment delivery

Successful
completion
of OSCA2*
by lead
internal
verifier

Learner induction

External links

It is crucial that you familiarise your learners with how
BTEC delivery and assessment work. Consider developing
learners’ understanding of:
• the speciﬁcation (structure, content, grading grids, level
of programme and equivalency)
• the purpose of assignment briefs
• the relationship between the tasks given in an
assignment and the grading criteria
• the way that the BTEC grading grids work in relation to
their prior experience of other assessment models
• internal assessment procedures and centre policies
• the concept of deadlines/hand-in dates
• the concept of vocational and work-related learning
• learner responsibility.

All work-related programmes beneﬁt from external links
with the vocational sector. These links could be developed
in many ways:
• provision of ‘live’ case study material that is company or
organisation based
• learner visits to vocational settings
• professional input from practitioners, especially where
vocational expertise is clearly identiﬁed in the delivery
section of the units
• work placements that are speciﬁcally related to the
qualiﬁcation
• tutor placements to enhance vocational expertise.
• regular use of vocational language and skills in class, in
assignments and on work placement.
• assignments set in a strong vocational context, such as a
survey of users of a speciﬁc public service.

Setting expectations
It is common practice to provide induction books for
learners to sign at the beginning of the programme.
These could set out your centre’s expected rules and
recommendations, for example adherence to health
and safety legislation, and your centre’s plagiarism
policy. These could also contain rules and procedures
about the facilities learners will use.
You might decide to show your new learners
some work from previous years. This will give
them a realistic idea of what is required and how
assessment is carried out for a unit.

Formative assessment
tracking for learners

Continuous
updates
to learner
tracking

Progression
It is your duty to provide learners with clear guidance
on progression and models of continued study that
are relevant to their abilities. For more information on
how learners might progress from a BTEC Level 3
National, see www.btec.co.uk
Internal verifiers
sample learner
assessment**

Summative unit grading and
reporting to Edexcel at end of
programme

Learner achievement
and certification

*OSCA2 is the online standardisation test that would give a lead internal veriﬁer, and consequently
the programme(s) they manage, accredited status. With this status a lead internal veriﬁer can seek
certiﬁcation of learners’ work during the period of that accreditation without annual external sampling.
(Some centres may be randomly sampled.)
**Where the centre has a lead internal veriﬁer who has passed the OSCA2 test, this process is
coordinated by them.

Edexcel’s Study Skills
Guides
Edexcel publishes free
Study Skills Guides for BTEC
Level 3 National learners.
These provide guidance on:
• self-assessment of
strengths so learners can
identify the best way for
them to learn
• time management
• getting the most from work experience and special
events
• working with others
• finding and using resources
• organising, interpreting and presenting information
• making presentations
• tackling assignments (including a worked
assignment from a learner perspective).

Forging links with public service organisations

The delivery of BTEC Level 3 Public Services programmes
can be much enhanced by involving public service
organisations in a range of activities.
Interviews with and presentations by a range of public
service personnel (including both paid employees and
volunteers such as local councillors or magistrates) who
have responsibility for a range of functions are especially
useful for providing insight into different public service
contexts. In preparation for classroom interviews and
presentations from visiting speakers, tutors should brief
speakers fully and ensure that learners have questions
prepared.
Assignments may be designed to support input from
relevant local public service employers and third sector
organisations. It is particularly valuable if activities used
to assess practical skills (such as communications,
teamwork, project work and collaborative working) are
designed with input from employers, and if they are able
to participate in the assessment of those practical skills
by being part of a panel to which learners present their
assignment work this would also be beneﬁcial.
Evidence for such practical skills may also be generated
from activities outside of school or college – for example,
the learner’s involvement in teamwork, sporting or leisure
activities through outdoor and adventurous expeditions.
Visits to public service organisations (ideally local
organisations covering a range of public services functions
as appropriate to the optional units selected) and, if
possible, work experience or job shadowing with public
services personnel from these organisations all provide
useful opportunities for learning in context. Visiting the
interactive sections of public services websites (such as
criminal justice sites) is another good way of gaining an
‘inside view’ of those organisations.
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Tutors should encourage involvement in cadets
organisations (armed forces, St John’s, local police and ﬁre
service branches) and take advantage of opportunities to
attend careers events such as Army Careers Exhibitions
and residential programmes such as the Army Work
Experience residential course or the Army Insight
programme.
Learners always beneﬁt from taking part in activities and
competitions like the mock trials competitions organised
through the Court Service.
Keeping up to date
Learners should be encouraged to follow
developments in the news related to public services
and the range of activities those public services
are involved in. Media reports can be developed
into case studies for classroom discussion and for
assessment activities. These are especially effective
when supported by video clips, which are easily
accessible from the internet.

Online research
Learners should be encouraged to research the
websites of a range of public services for information
about the work they are involved in, the services
they provide to the public and how each of those
services is funded. Learners should also be guided
to look for evidence of partnership-working between
public services and across public, private and third
sector organisations. Tutors should provide guidance
as to which websites are suitable. This helps to
prevent learners from researching public services
in non-UK countries, and it also makes it easier for
tutors to ensure that the data accessed is valid and
reliable in terms of factual content, and that work is
not copied and pasted from the internet.

Career opportunities
Throughout the programme, learners should be
made aware of the career opportunities that exist
within different public services (both uniformed and
non-uniformed roles) and of the entry requirements
and pathways for progression relating to different
job roles. (Visiting speakers are often particularly
helpful in informing learners of these.) This will be
useful when learners are producing assignments for
assessment in mandatory units.

Getting started: planning course
Gettingdelivery
started

Good teaching practice and resources
Staffing

All staff must be appropriately qualiﬁed to teach this
course. The spread of curriculum areas covered by public
services qualiﬁcations means that tutors delivering the
BTEC Level 3 Nationals in Public Services may not have
a formal qualiﬁcation in the subject area, but they should
have expertise and subject-speciﬁc knowledge in the
unit(s) that they deliver, as well as, ideally, some vocational
experience. Tutors lacking in any of these areas should be
given an opportunity to develop their expertise as part of
their continuous professional development.
Familiarity with current professional practice

It is important to have knowledge of current professional
practice in order to set standards within each specialist
area. It is a feature of the design of BTEC qualiﬁcations
that they have the ﬂexibility to respond to National
Occupational Standards in each area as current practice
changes. They also offer the opportunity for innovative
approaches to teaching and learning.
It is advisable that all tutors spend some time in a work
placement as part of their continuous professional
development to keep up to date with developments in
the public services. This is particularly important if the
tutor’s particular specialism is not directly related to public
services. BTEC National qualiﬁcations should be exciting
and engaging and learners will beneﬁt from tutors who are
able to teach with up-to-date practical experience of public
service organisations.
Additional specialist practitioners

You will probably have to employ specialist practitioners
to deliver certain units of the Level 3 National courses.
Take care that legal requirements are met. Where external
tutors are delivering units, the internal veriﬁer should carry
out close monitoring to help ensure the quality of the
assessment process.
Awareness of learners requiring reasonable adjustment

Be aware of individual requirements and ensure that
learners can achieve the unit grading criteria in all of the
units that the planned programme contains. You are free
to make adjustments to programme delivery to ensure
that learners can be guaranteed to gain the qualiﬁcation
if they comply with all unit grading demands (see more
information about reasonable adjustment in the panel
opposite). Be aware that, for example, Unit 5: Physical
Preparation, Health and Lifestyle for the Public Services
and Unit 6: Fitness Testing and Training for the Uniformed
Public Services will require practical demonstration of
physical skills.

Teaching space
What is a reasonable adjustment?
Reasonable adjustments are arrangements which
give a learner access to a qualification. Reasonable
adjustments must be agreed at the pre-assessment
planning stage and comprise any action that helps
to reduce the effect of a disability or difficulty, which
places the learner at a substantial disadvantage in
the assessment situation. For example, these actions
might involve changing or adapting the assessment
method, adapting assessment materials or using
assistive technology. Reasonable adjustments must
not affect the reliability or validity of assessment
outcomes and they must not give the learner
an assessment advantage over other learners
undertaking the same or similar assessments.
How do I apply for a reasonable adjustment for
internally assessed BTEC qualifications?
For BTEC qualifications that are internally assessed
centres do not need to apply to Edexcel to
implement a reasonable adjustment. However,
centres must only make reasonable adjustments in
line with Edexcel policy and keep a record on Form
RA1, which can be found on the Edexcel website.

Most units require only a teaching classroom and access
to computing facilities. The room needs to be spacious
enough for group work and to house learning resources
such as books, public services journals, newspapers etc.
Optional unit choices should be made with care. Check
the content for every unit to ensure that your resources are
adequate in terms of physical equipment and appropriate
technology, and that you have access to appropriately
trained and qualiﬁed staff to deliver the more specialist
units. You will also need to check the assessment
requirements of units because some will require practical
activity and demonstration by learners. Units involving
practical, physical and outdoor activity will require access
to sports facilities and specialist outdoor education
facilities.
A public services base room will be of great beneﬁt to you
and your learners. It provides a place where learners’ work
can be displayed, including the results of class research
activities and photographs of activities undertaken
by learners, along with other relevant public services
informational materials, such as posters and leaﬂets.
Tutorials, individual learning plans and individual
study time

Learning resources
A range of current resource material to support the
programme is essential, for example visits, textbooks,
videos, magazines, journals, other publications and access
to websites.
Sufficient resources to meet the number of learners

Your centre signs a commitment to ensure adequate
provision as part of the approval process. This must be
adhered to in all cases so that learners are guaranteed
the very best provision a centre can provide. Ongoing
Edexcel quality assurance processes will check that the
centre has sufﬁcient resources to support the delivery
of the programme, and that the centre has made provision
to meet any specialist resource requirements at the
approval stage.
Where resources are shared, carefully assess, plan and
determine the access demands of all programmes within
your subject area.

If you are able to offer additional access or time allocated
to independent learning, this will enhance your learners’
development and enable achievement at merit and
distinction levels.
You will need to track each learner’s progress and spend
at least a session per term on a one-to-one basis so you
can see if any difﬁculties are arising with assignments and
progress, and adjust deadlines as appropriate.
Health, safety and environmental issues in classrooms,
ICT rooms and off-site visits

Consider health, safety and environmental issues in
relation to all workspaces, including IT laboratories and offsite venues for visits. In particular, you should:
• take personal responsibility for keeping work areas tidy
and for health and safety in general
• conduct risk assessments for all activities and all
classrooms
• report any accidents and concerns.
Awareness of legislation within vocational practice

Make learners aware of any relevant legislation for
vocational practice, where learners may endanger
themselves or others if they do not know and understand
what is required. Be sure that you are aware of any new or
pending legislation that could impact on practice.
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Selecting the right units

Planning unit delivery

• Look to the speciﬁcation for information on which units are mandatory and which are optional, and the speciﬁc
rules of unit combination for each qualiﬁcation (Certiﬁcate, Subsidiary Diploma, Diploma, Extended Diploma).
• Consider which units your centre is best equipped to deliver (consider stafﬁng, expertise, resources).
• Give learners a choice of units so they might follow a course that is appropriate to their needs, abilities and interests.

BTEC qualifications are designed to be ﬂexible in their delivery and assessment, giving you the
opportunity to construct and deliver programmes to suit your resources and learners. There are two
main methods for approaching BTEC delivery: single unit delivery or integrated delivery.

Single unit delivery
BTEC qualiﬁcations comprise individual units that
represent clusters of learning outcomes. For many
sectors, a unit-by-unit approach to delivery is a valid and
appropriate method for meeting the learning outcomes
and delivering the unit content within the speciﬁcation.
Vocational applications of knowledge gained through
unit-by-unit assignments allow learners to reﬂect on their
practice, resulting in focused and in-depth evaluations.

Referencing
Ensure that learners acknowledge the sources
of their research and encourage them to adopt
formal referencing in their work. By the end of the
programme, learners should be able to reference
and acknowledge sources as a matter of course and
this will prepare them well for progression to higher
programmes.

Integration of units
For some sectors, however, it is essential that learners
know how the content covered by several units interrelates,
as it would in the world of work. In these sectors, unit
delivery is best integrated, with assignment evidence
mapped across two or more units. Integrated delivery
is one of the distinct strengths of BTEC qualiﬁcations
and can lead to a deeper practical and vocational
understanding of the content.

BTEC Level 3 Subsidiary Diploma in Public Services:
three mandatory units, plus optional units that provide for a
combined total of 60 credits.
Year 1
Term 1

Unit 1:
Government,
Policies and the
Public Services
(10 credits,
mandatory)

Making presentations

Integrated unit delivery can be a very effective way
of delivering some units of BTEC Public Services
programmes. For example, for the Diploma or Extended
Diploma you may decide to integrate delivery of Unit 17:
Police Powers in the Public Services with Unit 22: Aspects
of the Legal System and Law Making Process and Unit 12:
Crime and its Effects on Society.

A suggested course structure

For Level 3 Public Services programmes you should try as
far as possible to create links across the units the learners
will study.

BTEC Level 3 Certificate in Public Services:
one mandatory unit, plus optional units that provide for a
combined total of 30 credits.

The tables below provide suggestions as to how you might
choose to structure the course. Refer to the speciﬁcation
to check other optional units available and to view rules of
unit combination. It is key that you make unit choices that
are relevant and appropriate for your learners and centre
resources.

Year 1

As far as possible learners should be given the
opportunity to apply practically the knowledge and
understanding they have gained in the classroom.
Learners should be encouraged to conduct
research using real case studies and scenarios
from the public services supported by visits to
public services premises and talks by public
services personnel.

Term 1

Unit 1:
Government,
Policies and the
Public Services
(10 credits,
mandatory)

Unit 2:
Leadership and
Teamwork in the
Public Services
(15 credits,
mandatory)

Term 3

Unit 18:
Behavio ur in
Public Sector
Employment
(5 credits,
optional)

Year 2

Try to incorporate activities that encourage learners
to make presentations to other members of the
class at an early stage in the programme. Make
sure also that they work in groups as frequently as
possible. These are skills that BTEC programmes
have been successful in developing, and which will
certainly be of benefit in public service employment
and in higher level vocational programmes.

Term 4

Unit 3:
Citizenship,
Diversity and the
Public Services
(15 credits,
mandatory)

Delivering BTEC Level 3 Nationals in Public
Services

Applying knowledge

Term 2

Term 2

Unit 2:
Leadership and
Teamwork in the
Public Services
(15 credits,
optional)

Term 3

Unit 17: Police
Powers in the
Public Services
(5 credits,
optional)

Term 5

Unit 8:
Understand the
Impact of War,
Conflict and
Terrorism on
Public Services
(5 credits,
optional)

Term 6

Unit 15:
Planning and
Management of
Major Incidents
(10 credits,
optional)

Note: It is possible to integrate the optional units from
the start of the programme if the programme team wish
to do so, but this should be planned carefully so that
essential content in the mandatory units is covered before
corresponding content is taught for the optional units.
Centres should also plan delivery to ensure that a BTEC
Level 3 National Certiﬁcate (30 credits) can be achieved at
the end of Year 1.
BTEC Level 3 Diploma in Public Services (Uniformed):
four mandatory units, plus optional units that provide for a
combined total of 120 credits.
Year 1
Term 1

Term 2

Term 3

Unit 1:
Government,
Policies and the
Public Services
(10 credits,
mandatory)

Unit 3:
Citizenship,
Diversity and the
Public Services
(15 credits,
mandatory)

Unit:18
Behaviour in
Public Sector
Employment
(5 credits,
optional)

Unit 2:
Leadership and
Teamwork in the
Public Services
(15 credits,
mandatory)

Unit 4:
Understanding
Discipline in
the Uniformed
Public Services
(10 credits,
mandatory)

Unit 36:
Exploring
Employment in
the Uniformed
Public Services
(5 credits,
optional)

Year 2
Term 4

Term 5

Unit 5: Physical
Preparation,
Health and
Lifestyle for the
Public Services
(10 credits,
optional)

Unit 10: Skills
for Land-based
Outdoor and
Adventurous
Activities
(10 credits,
optional)

Unit 9: Outdoor
and Adventurous
Expeditions
(10 credits,
optional)

Unit 35: Land
Navigation
by Map and
Compass
(10 credits,
optional)

Term 6

Unit 24: Current
and Media
Affairs in Public
services
(10 credits,
optional)
Unit 7:
International
Institutions and
Human Rights
(5 credits,
optional)
Unit 8:
Understand the
Impact of War,
Conflict and
Terrorism on
Public Services
(5 credits,
optional)

It is recommended that delivery in Year 1 is weighted
towards mandatory units so that learners can achieve
sufﬁcient units and credits for a BTEC Level 3 National
Certiﬁcate in Year 1. Centres may wish to consider running
optional units throughout the year alongside the mandatory
units. This is recommended where Unit 5: Physical
Preparation, Health and Lifestyle for the Public Services is
one of the selected options.
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Level 3 BTEC National Extended Diploma in Public Services (Uniformed):
five mandatory units, plus optional units that provide for a combined total of 180 credits

Suggested learner tracking sheet

Year 1
Term 1

Term 2

Term 3

Unit 24: Current and
Media Affairs in Public
services (10 credits,
optional)

Unit 4: Understanding
Discipline within the
Uniformed Public
Services (10 credits,
mandatory)

Unit 1: Government, Policies
and the Public Services (10
credits, mandatory)

Unit 3: Citizenship, Diversity
and the Public Services (15
credits, mandatory)

and

and

Unit 2: Leadership and
Teamwork in the Public
Services (15 credits,
mandatory)

Unit 7: International Institutions
and Human Rights (5 credits,
optional)

and
and
Unit 18: Behaviour
in Public Sector
Employment (5 credits,
optional)

Unit 16: Career Planning
for the Public Services
(5 credits, optional)

Year 2
Term 4

Unit 6: Fitness Testing and
Training for Uniformed Services
(10 credits, mandatory)
and
Unit 12: Crime and its Effect on
Society (10 credits, optional)

Term 5

Term 6

Unit 14:
Responding
to Emergency
Service
incidents
(10 credits,
optional)

Unit 32: Instructing Physical Activity and Exercise (10 credits,
optional)

and

Unit 35: Land Navigation by Map and Compass (10 credits, optional)

Unit 15:
Planning and
Management
of Major
Incidents
(10 credits,
optional)

Unit 30: Practical Team Sports (10 credits, optional)

Unit 9: Outdoor and Adventurous Expeditions (10 credits, optional)
Unit 10: Skills for Land-based Outdoor and Adventurous Activities (10
credits, optional)

and
Unit 17: Police Powers in the
Public Services (5 credits,
optional)

Unit 31: Exercise, Health and Lifestyle (10 credits, optional)

It is recommended that delivery in Year 1 is weighted
towards mandatory units so that learners can achieve
sufﬁcient units and credits for a BTEC Level 3 National
Certiﬁcate in Year 1. Centres may wish to consider running
optional units throughout the year alongside the mandatory
units. This is recommended where Unit 5: Physical
Preparation, Health and Lifestyle for the Public Services is
one of the selected options.
This could be followed with a delivery pattern shaped by
units that lend themselves to ‘long and thin’ delivery over
an extended period of time, rather than short delivery
over a third of a term, as illustrated by the six optional
units overlapping terms 5 and 6, Year 2. Other units that
work well for delivery over an extended period are Unit
23: Extended Research in Public Services or Unit 33:
Volunteering in Public Services.

Keeping track
Whatever decisions you make about your programme
delivery, it is important that you carefully map the
assessment of criteria across units and keep accurate

records to track learner achievement. Tracker sheets like
those shown opposite can be constructed easily in Word or
Excel. The ones opposite are available on the CD-ROM in
your Speciﬁcation Pack.
Systematically track all of your assignments at grading
criterion level so that you build a full and complete
achievement record for every learner. This is especially
important in differentiated learning or in special
circumstances such as illness where all assignments may
not be carried out. In these cases, full unit coverage can
sometimes be achieved through cross-reference with other
related units; however, evidence provided by learners must
fully cover the criteria.
Many centres are making use of virtual learning
environments (VLEs) such as Blackboard or Moodle
that allow tutors to maintain individual learner sites and
keep work electronically. You may decide to give parents
access so that they too can check learner progress and
achievement. This kind of service will help parents to
understand how BTECs are assessed.

Suggested assignment tracking sheet
(for integrated unit delivery, with different tutors delivering each unit)
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BTEC units: a quick overview
Every BTEC unit is structured in exactly the same way, and this structure has been
developed to facilitate your delivery of the course. The notes here give a quick
overview. For full details of this structure please see the specification.

Title page
The first page of the specification gives the
unit title, QCF level, the credit value and
the guided learning hours (GLH)* It also
sets out the unit aim and purpose, the unit
introduction and the learning outcomes.
*Guided learning hours: all the times when a number
of staff (for example tutor, trainer or facilitator) is
present to give guidance.

Unit content
Lists the breadth of knowledge, skills and
understanding needed to achieve each of
the learning outcomes. This outlines what
you should cover in your delivery and what
your learners need to know.

Assessment and grading criteria grid
The evidence that each learner must
produce to achieve pass, merit or distinction.
This is the most important section of
each unit – units must be taught and
assessed by these criteria (not the learning
outcomes).

Essential guidance for tutors
Unit-specific guidance on delivery and
assessment.

Outline learning plan
This suggests one way you could deliver
the unit. Design your own learning plan
to mirror your preferred delivery and
assessment methods for unit coverage.
(This will be crucial where a more integrated
delivery profile is adopted.)

Programme of suggested assignments
For guidance only, this table lists ideas for
assignments that would cover the grading
criteria. It is recommended that you write
your own assignments or adapt Edexcel’s to
meet local needs and resources. Remember:
all assignments must be internally verified
by your centre before issue to learners to
ensure they are fit for purpose.
Links to National Occupational
Standards, other BTEC units and
BTEC qualifications
Shows opportunities for integrated
delivery of units.

Indicative reading, resources packs
and websites
Suggested learner resource material.
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Developing a scheme of work
All BTEC Level 3 National units are structured in a way that should facilitate your delivery of the
course. Each unit includes an outline learning plan. This is provided as an example only to illustrate
just one way you might deliver that unit. This plan includes suggested assignments that will cover
the unit’s grading criteria.

You might decide to develop a more detailed scheme of
work from this outline learning plan. To show how this
might be done, the outline learning plan opposite is taken
from Unit 1: Government, Policies and the Public Services.
An example of a scheme of work for this unit is given on
pages 32–39.
Design your own scheme of work to factor in the needs
of your learners and local resources, and to reﬂect the
assignments that you have designed for the unit. (Always
ensure that assignments – whether designed by yourself,
Edexcel or by others – are internally veriﬁed in your centre
before use; see page 46.)

Delivery notes
The introductory session could be delivered using practical
activities. For example, when explaining what constitutes
appropriate evidence for an assignment, learners
could work in groups to identify the various methods
for themselves. (For more information on assignment
evidence, see page 42.)
Always try to make your teaching as learner-centred and
experiential as possible and allow learners to experiment
and test out ideas they may have regarding issues in
public services.
Visiting speakers are essential for successful delivery of
public services programmes because they give topics both
context and realism. The programme team should work to
build links with a range of public service organisations and
their personnel and to organise visits to a range of public
services organisations. Wherever possible, tutors should
seek the input of public services personnel in the design
of assignment tasks and activities, and in observing and
assessing learner presentations.
When learners are working on their assignments, advise
them to remain focused on providing evidence that is
relevant and fulﬁls the grading criteria. It is helpful to
demonstrate model answers to assignments. Many
learners include unnecessary information in assignments
that strays from the point of the exercise, often as a result
of unfocused internet research. Close monitoring of
assignment work on an ongoing, formative basis should
help to avoid this.
Learners should understand how continuous assessment
works in terms of interim and formative assessment. All
learners should submit interim work or show you where
they are with their assignments so that you can feed back

on how well they are meeting the tasks against the criteria
that they are working towards. If a learner has already met
the pass criteria, you should indicate how the learner can
achieve merit and distinction grades. If the pass criteria
are not yet met, indicate what the learner has to do to get
to the appropriate standard.

Outline learning plan for Unit 1: Government, Policies and the Public Services
Topic and suggested assignments/activities and/assessment

Introduction to the unit and assessment methodology.
Teaching activity incorporating group work and guest speakers from the different levels of
government where possible addressing levels of government.

Group work

Case study analysis looking at the responsibilities of the levels of government.

Group work is vitally important on BTEC programmes
and you should provide opportunities for group
work frequently throughout the course. Remember,
however, that if any group work contributes towards an
assignment, individual learners must be able to provide
evidence that they have individually met the criteria.

Teaching activity surrounding the roles at government levels, including a role play activity to
reinforce knowledge.

Looking out for plagiarism
Be careful with the use of the internet –
unfortunately the copying and pasting of text into
assignments is happening with alarming regularity.
Even at this level, a plagiarism policy may be
required to encourage learners to reference the
work of others as far as possible. See www.jcq.
org.uk for advice on detecting plagiarism. On the
first assignment make sure that any cut and paste
evidence is rejected and learners are made to do the
work in their own words. This will pay dividends in
the long run.

Research activity gathering evidence of links between government departments and public
services.
Assignment 1: Roles and Levels of Government (P1, P2, M1 and D1)
Preparation for assessment for learning outcome 1 – learner led presentation covering roles and
levels of government.
Formal assessment of learning outcome 1.
Review of assessment including learner feedback and re-working.
Teaching activity relating to the current election process used for the differing levels of
government, including election to European Parliament.
Research activity investigating alternative voting systems available.
Assignment 2: Electoral Processes (P3 and M2)
Preparation for assessment of learning outcome 2 – Learner report covering electoral processes
used in UK elections.
Formal assessment of learning outcome 2 including learner feedback and re-working.
Teaching activity – introduction to a variety of policies introduced and proposed by UK
government at different levels, including local and national.
Case study analysis of different policies and how they impact on UK public services.

How do I cover the unit content?
• Work closely with the specification document to
ensure that you fully understand the coverage for
each learning outcome within each unit.
• Check your content coverage against the grading
criteria.
• Make sure that you understand the distinction
between content that must be covered and content
that is optional, such as topics listed after ‘eg’ in the
specification – here tutors may use these examples
or replace them with relevant alternatives of their
own choice.
• Rather than following the assignment ideas in the
specification, it may be possible for you to consider
smaller assignments over shorter periods of time
which will keep your learners engaged. Remember
that your assignments must always be designed for
your learners.
• Use a tracking sheet to plan your assignments and
cross check to see if all content is covered. See
page 27 for examples of tracking sheets.

Teaching activity – how do members of the public respond, both positively and negatively, to
government policies?
Case study analysis of social response to government policies
Assignment 3: Policy Impacts (P4, P5, M3 and D2)
Preparation for assessment of learning outcome 3 learner led seminar on the impact of a
government policy and the response of society to this.
Formal assessment of learning outcome 3 including learner feedback.
Teaching activity – Government process for developing policies, including use of focus groups,
consultation, and legislative process.
Learner group work – developing proposed policies, where learners work together to simulate
the process, through developing realistic policies, using focus groups amongst their peers and
constructing questionnaires to support the process. Class can then act as the two houses and
debate the policies before voting.
Assignment 4: Policy Development (P6 and M4)
Preparation of assessment for learning outcome 4. Discussion activity with individual learners or
groups to assess knowledge and experience of simulation exercise.
Formal assessment of learning outcome 4 including learner feedback.
Review of unit and assessment.

31

32

Teaching BTEC: BTEC Level 3 Nationals in Public Services

Developing a scheme of work

Scheme of work for Unit 1: Government, Policies and the Public Services
Session

1

Teaching topic

Introduction to the unit and assessment methodology

Hours/approximate
time allocated*

Linked assessment

Core content and delivery methods

An overview of the unit and its content including how the unit will be
assessed

2 hrs

Resource checklist

Handout showing unit content and grading
criteria grid
Student programme handbook if this is
the first unit to be covered

Tutor introduction to level of government in the UK
Small group work to discuss and phrase five questions per group to ask
each speaker, including how they were nominated and elected
Virtual tour of parliament
Commons: http://www.parliament.uk/about/virtualtours.cfm
Lords: http://www.parliament.uk/about/virtualtours/lords.cfm
2

Levels of government in the UK (1):
Levels of government and their responsibilities

3 hrs

P1, P2, M1, D1

Further individual internet research to expand notes. See:

PowerPoint and projector for tutor
introductory presentation

http://www.direct.gov.uk/

Internet

www.europarl.europa.eu/

Handout with list of recommended
websites for research

http://www.parliament.uk/about/how.cfm
http://www.direct.gov.uk/en/Governmentcitizensandrights/UKgovernment/
Localgovernment/DG_073310
http://wales.gov.uk/
http://www.scottish.parliament.uk/
http://www.niassembly.gov.uk/
Guest speakers at different levels of government, including if possible a
local councillor, the local MP, and an MEP
Speakers to explain their individual role and the roles and responsibilities of
the level of government they represent
3

Levels of government in the UK (2):
Levels of government and their responsibilities

3 hrs

P1, P2, M1, D1

Question and answer using learners’ pre-prepared questions from the
previous session
Then, working in same groups, learners should investigate further and
prepare their conclusions as poster wall displays or information leaflets
each illustrating the responsibilities of a particular level of government or
institution in the government process

PowerPoint and projector, whiteboard and/
or flipchart options for visiting speakers as
required
Visiting speaker(s):
Contact details for MPs can be obtained
from: http://www.direct.gov.uk/en/Diol1/
DoItOnline/DG_4018047)
Contact details for MEPs can be
obtained from: www.europarl.europa.
eu/members/public/geoSearch/zoneList.
do?country=GB&language=EN)
PowerPoint and projector for tutor
introductory presentation

Levels of government in the UK (3):
4

Responsibilities of government departments and other levels of
government for specific public services

3 hrs

P1, P2, M1, D1

Tutor introduction to responsibilities of different government departments
for specific public services, e.g. Ministry of Defence, Home Office, Ministry
of Justice, Department of Communities and Local Government

Internet

Small group work with each group researching and preparing a poster wall
display or information leaflet to illustrate the topic

Appropriate software for generating
posters and leaflets

Handout with list of recommended
websites for research

and/or
Materials to produce a poster manually

5

Levels of government in the UK (4):
Accountability of public services to inspectorates and authorities

2 hrs

P1, P2, M1, D1

Tutor introduction to the idea of accountability in public service provision
and to the work of the various inspectorates and authorities, such as police,
health and fire and rescue authorities
Class discussion of why accountability in public services is important
Case study on the work of a particular authority

Guided learning hours (GLH): all the times when a member of staff (for example tutor, trainer or facilitator) is present to give
guidance (‘contact time’). This includes lessons, lectures, tutorials and supervised study in, for example, learning resource
centres and workshops. It also includes time spent with learners observing and assessing their work towards assignments.

PowerPoint and projector for tutor
introductory presentation
Whiteboard or flipchart for whole group
discussion
Handout with case study on the work of a
particular authority
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Session

Teaching topic

Developing a scheme of work

Hours/approximate
time allocated*

Linked assessment

Core content and delivery methods

Tutor introduction to assignment and explanation of grading criteria

6

6

Assignment 1:
Roles and levels of government

Review of assessment, including individual learner feedback and time to
re-work assignments

6 hrs

2 hrs

P1, P2, M1, D1

P1, P2, M1, D1

Electoral processes:
7

Processes used for each level of government in the UK, including
elections to European parliament

4 hrs

P3, M2

Learner is on a work placement in the community education section of the
local authority and has been asked to present information about local, UK
and European government to a group of Year 8 students as part of a PSHE
lesson

8

Electoral processes

P3, M2

Review of assessment, including individual learner feedback and time to
re-work assignments

2 hrs

P3, M2

Handout with list of recommended
websites for research

An opportunity for learners who have not fully achieved the P1 and P2
criteria to act on tutor feedback and extend their work or for those aiming
for M1 and D1 to ensure they have included detailed explanation and
evaluation for those criteria.

Handout explaining grading criteria

Tutor introduction to electoral processes at each level of government in the
UK, including qualifications, selection, party influence, electioneering and
voting, election day, different voting systems and responsibilities of elected
representatives as in the specification

PowerPoint and projector for tutor
introductory presentation

Small group activity with each group researching these aspects and
processes at a specific level of government

Learner is continuing work in the community education department and
is to prepare a report on current electoral processes in the UK, comparing
those used at different levels of government
Assessment is in the form of a written report

9

Internet

PowerPoint and projector, whiteboard and
flipchart options for learner presentations

Tutor introduction to assignment and explanation of grading criteria
2 hrs (+ out of class
preparation time)

Handout explaining grading criteria

Learner presentations, including handouts (informational leaflets, FAQ,
posters etc) as appropriate

Small group presentations in the form of wall displays or informational
leaflets or formal group presentation to the class

Assignment 2:

Resource checklist

An opportunity for learners who have not fully achieved the P3 criteria to
act on tutor feedback and extend their work or for those aiming for M2 to
ensure they have included effective comparison of UK electoral processes

Internet
Handout with list of recommended
websites for research

Internet
Handout with list of recommended
websites for research
PowerPoint and projector, whiteboard and
flipchart options for learner presentations
Handout explaining grading criteria
Internet
Handout with list of recommended
websites for research
Appropriate software for producing
reports
Handout explaining grading criteria
Internet
Handout with list of recommended
websites for research

Tutor introduction to the impact of different UK government policies on
public services, providing examples of policies
a) affecting all services (covering things like the environmental, diversity
and human rights, financial constraints)
and

Policies affecting public services:
10

Introduction to a variety of UK government policies, introduced at
different levels and affecting different public services

3 hrs

P4, P5, M3, D2

b) those affecting specific services, such as legislation on active military
engagement or the impact of membership of international organisations,
such as the EU, NATO, United Nations, etc on the armed forces; or policies
affecting the emergency services, such as regionalisation or centralising
services impacting on performance and target setting.
Small group case study analysis based on a specific service (ideally one
which learners can visit or which can provide speaker such as the local FRS,
police, ambulance, prison) examining the impacts of particular policies

Guided learning hours (GLH): all the times when a member of staff (for example tutor, trainer or facilitator) is present to give
guidance (‘contact time’). This includes lessons, lectures, tutorials and supervised study in, for example, learning resource
centres and workshops. It also includes time spent with learners observing and assessing their work towards assignments.

PowerPoint and projector for tutor
introductory presentation
Internet
Handout with list of recommended
websites for research
Handouts with case studies
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Session

Teaching topic

Developing a scheme of work

Hours/approximate
time allocated*

Linked assessment

Core content and delivery methods

Resource checklist

Tutor introduction to how government policies impact on provision of public
services
Use video clips, showing, for example, protests against military action in
Afghanistan:
http://www.manchesterstopwar.org/reports-activities/170-video-clips-of-thestop-spread-of-war-rally.html
11

Social responses to government policies:
positive and negative responses from the public to government policies

3 hrs

P4, P5, M3, D2

or of environmental protestors:
http://www.guardian.co.uk/world/2009/sep/01/climate-camp-rbs-blockade
or of the G20 protests:
http://news.bbc.co.uk/1/hi/uk/8006544.stm
Consider using case studies such as the following on public sector pay and
pensions:

PowerPoint and projector for tutor
introductory presentation
Internet or video
Flipchart or whiteboard for whole group
discussion
Handout with list of recommended
websites for research
Handouts with case studies

http://www.guardian.co.uk/politics/2009/feb/10/boris-pensions
Whole class discussion following each clip
Handout explaining grading criteria
Internet
Tutor introduction to assignment and explanation of grading criteria
12

Assignment 3:
Policy impacts

6 hrs

P4, P5, M3, D2

Learner has been seconded from the community education department
to a working party monitoring the impact of government policies on public
services and their personnel
Learner to lead a short seminar, with volunteers from among other learners
role playing as seminar participants

Handout with list of recommended
websites for research
See:
http://www.direct.gov.uk/
www.europarl.europa.eu/
http://www.parliament.uk/about/how.cfm
Flipchart or whiteboard or presentational
software for learners to use in simulated
seminars

13

Review of assessment, including individual learner feedback and time to
re-work assignments

2 hrs

P4, P5, M3, D2

An opportunity for learners who have not fully achieved the P4 or P5 criteria
to act on tutor feedback and extend their work or for those aiming for
M3 and D2 to ensure they have included evidence of wider reading and
conclusions
Tutor introduction to government processes for developing policies at
different levels
Individual internet research

14

Government processes for developing policies:
Focus groups, consultation, and the legislative process

3 hrs

P6, M4

Making of legislation:
http://www.parliament.uk/business/bills_and_legislation.cfm
How a bill becomes an act (interactive):
http://www.parliament.uk/about/how/laws/flash_passage_bill/index.html
Whole group question and answer and discussion (tutor-led)

Handout explaining grading criteria
Internet
Handout with list of recommended
websites for research
PowerPoint and projector for tutor
introductory presentation
Internet
Handout with list of recommended
websites for research
Flipchart or whiteboard for concluding
whole group discussion
Internet
Handout with list of recommended
websites for research

15

The legal process used to create legislation

2 hrs

P6, M4

Tutor to introduce group research work on legal processes
Whole group question and answer and discussion (tutor-led)

Access to ICT and presentation software
or alternative media material for wall
displays, exhibitions, etc
Flipchart or whiteboard for concluding
whole group discussion

Guided learning hours (GLH): all the times when a member of staff (for example tutor, trainer or facilitator) is present to give
guidance (‘contact time’). This includes lessons, lectures, tutorials and supervised study in, for example, learning resource
centres and workshops. It also includes time spent with learners observing and assessing their work towards assignments.
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Session

Teaching topic

Getting started

Hours/approximate
time allocated*

Linked assessment

Core content and delivery methods

Resource checklist

Tutor introduction to assignment and explanation of grading criteria
Assignment 4
16

(Preparation):

6 hrs

P6, M4

Policy Development

Learner has progressed well through the local authority and decided to
become an MP. Having been elected, the learner has been appointed to a
committee to develop policy for his/her party
Leaner to role play a development and legislative process for a new policy.
(encourage use of cue cards or other visual prompts to help access detail in
notes during role plays)

Handout explaining grading criteria
Internet
Handout with list of recommended
websites for research

Feedback to learners in preparation for formal assessment
Assignment 4
17

(Formal assessment):

4 hrs

P6, M4

Course review including student feedback

2 hrs

All

Total guided learning hours

60 hours

Assessed learner work and tutor individual feedback

Handout explaining grading criteria

Policy Development
18

Guided learning hours (GLH): all the times when a member of staff (for example tutor, trainer or facilitator) is present to give
guidance (‘contact time’). This includes lessons, lectures, tutorials and supervised study in, for example, learning resource
centres and workshops. It also includes time spent with learners observing and assessing their work towards assignments.

End-of-unit questionnaire
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Assessment and grading
Learners work through BTEC units by participating in the learning programme and tackling the
assignments you set for them. The ultimate aims in the setting of assignments are to cover the
grading criteria for each unit and to set learning within a vocational context. (Full guidance on
assignment design can be found on page 42.)

Tell me more about assignments
The number of assignments for each unit will vary. It is
up to you how you decide to cover the grading criteria for
each unit. Take into account the ability of your cohort of
learners, the requirements of the unit itself, local resources
and not least your imagination as tutor.
There are drawbacks in setting both too few and too many
assignments. If you set too few (by, say, adopting the oneoff project approach), you can place too much reliance on
large pieces of evidence that may only be available late in
the programme. These large assignments can be hard to
assess and difﬁcult to put right if things go wrong.
By contrast, setting too many assignments can put a
burden on both you and the learners. This can lead to
fragmentation of the unit. The unit content, outcomes and
grading criteria have generally been produced to provide
a coherent package. As such, the assignments should,
wherever possible, maintain the coherence and links
between the outcomes and grading criteria of the unit.
Your delivery can be through differently paced assignments
so that learners realise that some assignments have to be
completed in a short space of time, while others may have

Unit 1

September

October

Assignment 1

Assignment 2

Unit 2
Unit 3

a half or whole term to be completed. You may also ﬁnd
that activities such as classroom quizzes and tests can be
used successfully to evidence some pass criteria – learners
can be involved in designing such quizzes and tests for the
rest of the learner group.
The suggested assignments for Unit 1: Government,
Policies and the Public Services are four linked
assignments (see the Programme of Suggested
Assignments in the speciﬁcation and its associated Outline
Learning Plan). The ﬁrst assignment covers the criteria P1,
P2, M1 and D1; the second assignment covers P3 and
M2; the third assignment covers P4, P5, M3 and D2; and
the fourth assignment covers P6 and M4. If some learners
are losing interest because of the length of an assignment,
select just one of the P criteria and create a shorter
assignment to break things up a little.
It is good practice to provide learners with a list of
assignment deadlines over the period of study. This will
help them to manage their workload. The table below
shows part of an example assignment plan (the table could
be extended to cover two years).

November

December

January

Assignment 7
Assignment 4

Assignment 3

Unit 4

Assignment 6
Assignment 5

Kick-starting an assignment

Engage your learners

The most successful assignments present learners
with actual and up-to-date case studies and scenarios
which relate to public services or, alternatively, provide
opportunities for learners to go and visit public service
organisations and possibly undertake research. Your
teaching programme should always lead learners into
each assignment.

Your learners will be more engaged and motivated
where initial assignments are related to public
services that they may be interested in working in.

Building a portfolio of evidence
Encourage your learners to compile a portfolio of
evidence to meet the grading criteria for each unit. It is
important that learners have the opportunity early on in
the course to develop the skills to organise and manage
their work (including classroom and research notes and
their assignment work). It is well worth spending time
on this during the course induction period.

What about grading?
Learners need to provide evidence to meet the grading
criteria shown in the unit speciﬁcation.
• To pass a unit, every pass criterion needs to be
achieved.
• To gain a merit, all the pass and merit criteria need to be
achieved.
• To gain a distinction, all the pass, merit and distinction
criteria need to be achieved.
See the speciﬁcation for further information on how unit
grades are converted to points to calculate a learner’s
overall grade for the course. Learners who complete the
unit but who do not meet all the pass criteria are graded
‘unclassiﬁed’.
Each criterion generally begins with an operative
verb, for example:
Pass = describe (what)
Merit = explain (how)
Distinction = justify/evaluate (why)
It is crucial that these same operative verbs are used
in the wording of assignment tasks to yield correct
evidence from the learner to meet each criterion.

Each assignment must cover all or part of the unit’s
grading criteria. This will be dependent on the nature
and size of the individual assignment, and how it relates
to the content of the unit (or units, if you are integrating
unit delivery through assignments). See page 24 for more
information.

The grading grid in Unit 1 has a total of 12 pass, merit
and distinction grading criteria. The unit’s programme
of suggested assignments groups these into four
assignments. If Unit 1 is delivered ﬁrst, then it may be
advisable to break Assignment 1 down into smaller tasks
consisting of just P criteria. It is up to you to decide
whether to include the merit and distinction criteria
in these early stages or to introduce them into later
assignments once you are happy that the building blocks
of understanding and application have been achieved.
Working towards merit and distinction criteria
Initially you may find that some learners may struggle
to achieve the merit and distinction criteria. In giving
feedback on assignment work it is important that
you show learners clearly what they need to do to
improve in order to give all learners the opportunity
to achieve the higher grading criteria. For Level 3
learners it is also important to emphasise the need
to aim for merit and distinction criteria if they are
considering progressing to higher education.

For full information on grading, please see the
specification.

Tracking learner achievement
There is an example of a learner tracking grid on page 27.
This type of grid enables you to keep a record of learners’
progress during the course. If your unit delivery is
integrated with other units, the grids facilitate your tracking
of just which assignments have covered which grading
criteria.
It is important to ensure that assessors, internal veriﬁers
and external veriﬁers have easy access to learner evidence
for each of the unit grading criteria. The evidence must
be clearly referenced and annotated in each learner’s
portfolio.
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Assignment design
Assignments must be designed to motivate learners, to
allow learners to achieve speciﬁed unit grading criteria in
vocational contexts, and must call on learners to produce
varied forms of evidence.
When designing assignments it is possible to:
• have one assignment brief to assess all the grading
criteria of a unit
• have two or more smaller assignment briefs for a unit
• allow assessment of criteria from one unit to be
integrated with assessment of criteria from another unit.
The assignment brief must include:
•
•
•
•
•
•
•
•

the title and level of the qualification
the title and number of unit(s) under assessment
the title of the assignment
the date the assignment is set (start date)
submission/assessment date(s)
the name of the assessor(s)
the name of the learner
space for the learner to sign to confirm the work is
their own.

In addition to this, the use of interim/milestone
assessment dates is recommended – especially
where assignments cover a number of criteria. It is
essential that assignments have a suitable timescale.

The scenario
The assignment should be based within an interesting
vocational scenario so that learning can be applied to the
real world of work.

The tasks
Each assignment is divided into tasks – detailed
descriptions of the activities learners will undertake in
order to produce evidence to meet the unit’s grading
criteria and complete the assignment. Each task must:
• specify the extent and nature of evidence that learners
should present
• be clear, speciﬁc, time-bound, stepped, relevant and
realistic
• address the grading criteria it targets, paying careful
attention to the operative verb of each criterion
(‘describe’, ‘explain’, ‘evaluate’ etc.)
• reference the grading criteria it addresses
• be presented in learner-friendly, engaging and
inspirational language, not simply repeating the
grading criteria
• address the grading criteria in full, and not split a
criterion across more than one assignment.

Evidence
Clearly state what learners are expected to provide as
evidence for each task. Forms of evidence can include:
• recorded discussions
• log books/diaries

•
•
•
•
•
•
•
•
•
•
•

artefacts
presentations
performance
brochures/leaﬂets/posters
case studies
web-based material (websites, blogs, VLE, podcasts etc)
role plays
reports/written investigations
annotated photographs
promotional material
work-based evidence.
For evidence that is not written, observation records
or witness statements can be completed. See
opposite.

Assessment and grading

Learner responsibility

Witness statements

Learners need to take responsibility for completing their
assignments. Many centres have instigated learner
agreements or contracts, which learners sign to commit
themselves to meeting all deadlines and the other
demands of completing their programme. Learners need
to produce assessment evidence that is all their own work
– plagiarism can be an issue. It is important that learners
are instructed on the correct use of referencing. For more
information, see Edexcel’s Centre Guide to Managing
Quality: Policies, Procedures and Practice.

A witness statement is used to provide a written record
of learner performance (process evidence) against
grading criteria. Someone other than the assessor of the
qualiﬁcation/unit may complete it. This may be an assessor
of a different qualiﬁcation or unit, a work placement
supervisor, a technician, a learning resources manager
or anyone else who has witnessed the performance of
the learner against given assessment criteria. It can be
someone who does not have direct knowledge of the
qualiﬁcation, unit or assessment criteria as a whole but
who is able to make a professional judgement about the
performance of the learner in the given situation.

Engage your learners
The most successful assignments will engage and
excite learners to take responsibility for the progress
of their own learning.

Assessment and grading criteria
• The assignment must state exactly which assessment
and grading criteria are being addressed.
• Centres must not rewrite any aspect of the unit’s
assessment and grading criteria nor add their own
centre-devised criteria.
• Centres may provide additional guidance, explaining
criteria requirements in learner-friendly language, but
the exact wording of the published criteria must appear
on the assignment.
• An assignment can have one unit as the main focus, but
learners may also be producing evidence towards other
units at the same time.

Local needs
Assignment briefs should always be developed and
adapted to meet the needs of learners at your centre and
to take account of your centre’s resources. They must also
be checked by someone in your centre (internally veriﬁed)
to ensure they are ﬁt for purpose before they are given to
learners (for more information on this see page 46).
The assignment brief will often need to be supplemented
with further information, for example:
• a demonstration
• handouts
• videos or DVDs
• references to books
• references to websites
• visits to source primary research materials within the
locality of your centre
• visits to local public institution sites
• visits from guest speakers from local professionals
• functional skills/ PLTS opportunities
An example of an assignment brief can be found on
page 54.

Observation records
An observation record is used to provide a formal record
of an assessor’s judgement of learner performance
(for example, during presentations, practical activity,
performance or role play) against the targeted grading
criteria. The record:
• will relate directly to the grading criteria in the unit
speciﬁcation
• may conﬁrm achievement or provide speciﬁc feedback
• will provide primary evidence of performance
• will be sufﬁciently detailed to enable others to make a
judgement as to quality and whether there is sufﬁcient
evidence of performance.
Observation records should be accompanied by supporting
additional evidence. This may take the form of visual
aids, video or audio tapes, CDs, photographs, handouts,
preparation notes, cue cards, diary records, log books and/or
peer assessment records. Observation records should also:
• note how effectively these were used to meet the
assessment criteria
• record the assessor’s comments
• be evidenced in a learner’s portfolio when assessment is
carried out through observation, together with relevant
supporting evidence
• be completed by the assessor who must have direct
knowledge of the speciﬁcation to enable an assessment
decision to be made
• be signed and dated by the assessor.
An observation record can have greater validity than a
witness statement since it is capable of directly recording
an assessment decision without reference to others.

The quality of a witness statement is greatly improved and
enables the assessor to judge the standard and validity of
performance against the assessment criteria if:
• the witness is provided with clear guidance on the
desirable characteristics required for successful
performance by including a checklist
• the grading criteria are present on the witness testimony
(this may need further ampliﬁcation for a non-assessor)
• the witness also provides a statement of the context
within which the evidence is set.
The witness statement does not confer an assessment
decision. The assessor must:
• consider all the information in the witness statement
• note the relevant professional skills of the witness to
make a judgement of performance
• review supporting evidence when making an assessment
decision
• review the statement with the learner to enable a greater
degree of conﬁdence in the evidence
• be convinced that the evidence presented by the witness
statement is valid, sufﬁcient and authentic.
When a number of witnesses are providing testimonies:
• every witness testimony should be signed and dated by
the witness
• information of their job role/relationship with the learner
should also be available.
These details add to the validity and authenticity of the
testimony and the statements made in it. Centres should
note that witness testimonies can form a vital part of the
evidence for a unit(s) but they should not form the main or
majority assessment of the unit(s).
Example forms for observation records and witness
statements are given on pages 44 and 45 and can
be modified to show a centre’s own logo. These are
available in Word format on the CD-ROM in your
Specification Pack.
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Assessment and grading

Observation record (by tutor)

Witness statement (by external observer)

Learner name

Learner name

Qualification

Qualification

Unit number and title

Unit number and title

Description of activity undertaken (please be as specific as possible)
Description of activity undertaken (please be as specific as possible)

Assessment and grading criteria
Assessment and grading criteria

How the activity meets the requirements of the assessment and grading criteria
How the activity meets the requirements of the assessment and grading criteria, including how and where the activity took place

Witness name
Witness signature

Job role
Date

Assessor name
Assessor signature
Assessor signature
Assessor name

Date

Date
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Internal verification of
assignment briefs

Internal veriﬁers are advised to use the paperwork that
is available in the CD-ROM in the Speciﬁcation Pack
(see the example on page 56) as this meets all Edexcel
requirements.

Internal veriﬁcation is a quality assurance system you must
use to monitor assessment practice and decisions. It is
there to ensure that:
• assessment and grading are consistent across the
programme
• assignment briefs are ﬁt for purpose
• assessment decisions accurately match learner work
(evidence) to the unit assessment and grading criteria
• standardisation is a feature of centre assessment
practice.

Internal veriﬁcation is to be seen as a supportive process.
If an assignment is not ﬁt for purpose, the internal veriﬁer
should return the assignment with appropriate comments.
There should be a deadline set for the amendments to be
made and, when all is approved, the documents should be
signed and dated to give the team an auditable document.
Tutors can engage in professional discussions where there
is disagreement so that all standards and decisions are
shared and understood.

All assignment briefs must be internally veriﬁed before they
are issued to learners. Every assignment must be internally
veriﬁed by a tutor who is vocationally competent and
understands BTEC Level 3 National Public Services units.
This is to ensure that:
• the tasks and evidence will allow the learner to address
the targeted criteria
• the assignment brief is designed using clear and
accessible language
• learners’ roles and tasks are vocationally relevant and
appropriate to the level of the qualiﬁcation
• equal opportunities are incorporated.
The system used to do this is a matter for individual
centres. Edexcel fully supports the use of the centre’s own
quality assurance systems if they ensure robust internal
standardisation.
Internal veriﬁcation of assignment briefs should always be
reported and recorded. If action is required, the assessor
should complete this and return the form to the internal
veriﬁer for sign off. Once the assignment is veriﬁed as ﬁt
for purpose, it may be issued to the learners.

For an example of an internal verification form for an
assignment brief, see page 56

Assessment and grading

Procedure for internal verification

Identify the tutors (assessors)
and internal verifier team for
the whole programme

Tutor uses a tracking sheet
(see page 27) to produce
a teaching and learning
schedule for each unit or set
of integrated units

Lead internal verifiers (new from 2010)
Each centre’s group of programmes has a lead internal
veriﬁer who coordinates the work of other internal veriﬁers
and offers leadership on issues of internal standardisation
and related training. The lead internal veriﬁer will be
expected to gain accreditation via the Edexcel online
OSCA2 test. The achievement of this test will permit
release and certiﬁcation of learner attainment. For more
information on becoming a lead internal veriﬁer, see www.
btec.co.uk
(Some programmes may be subject to annual sampling
prior to release and certiﬁcation of learner attainment.)

Internal verifier samples ALL
assignment briefs prior to
issue to learners

Unacceptable assignments
are returned to tutors with
full commentary, an action
plan and time frame for
resubmission

Tutor briefs learners on
assignments and explains
grading criteria

Tutor grades assignments
and provides written feedback

Internal verifier samples
actual assessments to
check use of assessment
and grading criteria and
veracity/authenticity
of learner evidence
– viva, presentation,
demonstration.
Incorrect assessment
decisions are returned to
tutor to be revised within
a timeframe and clear
guidelines.

Sample of grades submitted
to internal verifier

Correct assessment is signed
off and grading decisions are
released to learners

All activity to be recorded
and to take place BEFORE
final grades are issued to
learner
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Grading an assignment
When designing an assignment, it is key that you set the
level of expectation for learners and provide guidance
related to the kinds of evidence that they should be
producing. Assignments will not, ideally, require a uniform
response, otherwise you will have difﬁculty in assessing
across the range of grading criteria – differentiated learning
would be constrained. Learners should have the freedom
to develop their own responses within the demands of the
learning outcomes and grading criteria.
When grading an assignment it is good practice to use a
form such as that shown on page 66 (this is available on
the CD-ROM in your Speciﬁcation Pack). Alternatively,
you can devise your own assessment record sheets but
these should always allow feedback to learners on their
performance against the criteria. It is also good practice to
have space for learners to comment on their own work. It
is important to give learners positive feedback that tracks
and records their learning journey and achievement but
also identiﬁes areas for improvement. This is very valuable
for learners who have missed criteria and need further
encouragement and direction to achieve these criteria.
Learners normally receive feedback after each assignment
has been assessed and internally veriﬁed.
Maximising learner achievement
Unit grades need not be submitted to Edexcel until
the centre wishes to claim certification. Learners
should have every opportunity to obtain the best unit
grades they are able to achieve.
Learners could be encouraged to tackle criteria that
they have missed, or are weaker in understanding
and achieving via newly designed assignments. Mini
assignments, or a second opportunity to meet the
criteria in a fresh way is good educational practice.
Newly designed assignment briefs must be internally
verified before issue to learners.

Key points
• Always use the speciﬁcation document and cross
reference learner evidence to the learning outcomes,
unit content and the unit’s assessment and grading grid
to ensure that the criteria speciﬁed in the assignment
are fully met. For merit and distinction grades, the
decisions should not be based on quantity of evidence
presented but on its quality (in meeting the criteria).
• The guidance section of each unit speciﬁcation will
assist you in reaching a decision. Delivery teams will
ﬁnd that standardisation prior to major unit assessment
will be very useful in setting the standard of individual
assessors’ decisions. Use of a sample of learner
work across the grade boundaries, especially if there
are ‘cusp’ decisions, is the best way to set the team
standard. This activity builds conﬁdence among the
assessor team. A post-standardisation session can be
very useful for further discussions on the quality and
standard of the work that has been assessed and it
provides an opportunity for internal veriﬁcation to take
place before grading decisions are conﬁrmed to learners.
• Good feedback can identify the way that learners can
achieve a higher grade and positive feedback will assist
learners who may be difﬁdent about gaining more than
a pass grade, which is a common problem with learners
who are only prepared to do the bare minimum to
pass. Assessors can encourage learner self-esteem and
conﬁdence by setting clear expectations. The feedback
section can also provide learners with an individual
learning plan, giving clear targets for completion, dates
and deadlines.

Improving grades
In general, BTEC units expect a gradual improvement
in grades over the progress of the course as
learners become more familiar with the degree of
independence and self-responsibility that is required
to meet the higher grading criteria.

For an example of a graded assignment, see page 52

Assessment and grading

Internal verification of
assessor’s comments
Once assignments have been graded, the internal veriﬁer
should sample these to ensure that the assessor is:
• conducting assessment in a fair and equable way
• using the speciﬁcation document
• using grading criteria
• checking the veracity and authenticity of learner evidence
through vivas, presentations, demonstrations etc.
Centre teams can hold standardisation sessions to
establish the veracity and accuracy of the team’s
assessment decisions.

Any incorrect assessment decisions will be returned to
assessors to be revised within a timeframe. Where the
internal veriﬁer deems the assessment decisions to be
invalid, there must be dialogue between assessor and
internal veriﬁer to discuss the issues raised. This dialogue
should be documented on the internal veriﬁcation form
together with the action to be taken and the resulting
grading outcome. There must be a clear audit trail of the
closing of the ‘quality loop’.
All activity should be recorded and should take place
before ﬁnal grades are issued to learners.
For an example of an internal verification form for
assessor’s decisions, see page 67.
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Frequently asked questions

Frequently asked questions

How many assignments should there be?
As many as are necessary to assess the unit. Determine
the most appropriate assessment strategy for the unit,
taking into account the ability of your cohort of learners,
the requirements of the unit, local resources and your
imagination as tutor.
If you set too few assignments (by, say, adopting the oneoff project approach) you can place too much reliance on
large pieces of evidence that may only be available late in
the programme. These large assignments can be hard to
assess and difﬁcult to put right if things go wrong.
By contrast, setting too many assignments puts a
burden on both you and the learners. This can lead to
fragmentation of the unit. The unit content, outcomes and
grading criteria have generally been produced to provide
a coherent package. As such, the assignments should,
wherever possible, maintain the coherence and links
between the outcomes and grading criteria of the unit.

When should assignments be set?
There are two issues when considering timing. First, be
aware of the possibility of assessment overload – when
there is a bunching of assignment deadlines across
a number of units at any point in the programme. To
avoid overload, detailed planning needs to take place at
programme level to spread the assessment load. Second,
there is the issue of identifying the most appropriate place
within the unit for the assignment. This will be determined
by a combination of the nature of the unit and the way the
outcomes link together plus the overall approach taken to
teaching and learning.
As a third consideration, if you are aware of the timing of
external quality checks, it is good to prepare for this early
in the year by setting some assignments and assembling
all learner work. This will take away any pressure on your
delivery and assessment.

Can tests be used?
Any valid method of assessment can be used and this
includes tests in the appropriate place. However, the
assessment must be made against the grading criteria
set within the unit and this applies equally to tests as to
any other method. The overriding issue is the need to
prepare assessment instruments that are ﬁt for purpose,
challenging, vocationally relevant and provide a vocational
focus that will interest and engage the learner.

Pacing for your learners
Using Unit 1 as an example, the outcomes and
assessment criteria can be covered either through the
four assignments suggested in the unit specification,
or over the course of a number of assignments
dealing with smaller bite-sized chunks, which may be
more appropriate if this is the first unit to be taught.
A developmental delivery approach, by which this
unit provides a foundation for others, will enable your
learners to grow in confidence and understanding
and to show that they can deliver to the higher grade
criteria in a consistent and complex manner. Some
learners with limited ability will achieve consistent
pass level results, but will also see a definite
improvement in the quality of their work. Others
will progress to a place where they can confidently
address merit, and even distinction, criteria.
Distinction criteria demand the evidence of creativity
and a thorough understanding of theoretical concepts
and their application to the public services in question.
This requires learners to demonstrate the ability to
analyse issues critically.

What if the work is handed in late?
Deadlines are an important aspect of any work. In general,
time deadlines should be given for the end of the unit.
Centres need to inform learners about their policy towards
late work. If a learner hands in work late without prior
negotiation, then the centre may decline to mark it. If
the centre marks the work, then all grades applicable to
the unit must be considered. If the work is marked, the
learner must not be punished for handing it in late. As
these programmes are vocational, some assignments will
not permit late submissions, such as those that involve the
performance to an audience or production of a newspaper.

How can learners be encouraged to achieve
more than just a pass?
The assignment design, guidance and support are all
important factors in getting learners to achieve at the
highest possible level. It must be recognised that learners
do have choice and if they make a conscious and
informed choice to achieve only at pass level then there is
probably very little anyone can do. However, experience
shows that learners who become fully engaged in their
BTEC programme – understanding its interim and varied
assessment model, the importance of tutorials and clear
recording of the criteria that they have achieved – will be
encouraged and will aim higher.

If the learner has not attempted assessment, then the
programme team could indicate that the unit/course had
not been completed by the learner, and in such cases the
qualiﬁcation certiﬁcate would be withheld.

Example of an assessment plan for
two assignments

Unit assessment plan for two summative assignments
Time

Content
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How many times can a learner re-work or re-sit
an assignment?

Assignment 1

The issue here is the validity of the assessment instrument.
If a learner is simply going round and round on a single
task or activity brief, then the validity of the assessment
must come into question and the tutor should consider the
need for an alternative assessment instrument.

Assignment 2

If the assignment is prompting learning, then that is what
the course is about in the ﬁrst place and therefore re-work
is to be encouraged whenever applicable.
A B

C D

E

The first assignment covers the first outcome and
has an initial deadline for feedback indicated at A.
If this deadline is met, the work is reviewed and
detailed feedback provided to learners at B. Learners
can then rework the evidence, based on the
feedback provided and resubmit for final assessment
at E.
The deadline for feedback on assignment 2 is C,
with feedback provided at D and final submission
for assessment also at E. To encourage learners to
meet the deadlines, work submitted after point B will
only be assessed and then returned with feedback
at D. Learners’ work is only ever double-handled
using this process but it does provide learners with
an opportunity to reflect on their work and achieve at
the highest possible level.
Concerns about the advantages in this system for
those learners who ‘take more time’ to achieve
are balanced out by the advantages gained by the
informed feedback and, possibly, the removal of
the work burden for those who meet deadlines.
What this system does achieve is that it encourages
learning based on sound assessment decisions.

What if a learner doesn’t achieve a pass?
Feedback and support should be provided to ensure that
the learner is aware of any failings in the work presented
for assessment and then given the opportunity to rectify
these failings through some means (such as reworking
material, taking advantage of a further assessment
opportunity, etc).

The ﬁnal assessment evidence simply needs to be a valid
and reliable measure of the learner’s current level of
achievement against the outcomes and criteria of the unit.
Improving grades
Lack of achievement can usually be attributed to
poor attendance and learners not completing and
handing in work for assessment. Ongoing formative
assessment through teaching tutorials and portfolio
reviews with reference to the unit grading criteria
will highlight weaknesses in performance, which can
then be addressed through individual learning plans.
Tutorials can also reinforce achievement.
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Appendix: A sample assignment
A sample assignment follows for Unit 1: Government, Policies and the Public Services.

As an assessor, the ﬁrst thing you should do when
designing assignments is consider the skills, abilities and
needs of your own learners. Sample assignments can
be very useful because they provide a measure of what
is considered good practice, but nothing can compare
with an assignment that is customised for the skills and
interests of your own cohort.
The sample assignment that follows covers P1, P2,
M1 and D1 which form Learning Outcome 1. How you
cover the criteria within a learning outcome will depend
largely on the skills and abilities of your learners. If they
are experienced and conﬁdent learners who are used
to BTEC assignments, then it makes sense to cover the
whole learning outcome and include a task covering P2.
If learners are new to BTEC with very little experience of
working with assignments, then sometimes breaking the
tasks down into smaller components may be useful –
covering an entire learning outcome in one assignment
can be daunting.
The scenario in this assignment focuses on preparing a
presentation for a group of Year 8 learners on government
issues. This scenario was thought appropriate because
generally BTEC National learners, who are typically aged
16–19, may not be old enough or have the life experience
for a uniformed service. Non-uniformed services such as
the council may be a more realistic scenario than a police
scenario for a 16-year-old learner. However there are other
scenarios you might consider, such as:
• Your local MP or MEP has asked your learners to help
his/her research assistant with some information on
levels of government.
• A visiting politics student from another country has
asked your learners to explain levels of government in
the UK.
• Your local council has asked your learners to produce an
information leaﬂet on levels of government to be given
out to the public.

In this sample assignment the criteria P1, P2, M1 and
D1 are assessed via a presentation and supporting notes.
This allows learners to develop their IT functional and
communication skills as well as their ability to deliver
information verbally. If the size of your cohort prohibits
time to assess large numbers of presentations, there are
several alternative evidence options you could choose
such as a written report, a leaﬂet, a poster, a discussion
or a series of fact sheets. Ultimately your choice should
depend on the abilities of your learners and on the time
and resources available to you.

Sample assignment front sheet
This front sheet must be completed by the learner where appropriate and be included with the work submitted for assessment.

It is important that learners are exposed to a variety of
assessment methods, so if you choose to ask for a written
report for this assignment, then do something different
for the next. This enables learners to develop a range of
assessment strengths.

All assignments you set for your learners must be
internally verified
It is intended that sample assignments are used
as examples of good practice. However, they
may not be entirely appropriate for every learner
in every centre. You are advised to make suitable
amendments to sample assignments in response to
your own centre’s requirements to meet the needs
of your learners. All sample assignments used,
whether amended or not, must be internally verified
by a suitable person at your centre.

Learner name

Assessor name

Jenna Machin

Mr S Gray

Date issued

Completion date

Submitted on

1 December 2010

3 February 2011

1 February 2011

Qualification

Unit

BTEC Level 3 Diploma in Public Services

Unit 1: Government, Policies and the Public Services

Assignment title

Roles and Levels of Government

In this assignment you will have opportunities to provide evidence against the following criteria. Indicate the page
numbers where the evidence can be found.

Criteria
reference

To achieve the criteria the evidence must show that
the learner is able to:

Task no.

Page numbers

P1

Outline the responsibilities of the levels of government in the UK

1

Pages 1–8

P2

Describe the role of government departments in relation to public
services, including their responsibilities

2

Pages 1–8

All learners are different and will approach their
assignments in different ways

M1

Explain in detail the responsibilities of the different levels of
government in the UK

1

Pages 1–8

The sample assignment that follows shows how one
learner answered a brief to achieve pass, merit and
distinction level criteria. The learner work shows just
one way in which grading criteria can be evidenced.
There are no standard or set answers. If your
assignment is fit for purpose, and if your learners
produce the required evidence for each task, then
they will achieve the grading criteria covered by the
assignment.

D1

Evaluate the responsibilities of the different levels of government in
the UK

1

Pages 1–8

Learner declaration

I certify that the work submitted for this assignment is my own and research sources are fully acknowledged.
Learner signature:

Jenna Machin

Date: 1 February 2011
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Sample assignment brief
Unit title

Unit 1: Government, Policies and the Public Services

Qualification

BTEC Level 3 Diploma in Public Services

Start date

1 December 2010

Deadline date

3 February 2011

Assessor

Mr S Gray

Assignment title

Roles and Levels of Government

•
•
•
•

Ministry of Defence
Home Office
Ministry of Justice
Department of Communities and Local Government.

You should make sure you cover the name of the department, the minister in charge and a description of the
department’s responsibilities so far as public services are concerned.
This provides evidence for P2

The purpose of this assignment is to:
Enable you to gain an understanding of the responsibilities of different levels of government in the UK.
Scenario
As part of a community education division of the local authority, you have been asked to present information on local, UK
and European government to a group of Year 8 students as part of their PSHE lesson.
Task 1
Giving a talk to a group of Year 8 learners about the responsibilities of the levels of government in the UK is an interesting
and exciting job because you get to interact with a range of young people and hear their views on how the country and
local area is run. Your presentation should be informative and engaging and be suitable for the age of your audience.
The first thing you should do is give the learners an outline of the responsibilities of the levels of government in the UK
(P1). Include in your brief overview the name of each level and a brief description of what each one does. This information
should be displayed on your presentation slides, which the learners should be able to see and should also have a copy of.
You should consider including the following levels as part of your presentation:
•
•
•
•
•
•
•

Task 2
Key aspects of government responsibility lie with different government departments. These departments have a great
deal of impact on the public services and how effective they are at their role, both nationally and in the community. So
that the learners understand what these government departments do, describe the role of at least two departments in
relation to the public services (P2). The government departments you could look at include:

Sources of information
Textbooks

Gray, D. et al. National Diploma in Public Services Book 1 (3rd ed) (Heinemann, 2010)
Macnaughton, N. Edexcel Government and Politics for AS (Heinemann, 2008)
Nugent, N. The Government and Politics of the European Union (6th ed) (Palgrave Macmillan, 2006)
Wright, T. British Politics: A Very Short Introduction (Oxford Paperbacks, 2003)
Useful websites
The European Union
UK Parliament
The Welsh Assembly
The Scottish Parliament
The Northern Ireland Assembly

www.europa.eu
www.parliament.uk
www.wales.gov
www.scottish.parliament.uk
www.niassembly.gov.uk

European Parliament
central government (House of Commons and House of Lords)
devolved parliaments
local authorities
the monarchy
branches of government (executive, legislative, judicial)
the main roles at government levels, for example prime minister, government ministers, members of parliament,
mayors, council members; London assembly.

To provide the learners with more information during your presentation, you should explain in detail the responsibilities
of the different levels of government in the UK (M1). To help you remember the detail you could add some notes to your
slides. The extra detail should still be about the content above but you should tell your audience about the roles and
responsibilities of each level of government in more depth.
Your audience may not have heard some of the information before and they are likely to ask questions about how
well each level of government performs, or they may have complaints about the levels of government from their own
experience of watching the news or events in their local community. In order to address these questions you should add
some additional notes to your presentation which evaluate the responsibilities of the different levels of government (D1)
so that you have the strengths and weaknesses of each level of government close to hand if any questions do arise.
This provides evidence for P1, M1 and D1

This brief has been verified as being fit for purpose
Assessor

Mr S Gray

Signature

Sam Gray

Internal verifier

Ms India Stevens

Signature

I Stevens

Date

19 November 2010

Date

19 November 2010
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Sample internal verification of assignment brief

Sample learner work
Levels of government (P1, P2, M1, and D1)

Qualification

BTEC Level 3 Diploma in Public Services

Unit

Unit 1: Government, Policies and the Public Services

Assessor

Mr S Gray

Assignment title

Roles and Levels of Government

Internal verifier checklist

Slide 1

Y

Are accurate unit details shown?

Y

Are clear deadlines for assessment given?

Y

Clear dates are provided on the assignment front sheet and brief

Is this assignment for whole or part of
a unit?

P

This is assignment 1 of 4

Are assessment criteria to be addressed
listed?

Y

P1, P2, M1, D1

Does each task show which criteria are
being addressed?

Y

Criteria are shown against each task so learners can clearly identify
where assessment opportunities occur

Are these criteria actually addressed by
the tasks?

Y

P1, M1, D1 is Task1
P2 is Task 2

Is it clear what evidence the learner needs
to generate?

Y

Learner needs to generate a set of presentation slides and supporting
notes that cover the four criteria and are a suitable match to the scenario

Are the activities appropriate?

Y

Presentations and verbal delivery support the vocational aspect of the
course and learners have a chance to embellish their slides and notes
with verbal exposition
This gives the whole assessment a vocational feel, and makes a change
to move away from the standard use of the ‘written report’

Is there a scenario or vocational context?

Y

Appropriate scenario provided

Is the language and presentation
appropriate?

Y

The language is appropriate for Level 3 learners and presentation is clear

Is the timescale for the assignment
appropriate?

Y

Learners have sufficient time to research the levels of government and
apply this knowledge to an evaluation of the responsibilities of different
levels of government

Overall is the assignment fit for purpose?

Y

Assignment is fit for purpose and addresses the target grading criteria

* If ‘No’ is recorded and the internal verifier recommends remedial action before the brief is issued, the assessor and the
internal verifier should confirm that the action has been undertaken
Ms India Stevens

Signature

I Stevens

19 November 2010

Date

Action required:

No action required for this assignment. The assignment brief is fit for purpose.
Action taken:

NA
Assessor

Mr S Gray

Signature

Sam Gray

Internal verifier

Ms India Stevens

Signature

I Stevens

Slide 2

Comments

Are accurate programme details shown?

Internal verifier

Sample learner work: page 1

Date

19 November 2010

Date

19 November 2010

The European Parliament is the only directly elected body
of the European Union. It has 736 members, who are
called Members of the European Parliament. These are
elected from all of the member states, such as the UK,
France and Germany. MEPS are voted for every five years.
They are supposed to represent the citizens of the EU
in the area they are elected from; so, for example, this
college is the Yorkshire and Humber region and our MEP
represents all the people in that area.
The Parliament drafts EU legislation. These are laws which
all members of the EU must follow. Sometimes people
aren’t happy with EU law as they think it takes away the
rights of each country to do what they want about rules
on how food can be labelled, how shops should weigh
items, and on really important issues to the public services
such as equal opportunities, but I think it is better to have
some consistency across Europe. It makes some countries
behave better on issues such as human rights or the
environment. For example lesbian and gay people would
not be allowed in the military if the EU hadn’t decided that
the UK was being unlawful in banning them. The EU has
a really big responsibility because its decisions affect over
400 million EU citizens. If you compare this with the UK
central government, which only deals with about 60 million
people, you can see how influential it really is.
The European Parliament also has joint responsibility
for sorting out the budgets of the EU. Since the EU has
an annual budget of around £1.5 billion, this is a really
important responsibility, especially as the money comes
from all the member states and they will want to make
sure their money is spent sensibly.

57

58

Teaching BTEC: BTEC Level 3 Nationals in Public Services

Sample learner work: page 2

Appendix: A sample assignment

Sample learner work: page 3

Slide 3

Slide 4

Slide 5

Slide 6

The Central government in the UK is based in London
at the Houses of Parliament. Parliament has three
parts to it: the House of Commons, the House of
Lords and the Monarch. All three of these parts have
to work together for decisions to be made and actions
taken.

The House of Commons. This part of Parliament contains
MPs who are elected by the public to decide on how the
country should be run and how our money should be
raised and spent.

The House of Lords. This is the second chamber of
Parliament and it also has a big part to play in creating
laws. When the House of Commons has finished
debating and writing laws, then they are passed to the
Lords who check them and debate them as well. This
means that laws are always properly scrutinised and
if they are flawed the Lords will reject them and they
have to go back to the Commons to be changed. This
is a really good thing because without the Lords the
House of Commons would have total control over lawmaking and would not be appropriate: there should
always be someone to double check the laws.

The Monarch. The current monarch is Queen Elizabeth II
and when she dies her son Charles will be the next
monarch. In the UK the monarch is our Head of State and
so has a really important role. The Queen has a power
called Royal Assent, which is where she must sign and
approve all laws proposed by the House of Commons and
the House of Lords. The Queen also opens each session of
Parliament and closes it when the country is about to have
a general election. She meets with the Prime Minister
regularly and gives him or her the benefit of her experience
in terms of ruling the country.

Central government has some responsibilities that no
other level of government has, such as signing treaties
and agreements with other nations, for example
the Washington Treaty in 1949 which created NATO.
Only central government has the authority to act on
behalf of the whole country. If a local council signed
an agreement with the French central government,
then no other local authority would have to agree
to it so it would be a waste of time. When central
government agrees to something the whole country
has to obey it, which is why this is such an important
responsibility. Central governments also make laws
which the whole country needs to follow. Again this
makes a lot of sense because if the lower tiers of
government, such as councils, made laws then every
time you went from a different town or city, you might
have a different set of laws. This would be really hard
for people, as they might break the law without even
realising it. Another important responsibility of central
government is to defend us if we are under threat.
Again this really couldn’t be a responsibility that goes
anywhere else – my local council couldn’t defend me
from an attack because it doesn’t have any control
over the armed forces. Also the situation would be
ridiculous if one local council declared war on another
nation but the rest of the councils didn’t. Where the
whole country needs to be on board with something,
then it is better if central government sorts it out.

MPs are the ones who make laws for the country as a
whole. This could be laws on criminal behaviour, how
businesses should be run or human rights. They can make
laws on pretty much anything if they want to. About 50%
of House of Commons time is spent on making laws, so
it is a really big part of their role. It is sensible that they
make the bulk of the laws in the country so that we have
consistency across the UK and laws apply to all of us, not
just some of us. Also because the House is supposed to
represent the best interests of the public, they shouldn’t
pass any unfair laws or laws which might hurt the public
rather than protect them. This can be a bit controversial
at times, as some people don’t agree with laws that have
been passed and accuse the government of using laws to
control rather than protect.
The House of Commons has a variety of political parties
within it such as Labour, Conservative and Liberal
Democrats. This mix of parties is supposed to ensure that
the party in power doesn’t become corrupt or hurt the
country, as the other parties can check up on them and
ensure they are behaving lawfully. This is really important
because if a government becomes corrupt they can steal
money from the country for their own uses and break
the human rights of the public. The other parties would
not stand by and let this happen, so they act as checks
and balances on the ruling party, which benefits the
whole nation. The downside of this is that the House of
Commons can be seen as very combative. The parties
are always fighting with each other rather than working
together to solve issues.

The Lords are drawn from all parts of the UK and all
walks of life, which means they often have a lot of
expertise that is useful for the government.

When you evaluate the role of the monarch it is clear
that the Queen these days has far less direct power than
some of her ancestors did. She is largely a figurehead
for our nation and the real power lies with the Commons
and the Lords. There are some people, called republicans,
who don’t think we ought to have a monarch at all. They
argue that in today’s society you shouldn’t be born into
political power, but should have to earn it by being elected
by the people. There are others, however, who think the
Queen is actually good for our nation and helps us run our
government effectively. All of the services have to swear
allegiance to the Queen. I think this is wrong because
really they are serving the public and their oath should be
to them – but I do see both sides of the argument.
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Sample learner work: page 5

Slide 7

Slide 8

Slide 9

Branches of Government. It is really important that the
branches of government are kept separate as that way
no one bit of government controls the whole process
– making it less likely that powers will be abused. The
legislative power sits with Parliament who can make
laws by following a set process. The executive power
to suggest and implement laws sits with government
departments and the civil service, who deal with the
day-to-day running of the county. Judicial power sits
with the UK courts and is implemented by judges
when they make decisions in court cases.

The Scottish Parliament. This was created by the Scotland
Act in 1998 and it deals with matters directly to do with
Scotland, such as education, health, civil and criminal
law. The Scottish parliament can pass its own laws, but it
still must obey the laws from central government, which
affect the country as a whole. The party in Scotland with
the most representatives forms the government and their
leader is appointed First Minister (this is like the Scottish
Prime Minister) by the Queen.

Local Authorities. This is a really important level of
government because it directly affects the area we
live in and how money is spent locally. This is the part
of government we see everyday because it controls
traffic, public transport, education, local services
and local planning. It also deals with local leisure
and recreation facilities, such as pitches and sports
centres. It is a necessary level of government because
central government can’t deal with everything that a
local area needs and each area needs different things.
It is therefore better to have a level of government
which knows the area and the people and can make
local decisions based on that.

All three branches must work together, but be
independent. It would be ethically wrong if one part
of government could propose, make, implement
and interpret the law – peoples rights might be
compromised.

The Welsh Assembly. This was created by the Government
of Wales Act 1998. It is run like the Scottish Parliament and
has powers over things like education, housing, planning
and healthcare, but it is different from Scotland because
it can’t make its own civil or criminal law – it must follow
central government.
The Northern Ireland Assembly. This was created by the
Northern Ireland Act 1998 and it runs along the same lines
as Scotland and Wales, with a First Minister and powers
over education and health, etc. However the political
differences in Northern Ireland, because of the long
standing issues with terrorism and conflict, have meant
that at times the assembly has been unstable and central
government has had to step in.
Devolved parliaments can be a really good thing as they
can take into account the needs of their particular area and
make laws and policy which suit them better than those of
central government. In theory, they should also be more
in touch with the people and know what the people want.
It also means that central government has less work to do
and can concentrate on issues which affect all of the UK.
The downside to devolved parliaments is that they can
be expensive to run and some people have argued that
it is a waste of money to create a devolved parliament to
do what central government already does. There is also a
significant problem if what a central government wants to
do conflicts with what the devolved government wants.

Slide 10
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Regional Governments. These were created by the
Regional Development Agencies Act 1998 and there
are eight of them in England:
•
•
•
•
•
•
•
•
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Slide 12

Slide 13

Slide 14

Slide 15

Slide 16

Slide 17

Slide 18

East of England Regional Assembly
North East Assembly
South East Regional Assembly
West Midland Regional Assembly
East Midlands Regional Assembly
South West Regional Assembly
North West Regional Assembly
Yorkshire and Humber Assembly

London has a different system, which is discussed
later.
Regional assemblies are made up differently in
different areas, but usually they are a mix of business
people, local councillors and representatives from
charities, religions and environmental groups. They get
money from central and local government to spend on
the region as a whole. They organise things such as
transport planning, tourism to the region and housing.
Many people don’t know anything at all about regional
government and it doesn’t have a significant impact on
our day-to-day lives in the way that local councils and
central government do. I think this is one of the least
needed levels of government.
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Slide 19
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Slide 20

Learner name

Jenna Machin

Qualification

BTEC Level 3 Diploma in Public Services

Unit number and title

Unit 1: Government, Policies and the Public Services

Description of activity undertaken (please be as specific as possible)

This was a presentation with supporting notes designed to be delivered to Year 8 learners on the roles and
responsibilities of government departments and levels of government.

Grading criteria (to which the activity provides evidence)

P1: Outline the responsibilities of the levels of government in the UK.
P2: Describe the role of government departments in relation to public services, including their responsibilities.
M1: Explain in detail the responsibilities of the different levels of government in the UK.
D1: Evaluate the responsibilities of the different levels of government in the UK.

Slide 21

Slide 22

How the activity meets the requirements of the assessment and grading criteria,
including how and where the activity took place

Task 1
For P1, The learner gave a very high quality presentation that was fit for the audience specified in the scenario. The
learner’s slides and verbal exposition clearly outlined the responsibilities of levels of government in the UK and covered
all the associated content including European Parliament, central government (House of Commons and House of Lords),
devolved parliaments, local authorities, the monarchy, branches of government (executive, legislative, judicial); and the
main roles at government levels – for example prime minister, government ministers, members of parliament, mayors,
council members; London Assembly. The slides were professional, notes were clear and the tone of voice and body
language were good.
For M1, the supporting notes on the presentation were accurate and well researched and had sufficient detail. They were
used to good effect in the verbal delivery of the presentation, taking the delivery of the information to a more detailed
level. The learner clearly explained the responsibilities of levels of government in detail.

Slide 23

Slide 24

For D1, evidence for this criterion was found in the supporting notes to the presentation and in the excellent responses
to questions which were asked during the presentation. The learner made clear analytical and evaluative assessments
about the responsibilities of different levels of government in response to questions from the audience, which included
issues such as strikes, refuse collection, perceived police harassment of young people and MP’s expenses. The quality
of the verbal delivery provoked some interesting and controversial discussion points from the audience. A good depth of
knowledge was demonstrated and a clear ability to provide a balanced evaluation was present.
Task 2
For P2, the slides highlighted clearly the names of two government departments (the Ministry of Defence and the
Ministry of Justice), the ministers in charge of those departments and the responsibilities that each department had to
the public services. This was also very well explained to the audience in the learners’ verbal delivery.
Assessor name

Mr S Gray

Assessor signature

Sam Gray

Date

17 January 2011

65

66

Teaching BTEC: BTEC Level 3 Nationals in Public Services

Appendix: A sample assignment

Sample assessor’s comments

Sample internal verification of assessment decisions

Programme

BTEC Level 3 Diploma in Public
Services

Year

2010–11

Unit number and title

Unit 1: Government, Policies and
the Public Services

Learner name

Jenna Machin

Grading criteria

Achieved?

P1 Outline the responsibilities of the levels of government in the UK

Y

P2 Describe the role of government departments in relation to public services, including their
responsibilities

Y

M1 Explain in detail the responsibilities of the different levels of government in the UK

Y

D1 Evaluate the responsibilities of the different levels of government in the UK

Y

Award

BTEC Level 3 Diploma in Public Services

Assessor

Mr S Gray

Unit(s)

Unit 1: Government, Policies and the Public Services

Assignment title

Roles and Levels of Government

Learner’s name

Jenna Machin

Which criteria has the assessor
awarded?

Pass
P1, P2

Do the criteria awarded
match those targeted by the
assignment brief?

Yes
The assignment tasks clearly indicate how the criteria can be met via a presentation and
supporting notes.

Has the work been assessed
accurately?

Yes
The assessor has accurately assessed the learner work, and grading criteria P1, P2, M1
and D1 have been met. Assessment decisions are valid.

Is the feedback to the learner:
Constructive?
Linked to relevant grading
criteria?
Identifying opportunities for
improved performance?

Yes
The feedback is constructive and relevant to the grading criteria. No opportunities for
improvement were required because it was a distinction level piece of work, but ideas for
further improvement in future assignments have been noted, which is good practice.

Does the grading decision
need amending?

No
Assessment decisions are valid.

Remedial action taken

None required

Internal verifier name

Ms India Stevens

Internal verifier signature

I Stevens

Confirm action completed

N/A

Assessor name

Mr S Gray

Assessor signature

Sam Gray

Merit
M1

Distinction
D1

Learner feedback

I liked this assignment. I’m not too good at written reports so being able to deliver a lot of the information verbally suits
me a bit better. The difficulty for me was making sure I didn’t put too much on my slides and using my notes to explain
and evaluate the levels. This was the first time I have done a presentation this big and this detailed and I am pleased with
it. I also got a lot of confidence from delivering it to an audience although I was really nervous to start with.
Assessor feedback

Jenna you did really well on this assignment. Your slides provided a clear outline of the responsibilities of different levels
of government and your supporting notes and verbal delivery provided the explanation and evaluation required for the
higher grades. You also covered the responsibilities of your chosen government departments to good effect. Both your
slides and notes were very professional and your verbal delivery and body language were excellent. You kept the attention
of your audience well and the quality of your information was well researched and accurate. This was an outstanding first
piece of work and you should feel very proud of yourself. Well done!
Action plan

I would have liked to see you use some references in the notes or slides of your presentation – this is going to become
really important as you complete your National Diploma. If you are uncertain how to do this come and see me and we will
go through it. You could also consider using pictures, video and audio to add additional depth to your next presentation.
Assessor signature

Sam Gray

Date

10 February 2011

Learner signature

Jenna Machin

Date

15 February 2011

Date

14 February 2011

Date

14 February 2011
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