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Purpose of this specification  

This specification sets out:  

¶ the objectives of the qualification  

¶ any other qualification that a learner must have completed before taking the  

qualification  

¶ any prior knowledge, skills or understanding which the learner is required to 

have before taking the  qual ification  

¶ the combination of units that a learner must have completed before the 

qualification will be awarded and any pathways  

¶ any other requirements that a learner must have satisfied before they will be 

assessed or before the qualification will be award ed 

¶ the knowledge, skills and understanding that will be assessed as part of the 

qualification  

¶ the method of any assessment and any associated requirements relating to it  

¶ the criteria against which a learnerôs level of attainment will be measured (such 

as a ssessment criteria)  

¶ assessment requirements and/or evidence requirements required as specified by 

the relevant Sector Skills Council/Standards Setting Body  

¶ assessment requirements/strategy as published by the relevant Sector Skills 

Council/Standards Setti ng Body  

¶ the Apprenticeship Framework in which the qualification is i ncluded.  
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1  Introducing Pearson Edexcel 
NVQ/Competence - based qualifications  

What are NVQ/Competence - based qualifications?  

National Vocational Qualifications (NVQs) or Competence -based q ualifications 

reflect the skills and knowledge needed to do a job effectively . They are work -based 

qualifications that give learners the opportunity to demonstrate their competence in 

the area of work or job role to which the qualification relates.  

NVQs/C ompetence -based qualifications are outcomes -based with no fixed learning 

programme, allowing flexibility in their delivery to meet the individual learnerôs 

needs. The qualifications are based on the National Occupational Standards (NOS) 

for the sector, whi ch define what employees, or potential employees, must be able 

to do and know, and how well they should undertake work tasks and work roles.  

Most NVQ/Competence -based qualifications form the competence component of 

Apprenticeship Frameworks. They are suita ble for those in employment or those 

who are studying at college and have a part - time job or access to a substantial 

work placement.  

Most learners will work towards their qualification in the workplace or in settings 

that replicate the working environment as specified in the assessment 

requirements/strategy for the sector. Colleges, training centres and/or employers 

can offer these qualifications provided they have access to appropriate physical and 

human resources.  

Total Qualification Time (TQT)  

For all re gulated qualifications, Pearson specifies a total number of hours that it is 

estimated learners will require to complete and show achievement for the 

qualification ï this is the Total Qualification Time (TQT). The TQT value indicates 

the size of a qualific ation.  

Within the TQT, Pearson identifies the number of Guided Learning Hours (GLH) that 

we estimate a centre delivering the qualification might provide. Guided learning 

means activities, such as lessons, tutorials, online instruction, supervised study and  

giving feedback on performance, that directly involve tutors and assessors in 

teaching, supervising and invigilating learners. Guided learning includes the time 

required for learners to complete external assessment under examination or 

supervised conditio ns.  

In addition to guided learning, other required learning directed by tutors or 

assessors will include private study, preparation for assessment and undertaking 

assessment when not under supervision, such as preparatory reading, revision and 

independent  research.  

TQT is assigned after consultation with employers and training providers delivering 

the qualifications.  

NVQ/Competence qualifications are generally available in the following sizes:  

ƀ Award ï a qualification with a TQT value of 120 or less  

ƀ Certificate ï a qualification with a TQT value in the range of 121 ï369  

ƀ Diploma -  a qualification with a TQT value of 370 or more  
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2  Qualification  summary and key information  

Qualification title  Pearson Edexcel Level 3 NVQ Diploma in 

Custodial Care   

Qual ification Number (QN)  600/0152/5  

Operational  start date  01/01/2011  

Approved age ranges   18+  

19+  

Credit value  37  

Assessment  Portfolio of Evidence  (internal assessment)  

Total Qualification Time (TQT)  370  

Guided learning hours  137  

Grading information  The qualification  and units are graded 

pass/fail .  

Entry requirements  No prior knowledge, understanding, skills or 

qualifications are required before learners 

register for this qualification. However, 

centres must follow our Access and 

Recruitment policy ( see Section 9, Access and 

Recruitment )  

Funding  Qualifications eligible and funded for post -16 -

year -olds can be found on the funding Hub. 

The Skills Funding Agency also publishes a 

funding catalogue that lists the qualifications 

available for 19+ funding.  
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Qualification number and qualification  title  

Centres  will need to use the Qualification Number (QN) when they seek public 

funding for their learners. The qualification title, unit  titles  and QN will appear on 

each learnerôs final certificate. Centres sho uld tell learners this when recruit ing  

them and register ing  them with Pearson . There is more information about 

certification in the Pearson  Information Manual , available  on our website:  

qualifications.pearson.com  

Qualification objectives  

The Pearson Edexc el Level 3 NVQ Diploma  in  Custodial Care  is for learners who  are  

work ing  in  roles that have direct contact with prisoners.   

It gives learners the opportunity to:  

¶ demonstrate competence in  a custodial care services role  

¶ develop knowledge and skills related  to the specified job roles in the custodial 

care sector  

¶ have existing skills recognised  

¶ achieve a nationally - recognised Level 3 qualification  

¶ develop their own personal growth and engagement in learning  

Relationship with previous qualifications  

This qual ification is a replacement for the Edexcel Level 3 NVQ in Custodial  Care , 

which has expired.  

Apprenticeships  

Skills for Justice  include t he Pearson Edexcel Leve l 3 NVQ Diploma in Custodial Care  

as the competence component for the Advanced  Apprenticeship i n Custodial Care.  

Progression opportunities  through Pearson qualifications  

Learners who have achieved the Pearson Edexcel Level 3 NVQ Diploma  in Custodial 

Care  can progress  on  to  a Level 3 qualification in Working with Vulnerable Young 

People or Working wi th Substance Misuse, or a Level 4 NVQ qualification in Youth 

Justice or Policing or progression to a senior role within Custodial organisation such 

as a Senior Prison Officer.   

Industry s upport and recognition  

This qualification is supported by Skills for  Justice , the Skills Council  for Justice, 

Community Safety and Legal Services.  
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Relationship with N ational Occupational Standards  

This  qualification is based on the National Occupational Standards (NOS) in 

Custodial Care , which were set and designed by Ski lls for Justice the Sector Skills 

Council for the sector.  
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3  Qualification structure  

Pearson Edexcel Level 3  NVQ Diploma in Custodial Care   

The learner will need to meet the requirements outlined in the table below  before the 

qualification can be awarded .  

Minimum number of credits that must be achieved   37 

Minimum number of credits that must be achieved at level 3 or above  21  

Number of mandatory credits  18  

Number of optional credits   19  

 

Unit  Unit 

reference 

number  

Mandatory units  Level  Credit  Guided  

learning 

hours  

1 Y/601/5312  Equality and Diversity  3 6 30  

2 A/601/2421  Maintain and develop your own 

knowledge, skills and competence  

3 3 15  

3 K/502/7986  Ensure your own actions reduce 

risks to health and safety  

3 2 6 

4 M/601/3971  Maintain security an d order in the 

custodial environment  

3 4 22  

5 Y/602/5080  Contribute to the prevention and 

management of inappropriate 

behaviour  

3 3 17  

Unit  Unit 

reference 

number  

Optional units  Level  Credit  Guided 

learning 

hours  

6 D/601/3965  Maintain restrictions on ind ividualsô 

liberty whilst promoting and 

protecting their rights  

3 3 13  

7 D/503/3753  Maintain security at entry and exit 

points  

2 3 12  

8 F/602/2643  Drive vehicles to carry out custodial 

duties  

2 2 10  

9 D/602/2651  Enter and find data using a 

computer  

2 2 10 

10  K/601/3967  Receive and discharge individuals 

and property in relation to the 

custodial  environment  

3 2 18  

11  J/601/3670  Search individuals, accommodation 

and areas in a custodial context  

3 3 20  
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Unit  Unit 

reference 

number  

Optional units  Level  Cred it  Guided 

learning 

hours  

12  L/601/3668  Search vehicles in a custodial 

context  

2 2 10  

13  J/601/3975  Contribute to the control of 

incidents and emergencies  

3 3 20  

14  Y/601/3978  Control and restrain individuals  3 4 40  

15  F/602/5722  Contribute to the adjud ication 

process  

2 3 10  

16  T/601/3972  Maintain security whilst escorting 

individuals to courts and other 

environments  

3 3 12  

17  A/601/3973  Prepare and drive secure vehicles 

to and from custodial and other 

environments  

2 2 7 

18  D/602/5050  Contribute to pl anning and 

reviewing  how to meet individualsô 

needs and rights in the custodial 

environment  

3 3 20  

19  D/602/5050  Encourage individuals to look after 

their own health and hygiene  

3 3 7 

20  T/602/5054  Support individuals in custody to 

take part in purposefu l activities  

3 3 12  

21  K/602/5455  Support individuals experiencing 

difficulties  

3 2 7 

22  Y/601/1163  Contribute to the protection of 

individuals from abuse  

3 3 15  

23  H/602/5048  Support individuals where abuse 

has been disclosed  

3 3 12  

24  L/602/5044  Help  individuals in custody to 

maintain and develop relationships  

3 2 7 

25  T/601/2434  Assess individualsô offending 

behaviour and plan provision  

3 4 20  

26  L/601/2424  Help individuals address their 

offending behaviour  

3 3 15  

27  T/601/4863  Prepare, implement and evaluate 

group activities  

3 4 25  

28  T/601/0666  Test for substance use  3 5 30  

29  A/601/0670  Support individuals who are 

substance users  

3 7 42  

30  Y/601/2426  Enable individuals to access 

services and facilities  

3 3 15  
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Unit  Unit 

reference 

number  

Optio nal units  Level  Credit  Guided 

learning 

hours  

31  M/601/4084  Assist in the transfer of individuals 

between agencies and services  

3 2 10  

32  D/601/3979  Prepare individuals for resettlement 

in the community  

3 3 10  

33  T/601/2420  Develop and sustain effective 

working with staff in other agencies  

3 3 15  

34  R/501/0597  Provide and obtain information at 

courts and formal hearings  

3 3 18  

35  K/600/9711  Manage physical resources  4 3 25  

36  J/602/5057  Manage information for action in 

the Justice sector  

3 3 25  

37  H/6 02/5043  Maintain security using screening 

equipment  

2 2 15  

38  T/601/4085  Develop control for people who are 

a risk to themselves or others  

3 4 20  

39  R/601/2425  Promote and reinforce positive 

behavioural goals during 

relationships with individuals  

3 3 15  

40  K/601/2432  Assess individualsô needs and plan 

agreed activities  

3 4 20  

41  F/601/2422  Communicate effectively with 

people maintaining the security of 

information  

3 3 15  

42  M/602/5053  Assist parents in custody to develop 

their parenting skills  

3 2 5 

43 Y/602/5046  Develop and maintain effective 

working relationships with the 

families of individuals held in 

custody  

3 2 5 

44  M/601/4103  Monitor and maintain the health, 

wellbeing and safety of dogs  

3 3 10  

45  T/601/4104  Maintain and develop the 

performance  of dogs  

3 4 10  

46  A/601/4105  Contribute to the security of the 

custodial environment using a dog  

3 4 10  

47  F/601/4106  Prepare for, and carry out, searches 

using a dog  

3 3 10  

48  M/601/3985  Contribute to plans for the release 

and resettlement of offender s 

3 5 10  
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Unit  Unit 

reference 

number  

Optional units  Level  Credit  Guided 

learning 

hours  

49  D/506/0211  Safeguard and promote welfare 

whilst engaging with children, 

young people, and their families 

and carers  

3 7 38  

50  K/506/0213  Address the challenging b ehaviour 

of individuals  

3 4 22  

51  M/506/0214  Model pro -social behaviour when 

working with individuals who have 

demonstrated problematic 

behaviour  

3 4 22  
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4  Assessment  

This qualification is assessed through an externally verified Portfolio of Evidence 

that consists of evidence gathered during the course of the learnerôs work.  

To achieve a pass for the full qualification, the learner must achieve all the required 

units in the stated qualification structure. Each unit has specified learning outcomes 

and a ssessment criteria. To pass each unit the learner must:  

¶ achieve all  the specified learning outcomes  

¶ satisfy all  the assessment criteria by providing sufficient and v alid evidence for 

each criterion  

¶ prove  that the evidence is their own.  

The learner must hav e an a ssessment record that identifies the assessment criteria 

that have been met , and it should be cross - reference d to the evidence provided. 

The assessment record should include details of the type of evidence and the date 

of assessment. The unit specifi cation or suitable centre documentation can  be used 

to form an assessment record . 

It is important that the evidence provided to meet the assessment criteria of the 

unit and learning outcomes is:  

Valid  relevant to the standards for which competence is claim ed 

Authentic  produced by the learner  

Current  sufficiently recent to create confidence that the same skill, 

understanding or knowledge persist at the time of the claim  

Reliable  indicates that the learner can consistently perform at this level  

Sufficient  fully meets the requirements of the standards.  

Learners can provide e vidence of occupational competence from:  

¶ current practice  where evidence is generated from a current job role  

¶ a programme of development  where evidence comes from assessment 

opportuniti es built into a learning programme , whether at or away from the 

workplace . The evidence provided must meet the requirements of the Sector 

Skills Councilôs assessment requirements/strategy.  

¶ the Recognition of Prior Learning (RPL)  where a learner can demons trate 

that they can meet the assessment criteria within a unit through knowledge, 

understanding or skills they already possess without undertaking a course of 

development . They must submit sufficient, reliable, authentic and valid evidence 

for assessment . Evidence submitted based on RPL should provide confidence 

that the same level of skill/understanding/knowledge exists at the time of claim 

as existed at the time the evidence was produced.  RPL is acceptable for 

accrediting a unit, several units, or a whole  qualification .  

¶ Further guidance is available in the policy document Recognition of Prior 

Learning Policy , available our  website, qualifications.pearson.com  

¶ a combination  of these.  
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Assessment requirements/strategy  

The assessment strategy for this qualif ication has been included in Annexe A . It 

set s out the overarching assessment principles and the framework for assessing the 

qualification to ensure that it  remain s valid and reliable . It is  developed by Skills for 

Justice in partnership with e mployers, tr aining providers, awarding organisations 

and the regulatory authorities .  

Types of  evidence  

To achieve a unit , the learner must gather evidence  that  shows that they have met 

the required standard specified in the assessment criteria. As stated in Skills f or 

Justice assessment strategy, the e vidence for this qualification  can take a variety of 

forms as indicated below:   

¶ direct observation of the learnerôs performance by their assessor (O) 

¶ outcomes from oral or written questioning (Q&A)  

¶ products of the learn erôs work (P) 

¶ personal statements and/or reflective accounts (RA)  

¶ outcomes from simulation, where permi tted by the assessment strategy (S)  

¶ professional discussion (PD)  

¶ assignment, project/case studies (A)  

¶ authentic statements/witness testimony (WT)  

¶ expert witness testimony (E WT)  

¶ evidence of Recognition of Prior Learning (RPL).  

Learners can use the abbreviations for cross - referencing purposes  in their 

portfolios . 

Learners can also use one piece of evidence to prove their knowledge, skills and 

understanding a cross different assessment criteria and/or across different units. It 

is not necessary for learners to have each assessment criterion assessed separately. 

They should be encouraged to reference evidence to the relevant assessment 

criteria. Evidence must be  available to the assessor, internal verifier and Pearson 

standards verifier.  

Any specific evidence requirements for individual units are stated in the unit 

introduction for the units in Section 11 .  

There is further guidance about assessment on our websit e. Please see Section  12  

for details.  
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5  Centre resource requirements   

As part of the approval process, centres must  make sure that the resource 

requirements below are in place before offering the qualification.  

¶ Centres  must have the appropriate physical resources to support both the 

delivery and assessment of the qualification. For example, a workplace in line 

with industry standards, or a Realistic Working Environment (RWE), where 

permitted, equipment, IT, learning materials, teaching rooms.  

¶ Where permi tted, RWE must offer the same conditions as the normal day - to -day 

working environment, with a similar range of demands, pressures and 

requirements for cost -effective working.  

¶ Centres must meet any specific human and physical resource requirements 

outlined in the assessment strategy in Annexe  A. Staff assessing learners must 

meet  the occupational competence requirements within the overarching 

assessment  strategy for the secto r.   

¶ There must be systems in place to ensure the  continuing professional 

development  for staff delivering the qualification.  

¶ Centres  must have appropriate health and safety policies , procedures and 

practices  in place for  the delivery of the qualification.  

¶ Centres must deliver the qualifications in accordance with current equality 

legislat ion.  For further details on Pearsonôs commitment to the Equality Act 

2010, please see Section 9  Access and recruitment  and Section 10  Access to 

qualifications for learners with disabilities or specific needs . For full details on 

the Equality Act 2010, plea se go to the Home Office website, 

www.gov.uk/government/organisations/home -office   

http://www.gov.uk/government/organisations/home-office
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6  Centre recognition and approval   

Centre recognition  

Centres that have not previously offered Pears on Edexcel accredited vocational 

qualifications need to apply for and be granted centre recognition and approval as 

part of the process for approval to offer individual qualifications.  

Existing centres will be given óautomatic approvalô for a new qualification if they are 

already approved for a qualification that is being replaced by a new qualification 

and the conditions for automatic approval are met.  

Guidance on seeking approval to deliver Pearson Edexcel vocational qualifications is 

available at qualifications.pearson /qualifications -approval . 

Approvals agreement  

All centres are required to enter into an approval agreement, which is a formal 

commitment by the hea d or principal of a centre, to meet all the requirements of 

the specification and any associated codes, Conditions  or regulations. Pearson will 

act to protect the integrity of the awarding of qualifications. If centres do not 

comply with the agreement, thi s could result in the suspension of certification or 

withdrawal of approval.  

 

http://pearsonwbl.edexcel.com/Our-support/Pages/qualifications-approval.aspx
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7  Quality  assurance of centres  

Quality assurance is at the heart of vocational qualifications. Centre s will internally 

assess NVQ s/ Competence -based qualifications using interna l quality assurance 

procedures to ensure standardisation of assessment across all learners. Pearson 

uses external quality assurance procedures to check that all centres are working to 

national standards. It gives us the opportunity to identify and provide support, if 

needed, to safeguard certification. It also allows us to recognise and support good 

practice.  

For the qualifications in this specification, the Pearson quality assurance model is as 

described below.  

Centres offering Pearson Edexcel NVQs/Compete nce-based qualifications will 

usually receive two standards verification visits per year (a total of two days per 

year). The exact frequency and duration of standards verifier visits must reflect the 

centreôs performance, taking account of the number: 

¶ of a ssessment sites  

¶ and throughput of learners  

¶ and turnover of assessors  

¶ and turnover of internal verifiers.  

For centres offering a full Pearson BTEC Apprenticeship (i .e. all elements of the 

Apprenticeship are delivered with Pearson  through registration of lea rners on a 

Pearson BTEC Appr enticeship framework) a single standards v erifier will be 

allocated to verify all elements of the Pearson BTEC Apprenticeship programme. If a 

centre i s also offering stand -alone NVQs/ Competence -based qualifications  in the 

same s ector as a full Pearson BTEC Appr enticeship, the same standards v erifier will 

be allocated.  

In order for certification to be released , confirmation is requ ired that the National 

Occupational Standards (NOS) for assessment, verification and for the specific  

occupational sector  are being consistently met.  

Centres are required to declare their commitment to ensuring quality and to 

providing appropriate opportunities for learners that lead to valid and accurate 

assessment outcomes.  

For further details, please go to the UK NVQ Quality Assurance  Centre  Handbook 

and the Edexcel NVQs, SVQs and competence -based qualification s ï Delivery 

Requirements and Quality Assurance Guidance  on  our w ebsite , 

qualifications.pearson.com.  

 

http://www.edexcel.com/quals/BTEC/quality/Pages/documents.aspx
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8  Programme delivery  

Centres  are free to offer the qualifications using any mode of delivery ( for example  

full - time, part - time, evening only, distance learning ,) that meets learnersô needs. 

However, centres  must make s ure  that learners have access to the resources 

identified in the specification and to the sector  specialists delivering and assessing 

the units. Centres must have due regard to Pearsonôs policies that may apply to 

different modes of delivery.  

Those plannin g the programme should aim to address  the occupational  nature of 

the qualification by:  

¶ engaging with learners, initially, through planned induction, and subsequently 

through the involvement of learners in planning for assessment opportunities  

¶ using natural ly occurring workplace activities and products to present evidence 

for assessment against the requirements of the qualification  

¶ developing a holistic approach to assessment by matching evidence to different 

assessment criteria, learning outcomes and units,  as appropriate, thereby 

reducing the assessment burden on learners and assessors  

¶ taking advantage of suitable digital methods to capture evidence.  
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9  Access and recruitment  

Pearsonôs policy regarding access to its qualifications is that:  

¶ they should be available to everyone who is capable of reaching the required 

standards  

¶ they should be free from any barriers that restrict access and progression  

¶ there should be equal opportunities for all wishing to access the qualifications.  

Centres  must ensure that th eir learner recruitment process is conducted with 

integrity.  This include s ensuring that applicants have appropriate information and 

advice about the qualification to ensure  that it  will meet their needs .  

Centres should review applicantsô prior qualifications and/or experience, considering 

whether this profile shows that they have the potential to achieve the qualification .  

For learners with disabilities and specific needs, t his review will need to take 

account of the support available to them  during the delivery and assessment of the 

qualification. The review must take account of the information and guidance in 

Section 1 0 Access to qualifications  for learners with disabilities or specific needs .  

Learners may be aged between 14 and 16 and therefore potenti ally vulnerable. 

Where learners are required to spend time and be assessed in work settings, it is 

the centreôs responsibility to ensure that the work environment they go into is safe.  
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10  Access to qualifications for learners with 
disabilities or  specif ic needs  

Equality and fairness are central to our work. Pearsonôs Equality Policy requires that 

all learners should have equal opportunity to access our qualifications and 

assessments and that our qualifications are  awarded in a way that is fair to every 

learner.  

We are committed to making sure  that:  

¶ learners with a protected characteristic (as defined by the Equality Act 2010) 

are not, when they are undertaking one of our qualifications, disadvantaged in 

comparison to learners who do not share that charact eristic  

¶ all learners achieve the recognition they deserve from undertaking a 

qualification and that this achievement can be compared fairly to the 

achievement of their peers.  

Learners taking a qualification can be assessed in British sign language or Irish  sign 

language where it is permitted for the purpose of reasonable adjustments.  

Details on how to make adjustments for learners with protected characteristics are 

given in the policy document Reasonable Adjustment and Special Considerations  

Policy for Pearson Edexcel  Vocational Qualifications .  

This document is available on our website, at qualifications.pearson /Policies   

 

 

http://www.edexcel.com/Policies/Pages/default.aspx
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1 1  Unit  format  

Each unit has the following sections.  

Unit title  

This  is the formal title of the unit that will appear on the learner ôs certificate . 

Unit reference number  

Each unit is assigned a unit reference number that appears with the unit title on the 

Register of Regulated Qualifications.  

Level  

All units and qualificat ions have a level assigned to them. The level assigned is 

informed by the level descriptors by Ofqual, the qualifications regulator.  

Credit value  

All units have a credit value. When a learner achieves a unit, they gain the specified 

number of credits. The minimum credit value is 1 and credits can be awarded in 

whole numbers only.  

Guided learning hours  

Guided Learning Hours (GLH) is the number of hours that a centre delivering the 

qualification needs to provide. Guided learning means activities that directl y or 

immediately involve tutors and assessors in teaching, supervising, and invigilating 

learners, for example lectures, tutorials, online instruction and supervised study.  

Unit aim  

This gives a summary of what the unit aims to do.  

Unit assessment  requirem ents/evidence requirements  

The SSC /B  set t he assessment/evidence requirements . Learners must provide 

evidence according to  each of the requirements stated in this section.  

Learning outcomes  

The learning outcomes of a unit set out what a learner know s, unde rstand s or is 

able to do as the result of a process of learning.  

Assessment criteria  

The assessment criteria specify the standard required by the learner to achieve the 

learning outcome .  
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Unit 1 :  Equality and diversity  

Unit reference number:  Y/ 601 / 531 2  

Level:  3  

Credit value:  6  

Guided learning hours:  30  

 

Unit aim  

To develop understanding of the promotion of equality and diversity with regards to 

learners, the organisation and the sector.  

Unit assessment  requirements/evidence requirements  

This unit is as sessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the uni t.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Understand the key 

features of a 

culture which 

promotes equality 

and values 

diversity  

1.1  explain the meaning and benefits of diversity and the promotion of 

equality  

   

1.2  explain forms of inequality and discrimination and their impact on 

individuals, communities and society  

   

1.3  identify and outline the relevant legislation, employment regulations 

and policies and codes of practice relevant to the promotion of 

equa lity and valuing of diversity  

   

2 Understand the 

importance of the 

promotion of 

equality and 

valuing of diversity 

for effective work 

in the sector  

2.1  explain how the promotion of equality and diversity can protect people  

from risk of harm  

   

2.2  expl ain action taken to value individuals and its impact     

2.3  explain good practice in providing individuals with information     

3 Understand and 

demonstrate 

behaviour 

appropriate to the 

promotion of 

equality and 

valuing of diversity  

3.1  explain and demo nstrate ways of communication and behaviour which 

support equality and diversity  

   

3.2  explain impact of own behaviour on individuals and their experience 

of the organisationôs culture and approach 

   

3.3  explain how own behaviour can impact on own organisationôs culture    

3.4  explain how working with other agencies can promote diversity     
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

4 Understand how to 

actively help others 

in the promotion of 

equality and 

val uing of diversity  

4.1  describe actions by individuals which can undermine equality and 

diversity and review strategies for dealing with these effectively  

   

4.2  explain strategies for dealing with systems and structures which do 

not promote equality and  diversity  

   

5 Understand how to 

review own 

contribution to 

promoting equality 

and valuing 

diversity  

5.1  identify own strengths and areas for development in promoting 

equality and valuing diversity, using reflection and feedback from 

individuals  

   

5. 2 identify and use appropriate sources for support in promoting equality 

and valuing diversity, explaining why this is necessary  

   

 

 

Learner name:  ________________________________ ________________  Date:  _____________________________   

Learner signature:  ________________________________ _____________  Date:  _____________________________   

Assessor signature:  ________________________________ ____________  Date:  _____________________________   

Internal verifier signature:  ________________________________ _______  

( if sampled )  

Date:  _____________________________   
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Unit 2 :  Maintain and develop 
your own knowledge, 
skills and competence  

Unit reference number:  A/ 601 / 242 1  

Level :  3  

Credit value:  3  

Guided learning hours:  15  

 

Unit aim  

This unit is about the duty of every individual in the justice sector to keep  their 

knowledge, skills and competence up to date and develop them to meet the 

demands of their employment. The unit recognises that everyone has their own 

learning and development needs as well as broader learning and development 

interests which might di rectly relate to their job or career but also be about wider 

personal development.  

Unit assessment  requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence. This unit 

is assessed in the workplace. Learners c an enter the types of evidence they are 

presenting for assessment and the submission date against each assessment 

criterion. Alternatively, centre documentation should be used to record this 

information.  
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Learning outcomes and assessment criteria   

To pass  this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteri a 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Da te  

1 Und erstan d th e 

pr incip les tha t  

und erpin 

m ainta in ing and 

developing own 

kn owledge,  skil ls 

and co mp etence 

1.1  exp lain wh y m aint aining and developing knowledge, s kil ls and 

comp etences is im portan t  for  indi vidu als pr ofessionall y and personal ly 

   

1.2  exp lain th e imp ortan ce of  gett ing feedba ck on  own kn owledge,  skil ls 

and comp etence 

   

1.3  ident ify m eth ods for  reviewing own work and pr ogr ess    

1. 4 summar ise th e im pact  of  chang es in own role and th e o rgan isat ion  on  

own learning and developm ent needs 

   

1. 5 ident ify th e different  form s of  supp ort  availab le for developm ent  

needs 

   

1. 6 exp lain th e imp ortan ce of  ta king responsibil it y for o wn learning and 

developm ent  

   

2 Be ab le to m aint ain 

and develop  own 

kn owledge, s kil ls 

and comp etence 

2. 1 gath er  feedba ck in ord er  to assess o wn knowledge, s kil ls and 

comp etence 

   

2. 2 ident ify and record developm ent  needs and specify pr ior it y areas for  

developm ent  

   

2. 3 eva luat e m eth ods of  learn ing to s uit  own learn ing s ty les and job  

requirem ent s 

   

2. 4 eva luat e o ut com es and benefit s of  learning und ertak en     

2. 5 appl y new  kn owledge,  skil ls and comp etence to im prove o wn work 

role 
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Learner name:  ________________________________ ________________  Date:  _____________________________   

Learner signature:  ________________________________ _____________  Date:  _____________________________   

Assessor signature:  ________________________________ ____________  Date:  _____________________________   

Internal verifier signature:  ________________________________ _______  

( if sampled )  

Date:  _____________________________   
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Unit 3 :  Ensure your own 
actions reduce risks to 
health and safety  

Unit reference number:  K/ 502 / 798 6  

Level :  3  

Credit value:  2  

Guided learning hours:  6  

 

Unit aim  

This unit is about complying with relevant health land safety legislation to e nsure 

that the learnerôs actions reduce risks to health and safety in the workplace. The 

learner must be able to identify hazards and evaluate risks, and take action to 

reduce the risks identified.  

Unit assessment  requirements/evidence requirements  

This un it requires the workplace assessment of occupational competence.  

This unit is assessed in the workplace. Learners can enter the types of evidence 

they are presenting for assessment and the submission date against each 

assessment criterion. Alternatively, c entre documentation should be used to record 

this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the  standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Understand legal 

and organisational 

requirements in 

relation to health 

and safety  

1.1  describe the key features of the legislation, pol icies, procedures, codes  

of practice and guidelines in relation to duties for health and safety in 

the workplace  

   

1.2  explain the reasons why it is important to take action to reduce risks 

to health and safety in accordance with relevant legal and 

org anisational requirements  

   

1.3  identify the risks to health and safety that may arise in the workplace, 

and describe the actions required to deal with them  

   

1.4  identify the óresponsible personsô to whom health and safety matters 

should be reporte d 

   

1.5  explain the importance of personal conduct and personal presentation 

in maintaining own health and safety and that of others  

   

2 Be able to identify 

hazards and 

evaluate risks in 

the workplace  

2.1  identify aspects of the workplace and working  practices which pose 

potential risks to self and others  

   

2.2  evaluate potentially harmful working practices identifying those which 

present the highest risk to self or others  

   

2.3  report high risk hazards to the óresponsible personô    
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Learni ng outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

3 Be able to reduce 

risks to health and 

safety in the 

workplace  

3.1  take action to deal with health and safety issues     

3.2  make suggestions for reducing risks to health and safety  to the 

óresponsible personsô 

   

 

 

Learner name:  ________________________________ ________________  Date:  _____________________________   

Learner signature:  ________________________________ _____________  Date:  _____________________________   

Assessor signature:  ________________________________ ____________  Date:  _____________________________   

Internal verifier signature:  ________________________________ _______  

( if sampled )  

Date:  _____________________________   
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Unit 4 :  Maintain security and 
order in the custodial 
environment  

Unit reference number :  M/ 601 / 397 1  

Level :  3  

Credit value:  4  

Guided learning hours:  22  

 

Unit aim  

This unit is about monitoring the physical security of the custodial environment 

(locks, bolts, alarms, the fabric of the building, and so on), observing people in 

custody, identifyi ng potential breaches of security and order, and dealing effectively 

with these breaches when they occur. Monitoring may be direct or indirect through 

electronic means. It will cover normal activities within the custodial environment, 

moving people within the custodial environment, activities involving those in 

custodial care outside  

the custodial environment and dealing with visitors. Breaches of security and order 

can involve: damage to fabric, aggression against others and  other forms of 

misconduct.  

Unit  assessment  requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is  allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documen tation should be used to record this information . 
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard re quired to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Understand the 

requirements for 

maintaining 

security and order 

in the custodial 

environment  

1.1  explain the organisationôs normal and emergency security procedures 

and policies  

   

1.2  explain the operation and maintenance of monitoring and security 

systems used in the custodial environment  

   

1.3  describe the process for identifying security risks within the custodial 

environment  

   

1.4  expl ain the authorisation process for individuals accessing different 

areas of the custodial environment  

   

1.5  explain the techniques used for patrolling and monitoring individuals 

in custody  

   

1.6  identify the factors which affect the behaviour and mo od of individuals 

in custody and their implications for security  

   

1.7  explain the procedure for responding to breaches of order and 

discipline  

   

1.8  explain the rights of people in custody     

1.9  describe methods of communication with individua ls involved in, or 

affected by incidents of disorder  

   

1.10  describe the approved techniques for restraint and use of force     
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

2 Be able to monitor 

the physical 

security o f the 

custodial 

environment  

2.1  check that all the physical aspects of the custodial environment, 

including temporary structures, are secure and in good order  

   

2.2  check that individuals in custody use the premises and other facilities 

according to or ganisational procedures  

   

2.3  carry out patrols and random checks to the required standard of 

vigilance and security awareness  

   

2.4  use all security equipment according to organisational procedures     

2.5  complete all records clearly and accura tely and forward them to the 

responsible colleague within agreed timescales  

   

3 Be able to monitor 

the security and 

behaviour of 

people in custody  

3.1  maintain observation during all operations in line with organisational 

procedures  

   

3.2  treat indiv iduals courteously and uphold their rights at all times     

3.3  recognise changes in mood and behaviour amongst  individuals and 

groups  

   

3.4  monitor communications and exchanges between individuals in 

custody and people from outside, in line with org anisational 

procedures and legal requirements  

   

3.5  evaluate all available information for security and safety implications     

3.6  provide reports of observations to the responsible colleague     
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

4 Be ab le to ident ify 

and respond to 

br eaches of 

secur ity and ord er  

4. 1 assess th e natur e and ext ent  of  br eaches of  secur it y    

4. 2 tak e requ ired act ions to m inim ise th e imm ediat e r isks caused  by 

br eaches of  secur ity 

   

4. 3 ident ify th e need  for  assistan ce or  advice and request it  pr omp t ly    

4. 4 ident ify th e causes of  th e br each and assess and report  on  th eir 

im plicat ions for  th e sec ur ity and safe runn ing of  th e custodia l 

envir onm ent  

   

4. 5 assess th e inv olvem ent  of  individua ls in breaches of sec ur ity    

4. 6 pr ovide recomm enda t ions for  avoiding or  m inim ising br eaches    

5 Be ab le to restore 

secur it y and ord er  

5. 1 establ ish a dialogu e with th e individua ls involved in th e br each of  

secur ity 

   

5. 2 m inim ise th e disrup t ion  to individu als and gr oup s not inv olved in th e 

br each 

   

5. 3 tak e appr opr iat e act ion  to pr event  furth er  escalat ion of  th e br each and 

to restore o rd er  

   

5. 4 ensur e th ose inv olved in th e br each are wa rned tha t act ion  is to be 

taken  

   

5. 5 respect  th e r ight s of  indi vidu als while restoring ord er     

5. 6 ident ify th e need  for  m edical assistan ce and requ est it  accord ingly    

5. 7 accurat ely and corr ectl y report  and record th e br each, and th e act ion  

you  hav e tak en  
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Learner name:  ________________________________ ________________  Date:  _____________________________   

Learner signature:  ________________________________ _____________  Date:  _____________________________   

Assessor signature:  ________________________________ ____________  Date:  _____________________________   

Internal verifier signature:  ________________________________ _______  

( if sampled )  

Date:  _____________________________   
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Unit 5 :  Contribute to the 
prevention and 
management of 
inappropriate 
behaviour  

Unit reference number:  Y/ 602 / 508 0  

Level :  3  

Credit value:  3  

Guided  learning hours:  17  

 

Unit aim  

This unit is about contributing to the prevention and management of inappropriate 

behaviour. Inappropriate behaviour can be triggered by: interactions between 

individuals, or events in the vicinity of the individual, environme ntal factors or 

personal or social aspects of the individualôs life. 

Inappropriate behaviour may be verbal or non -verbal and could be social, physical, 

sexual or emotional in nature. The unit includes seeking to prevent inappropriate 

behaviour through the development of relationships and environments that are 

conducive to constructive behaviour. When inappropriate behaviour occurs, your 

actions may include: explaining the nature of the behaviour and the consequences, 

diverting the individual(s) to other act ivities, preventive action to stop the 

individual when there is direct risk and/or seeking help from other workers. You will 

also need to deal with the consequences of the behaviour for other people involved.  

This unit requires the workplace assessment of occupational competence wherever 

practicable.  For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

Unit assessment requirements/evidence requirements  

This unit is assessed in the wor kplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this infor mation.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outco mes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Understand the 

principles of 

prevention and 

management of 

inappropriate 

behaviour  

1.1  explain how the principles of equality, diversity and anti -

discriminatory practice apply to own work  

   

1.2  explain how different forms of behaviour can be interpreted and the 

ways in which people communicate by behaviour, as well as through 

language  

   

1.3  identify constraints to effective communication  

(interpersonal, physical and environmental)  

   

1.4  identify methods of establishing contact which are likely to maximise 

productive engagement with individuals and minimise unproductive 

interventions  

   

1.5  identify the ways in which stereotyping might affect risk assessment     

1.6  explain the difference between aggression and assertiveness     

1.7  identify methods to deal with situations where feelings of anger and 

frustration are displaced from their original source to those in 

authority  
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Learning outcomes  Assessment criteria  Evidence 

t ype  

Portfolio 

reference  

Date  

2 Be able to 

cont r ibut e to 

pr event ing 

inappr opr iat e 

behav iour 

2.1  manage the environment in a way that is conducive to meaningful 

interactions  

   

2.2  communicate with others in a manner which:  

¶ is appropr iat e to th em  

¶ encoura ges an open exchang e of  views and inf orm at ion  

¶ m inim ises any constra int s to co mmu nicat ion 

¶ is free from discrimination and oppression  

¶ acknowledges the rights of everyone present and is supportive of 

those rights  

   

2.3  tak e act ions in accordan ce with org anisat ional gu idelines to m ainta in 

calmn ess and safety 

   

2.4  tak e appropr iate act ion  to pr event  t r igg ers to inap propr iat e behaviour 

recurr ing, and to e nab le individu als to f ind alternativ e way s of  

expr essing th eir feeling s 

   

2.5  tak e act ions in accordan ce with org anisat ional gu idelines to pr otect  

indi vidu als at  wh om  the inap propr iat e behaviour ma y be directed 
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

3 Be able to deal 

wit h incident s of  

inappr opr iat e 

behaviour 

3.1  take constructive action to minimise identified inappropriate 

behaviour which is consistent with:  

¶ any  inherent r isks  

¶ the ma intenance of e ffect ive wor king re lat ions hips 

¶ organ isat ional policy  and procedures  

¶ ev idence of effect ive  pract ice 

   

3.2  ackno wledge opposing interests and take constructive action to 

address them  

   

3.3  take prompt action to protect those at whom the inappropriate 

behaviour is directed  

   

3.4  take constructive action to defuse inappropriate behaviour     

3.5  call for any  necessary assistance and emergency support as required     

3.6  act in a manner which is likely to promote calm and reassurance, and 

make this clear to all involved  

   

3.7  manage physically inappropriate behaviour in ways that are consistent 

with orga nisational guidelines, and use the safest available methods  

   

3.8  complete records accurately and clearly, and store them according to 

organisational requirements  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

4 Cont r ibute to 

revi ewing incident s 

of  inappr opr iat e 

behav iour 

4.1  encourag e th ose inv olved in incidents to co ntr ibut e to reviewing th e 

incident  

   

4.2  off er  t im e,  space and supp ort  so tha t  every one inv olved can express 

th eir feeling s and exam ine th eir behaviour 

   

4.3  explore co nstru ct ively with every one inv olved, th e reasons for  and th e 

consequ ences of  th e abu sive and aggr essive behaviour 

   

4.4  mak e referr als t o th e appr opr iat e people if specialist help is required    

4.5  mak e clear and constru ct ive co ntribu t ions to team discussions about  

incident s of  abu sive and aggr essive behaviour , and orga nisat ional 

pract ice in deal ing wit h th em  

   

4.6  manag e your own feeling s aroused  by th e incident in a wa y which 

recogn ises your r igh t  to have such feeling s,  and recogn ise tha t  not  all 

incidents are capab le of  pr event ion  

   

4.7  com plete records accurat ely and clearly , and s tore th em  accord ing to 

organ isat ional requir em ent s 

   

4.8  pr ovide accura te and clear informa t ion  to o thers so tha t  issues and 

needs can be addr essed  

   

 

 

Learner name:  ________________________________ ________________  Date:  _____________________________   
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Unit 6 :  Maintain restrictions on 
individualsô liberty 
whilst promoting and 
protecting their rights  

Unit reference number:  D/ 601 / 396 5  

Level :  3  

Credit value:  3  

Guided learning hours:  13  

 

Unit aim  

This unit is about making sure that peopleôs rights are protected whilst maintaining 

restrictions on their liberty. It also covers promoting equal opportunities and 

diversity in individual and social characteristics as well as values and beliefs.  

Unit assessment  requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable.  For the knowledge and und erstanding component of the unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessme nt and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can mee t all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Understand the 

requirements for 

maintaining 

restrictions  

on individualsô 

liberty  

1.1  explain the principles of maintaining security awareness     

1.2  identify the types of potential breaches to restrictions on individualsô 

liberty  

   

1.3  describe methods for assessing risks associated with possible 

breache s to the restrictions on individualsô liberty 

   

1.4  identify legislation and organisational policy and procedures relating 

to promoting and protecting the rights of individuals in the custodial 

environment  

   

1.5  identify sources of help available t o support individuals in exercising 

their rights  

   

1.6  explain how to ensure individuals are treated without discrimination     

1.7  describe the pressure and/or inducements used by individuals to gain 

reductions in restrictions on their liberty  

   

1.8  identify indications of infringements to individualsô rights    
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

2 Be able to maintain 

restrictions on 

individualsô liberty 

in the custodial 

environment  

2.1  follow  legal requir em ent s and th e policies and pr ocedur es of  your 

organ isat ion  in m aint aining restr ict ions on  individua lsô libert y in th e 

custodial e nv ironm ent  

   

2.2  pr ovide relevan t  people with th e inf orma t ion th ey need  to ma int ain 

restr ict ions on  libert y 

   

2.3  ensur e possible br eaches in rest r ict ions on individu alsô libert y are 

identi f ied 

   

2.4  assess th e r isks associat ed wit h potent ial breaches    

2.5  tak e act ion  to redu ce th e r isk  of  br eaches occ urr ing in accordan ce with 

lega l requirem ent s and th e policies and pr ocedu res of  th e o rgan isat ion  

   

3 Be able to promote 

and protect the 

rights and 

responsibilities of 

individuals in the 

custodial 

environment  

3. 1 ensur e tha t  individu als are inf orm ed about  th eir r ights and 

responsibil it ies in th e custodial e nv ironm ent  

   

3. 2 pr ovide ind ividu als wi th help and inf orma ti on  th ey need  in ord er  to 

exercise th eir r ight s 

   

3.3  encourage individu als to or carry out th eir respons ibili t ies    

3.4  record informa t ion  in ways that :  

¶ are cons istent with t he promot ion o f r ights  

¶ comp ly with the org anisat ionôs pol icy and procedures  

¶ take account of the requ irements for conf iden t ialit y 
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

4 Be ab le to pr om ote 

and pr otect  th e 

equal it y and 

div ersit y of  

individu als in th e 

custodial 

environm ent  

4.1  promote ant i-discr im inatory prac t ice in w ays that comp ly with  

legislat ive requ irements and the organ isat ionôs pol icy 

   

4.2  gather ev idence and  advise approp r iate col leagues when 

discr im ina t ion  and oppr ession of  individu als is suspected  

   

4.3  act to deal  with discr im inatory and oppress ive pract ices within the  

lim its of  own autho r ity  

   

4.4  seek appropr iate su pport when ha ving diff icu lty foster ing equ ality  and  

diversity  

   

4.5  record informa t ion  in ways that:  

¶ respect equality and diversity  

¶ comply with the organisationôs policy and procedures 
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Unit 7 :  Maintain s ecurity at 
entry and exit points  

Unit reference number:  D/ 503 / 375 3  

Level :  2  

Credit value:  3  

Guided learning hours:  12  

 

Unit aim  

This unit is about following security procedures when controlling the entry and exit 

of visitors, other people and vehicles.  

Uni t assessment  requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment i s allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

docume ntation should be used to record this information.  
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Learning outcomes and assessment criteria  

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment  criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Understand the 

security 

requirements and 

entry and exit 

points in the 

custodial 

environment  

1.1  describe the organisationôs security procedures for controlling entry 

and exit points  

   

1.2  explain the different states of alert and their effect on the control of 

security  

   

1.3  identify the organisationôs contingency plans for security alerts    

1.4  describe the procedures for dealing with requests from visitors     

1.5  explain the organisationôs procedures for escorting individuals    

1.6  explain the types and uses of communications and security equipment 

used in the organisation  
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Learning outcomes  Assessment criteria  Evidence 

typ e 

Portfolio 

reference  

Date  

2 Be ab le to m aint ain 

secur ity whi le 

people are e nt ering 

and leaving 

2. 1 conf irm  th e auth or isat ion  of  people wishing to e nte r or  leave th e 

pr em ises 

   

2. 2 inf orm  visitors of  th e secur ity pr ocedur es and any co nd it ions and 

rest r ict ions relevan t  to th eir visit  

   

2. 3 issue th e co rr ect  passes and retr ieve th em  wh en visitors leave     

2. 4 arrang e esco rt s for  vi sitors as appr opr iat e    

2. 5 m onitor  th e sec urit y of areas o ut side th e e ntr y point     

2. 6 deal with unauth or ised  and un cooperat ive visitors in accordan ce with 

th e o rgan isat ionôs pr ocedur es 

   

2. 7 ma intain securit y in a wa y tha t  is co nsistent  with th e curr ent  stat e of  

alert  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

3 Be ab le to m aint ain 

secur ity whi le 

vehicles are 

entering and 

leaving 

3. 1 conf irm  th e auth or isat ion  of  vehicles and any co nd it ions applying to 

passeng ers and item s 

   

3. 2 ensur e tha t  people and item s not  auth or ised  to e nte r th e sec ur e area 

are t ransferr ed to an appr opr iate area 

   

3. 3 carr y out  searches of  vehicles in a mann er  consistent with laid down 

procedur es and curr ent  stat e of  alert  

   

3. 4 deal with any unaut horised  vehicles,  people and item s in accordan ce 

with orga nisat ional procedur es 
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Unit 8 :  Drive vehicles to carry 
out custodial duties  

Unit reference number:  F/ 602 / 264 3  

Level :  2  

Credit value:  2  

Guided learning  hours:  10  

 

Unit aim  

This unit is about driving a vehicle safely, legally and efficiently. It covers route 

planning, checking the vehicle and its associated equipment for condition before a 

journey and parking. It also covers dealing with contingencies inc luding vehicle 

malfunction or breakdown, adverse driving conditions, congestion, aggressive road 

users, accidents and emergencies and other significant delays.  

This unit applies to custodial care staff who drive official vehicles. This includes field 

staff  working for an electronic monitoring organisation or operational support staff.  

Unit assessment  requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understan ding component of the unit, 

assessment from a learning and development environment is allowed.  

Individuals must demonstrate they have driven vehicles to carry out custodial 

duties within their organisational guidelines.  

This unit is assessed in the workpla ce or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this informati on.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Und erstan d th e 

pr incip les of dri ving 

vehicles to c arry 

out c ustodial du t ies 

1. 1 exp lain th e pr inciples of  defensive dr iving    

1.2  exp lain th e imp ortan ce of  report ing signif icant  delays    

1.3  exp lain wh y it  is necessary to dr ive th e vehicle in a wa y tha t  is fu el 

eff icient  and m inim ises damag e and wear 

   

2 Know  and 

und erstan d 

responsibili t ies and 

pr ocedur es in 

dr iving vehicles to 

carr y out c ustodial 

du t ies 

2. 1 ident ify th e vehicle safety requir em ent s tha t  are the responsibilit y of  

th e driv er  und er  th e law 

   

2. 2 describe th e vehicle and oth er  record s tha t  need  to be kept  up to 

dat e,  and how  to do so  

   

2. 3 ident ify wh o to seek  addi t ional direct ions from  whe n necessary    

2.4  giv e exam ples of  th e ma in war ning sign s that  th e vehicle is not  

opera t ing corr ect ly and how  to deal co rr ect ly with th ese 

   

2. 5 giv e e xam ples of  your responsibil it ies:  

¶ in th e e vent  of  an accident  and oth er  typ es of e m erg encies for  

par king , valet ing and securing th e vehicle wh en th ey  hav e f inished 

using it  

   

3 Know  how  to dr ive 

vehicles to c arr y 

out  custodial dut ies 

3. 1 describe th e key  pr inciples of  th e Highw ay Code as it appl ies to 

diff erent  types of  vehicles dr iven  

   

3. 2 describe how  to lift  and han dle mat er ials safely    
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

4 Be ab le to c heck  

th e vehicle and 

pr epar e for  th e 

journ ey  

4.1  ensure you ma int ain:  

¶ possession  of  a valid license to dr ive th e vehicle 

¶ th e co rr ect  auth orisat ion  to use th e vehicle 

   

4.2  make sure all r elevant aspects of the veh icle meet legal and 

orga nisat ional requirements  

   

4.3  carry out any m inor  ma intenance correct ly, accord ing to own ro le and 

respons ibili t ies 

   

4.4  report any m aintena nce needs that cannot  be dea lt w ith, accor ding to 

own ro le and  respons ibilit ies 

   

4.5  load the ve hicle and stow too ls and eq uipm ent safe ly and correct ly    

4.6  establ ish the des t ina t ion and plan the most  eff icient route, ta king 

account  of the time of da y a nd other c ircumstances  

   

4.7  arrange suf f icient fu el for the planned journey     

4.8  comp lete all  req uired  records c lear ly and a ccurate ly    
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

5 Be ab le to o perat e 

and contr ol  th e 

vehicle safely and 

eff icient ly 

5. 1 follow  th e designat ed rout e,  ident ifying and co rr ect ing any navigat ion  

err ors 

   

5. 2 carr y out  all man oeuvres in a safe and contr olled mann er     

5. 3 dem onstrat e co mpl iance with all legal requirem ent s    

5. 4 driv e th e vehicle in a wa y tha t  is fu el eff icient  and m inim ises wear and 

damag e 

   

5. 5 respond corr ect ly to actua l or  potent ial road haza rds    

5.6  take prompt, correct  act ion  in the event of incidents re lat ing  to :  

¶ the vehicle  

¶ dri ving con dit ions  

¶ other emergenc ies 

   

5.7  demonstrate cons iderat ion for other road users     

5.8  park the ve hicle safely, and securely     
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Unit 9 :  Enter and find data 
using a computer  

Unit reference number:  D/ 602 / 265 1  

Level :  2  

Credit value:  2  

Guided learning hours:  10  

 

Unit aim  

This unit is about making effective use of basic computer operations. It includes 

entering words and numbe rs into a computer and finding similar data. You may use 

any type of software for this unit: word processing, spreadsheet, database or an óin-

houseô package. 

The unit applies to all operational staff working in custodial environments who have 

to make regul ar use of computers as part of their duties . 

Unit assessment  requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable.  For the knowledge and understanding component of the unit, 

assessm ent from a learning and development environment is allowed.  

Individuals must demonstrate they have entered and found data using a computer 

within their organisational guidelines.  

This unit is assessed in the workplace or in conditions resembling the workpl ace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information  
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Learning outcomes and assessment cr iteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfol io 

reference  

Date  

1 Know  and 

und erstan d th e 

pr inciples and 

imp ortance of 

ent ering and 

finding dat a on a  

comput er  system  

1.1  exp lain th e imp ortan ce of  ma king sur e tha t  only auth orised  people 

receive th e dat a foun d 

   

1.2  describe wha t  a data base is and wha t  it  can be used for     

1.3  giv e e xam ples of  th e basic term s used  for  diff erent part s of  a 

databa se 

   

1. 4 ident ify fr om  wh om  to ask for  instru ct ions about inpu tt ing and f inding 

dat a 

   

1. 5 describe o wn organ isat ionôs pr ocedur es to pr otect dat a fr om  loss or  

m isuse 

   

1. 6 giv e e xam ples of  th e t im escales in which dat a should be inpu t  and 

foun d 

   

1. 7 describe th e so ftwar e you  are using    

1. 8 giv e e xam ples of  th e basic legal requir em ent s for s toring data on  a 

comput er  system  

   

1.9  exp lain why data  mu st be input on a comp uter accurate ly    

1.10  give exam ples of how to iden t ify and  correct your own m istakes     

1.11  exp lain the correct process  of add ing  reference co des when requ ired     
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Learning outcomes  Assessment criteria  Eviden ce 

type  

Portfolio 

reference  

Date  

  

1.12  explain the correct procedures for:  

¶ deleting or amending existing data  

¶ printing the data, including print routines  

¶ searching for data automatically and manually  
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Learning outcomes  Assessment criteria  Evidence  

type  

Portfolio 

reference  

Date  

2 Be ab le to e nt er  

dat a on  a co mput er  

2. 1 obta in clear instru ct ions about  th e dat a to ent er  and th e reasons for  

ent ering it  

   

2. 2 inpu t  th e dat a accura tely, ident ifying and corr ect ing any err ors    

2. 3 obta in help fr om  th e corr ect  person  wh en the dat a is un clear or  

incom plete 

   

2. 4 appl y uniqu e reference co des,  as necessary    

2. 5 delete or  am end exist ing data , as instru cted    

2. 6 comp lete dat a entr y within th e agr eed  t im escales    

3 Be ab le to f ind dat a 

on a co mput er  

3. 1 obta in clear instru ct ions about  th e dat a to f ind and wh y    

3.2  use search methods to locate the data:  

¶ efficiently and effectively  

¶ promptly  

   

3.3  obta in g uidance from  the correct person w hen the data  is not 

availab le 

   

3.4  prov ide the d ata o nly to peop le who are allowed see it     

3.5  make sure the data does not get lost or m isused     
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Unit 10 :  Receive and discharge 
individuals and 
property in relation to 
the custodial 
environment  

Unit reference number:  K/ 601 / 396 7  

Level :  3  

Credit value:  2  

Guided learning hours:  18  

 

Unit aim  

This unit is about receiving individuals and their property into custod y and releasing 

them at the end of their stay.  

Unit assessment  requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assess ment from a learning and development environment is allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit . The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Understand the 

processes and 

requirements for 

receiving and 

discharging 

individuals and 

property  in relation 

to the custodial 

environment  

1.1  identify organisational procedures and  documentation for receiving 

and releasing individuals  

   

1.2  identify organisational procedures and documentation for receiving, 

storing and releasing individualsô property, including money  

   

1.3  explain the procedures for identifying the individual and their security 

needs on receipt into, or discharge from, the custodial environment  

   

1.4  explain the process for receiving individuals and their property into 

the  custodial environment  

   

1.5  explain the information needs related to the management of 

individuals in the custodial environment  

   

1.6  identify factors and conditions to be taken into account during the 

discharge of individualsô from the custodial environment  

   

1.7  Discharge Grants and Travel Warrants     
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

2 Be able to receive 

individuals into the 

custodial 

environment  

2.1  confirm the identity and security classificat ion of individuals being 

received into the custodial environment  

   

2.2  ensure the documentation for receiving individuals into the custodial 

environment is complete, correct and stored in accordance with 

organisational procedures  

   

2.3  carry out se arches of individuals in accordance with organisational 

procedures  

   

2.4  confirm the needs of individuals in relation to future events that will 

affect them  

   

2.5  treat the individual courteously and respect their rights throughout 

the process  

   

3 Be able to receive, 

store and release 

property  

3.1  identify and record the property that is to be stored while the 

individual is in custody  

   

3.2  ensure that any medications in the possession of the individual are 

processed according to organisationa l procedures  

   

3.3  deal with any unauthorised items or substances that you find 

according to organisational procedures  

   

3.4  return permitted property to individuals on request according to 

organisational procedures  

   

3.5  ensure individualsô property is placed in secure  storage according to 

organisational procedures  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

4 Be able to 

discharge 

individuals from 

the custodial 

environment  

4.1  confirm the identity and sec urity needs of individuals being released 

from the custodial environment  

   

4.2  confirm the reason for, and terms of, individualsô release     

4.3  return stored property to individuals on release     

4.4  issue to individuals on release the correct d ocumentation and any 

warrants and grants to which they are entitled  

   

4.5  ensure any conditions for individualsô release are met and are 

explained to individuals  

   

4.6  show respect for individuals and their property throughout the release 

process  

   

4.7  complete the release process according to organisational procedures     

 

 

Learner name:  ________________________________ ________________  Date:  _____________________________   
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Unit 11 :  Search individuals, 
accommodatio n and 
areas in a custodial 
context  

Unit reference number:  J/ 601 / 367 0  

Level :  3  

Credit value:  3  

Guided learning hours:  20  

 

Unit aim  

This unit is about searching individuals (using rub -down searches, full body 

searches and searches with electronic equipment),  also searching accommodation 

and other premises and areas.  

Unit assessment  requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the  unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes  for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Understand the 

requirements for 

searching 

individuals, 

accommodation 

and areas  

1.1  identify the legal and organisational requirements for carrying out 

searches of individuals, accommodation and areas  

   

1.2  explain the purpose of searching individuals, accommodation and 

areas  

   

1.3  explain the importance of respecting individuals and their property 

during searches  

   

1.4  explain the conditions and facilities required for searching individuals 

in relation to their gender and age  

   

1.5  explain the purpose of obtaining a declaration for individuals about 

any unauthorised items  

   

1.6  describe methods that can be used to hide items about the body and 

in clothing and footwear  

   

1.7  describe the methods and limitations of different search procedures 

for individuals, accommodation and areas  

   

1.8  explain the planning proc ess for accommodation and  area searches     

1.9  describe methods that can be used to hide individuals and items in 

premises and surrounding areas  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

2 Be ab le to se arch 

individu als in a 

custodial cont ext  

2. 1 ensur e th e co nd it ions for  searches m eet  lega l and o rgan isat ional 

requirem ent s 

   

2. 2 inf orm  individu als about  th e se arch pr ocedure    

2. 3 obta in declara t ions of  unauth orised  item s from individu als to be 

searched 

   

2. 4 search individu als accord ing to o rgan isat ional pr ocedur es    

2. 5 ensur e o wn health and safety thr ough out  searches    

2. 6 locat e and ident ify any unauth or ised  item s    

2. 7 deal with unauth or ised  item s accord ing to o rgan isat ional procedur es    

2. 8 comp lete and pr ocess docum entat ion  relat ing to co mp lete se arches    

3 Be ab le to se arch 

custodial 

accomm odat ions 

3. 1 pr epar e individu als for accomm odat ion  searches in accordan ce with 

search pr ocedur es 

   

3. 2 search any corr espondence and wr itt en  m aterials tha t  rem ain with 

individu als accord ing to organisational procedures  

   

3. 3 search accomm odat ion  and persona l propert y to ident ify unauth or ised  

item s 

   

3. 4 deal with unident if iabl e and unauth orised  it em s accord ing to 

orga nisat ional procedur es 

   

3. 5 comp lete and pr ocess docum entat ion  relat ing to co mp lete se arches    
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

4 Be able to search 

other custodial 

areas  

4.1  ensure the conditions for searches meet legal  and organisational 

requirements  

   

4.2  define search areas and plan the search sequence     

4.3  search areas using suitable methods and equipment     

4.4  deal with unidentified and unauthorised items and individuals 

according to organisational proc edures  

   

4.5  complete and process documentation relating to complete searches     

 

 

Learner name:  ________________________________ ________________  Date:  _____________________________   
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Unit 12 :  Search vehicles in a 
custo dial context  

Unit reference number:  L/ 601 / 366 8  

Level :  2  

Credit value:  2  

Guided learning hours:  10  

 

Unit aim  

This unit is about searching all types of passenger and goods vehicles using manual 

and electronic equipment.  

Unit assessment  requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in  the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record th is information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learn ing outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Und erstan d th e 

requ irem ent s for  

searching vehicles 

1.1  ident ify th e legal and organ isat ional requirem ent s relat ing to c arr ying 

out  vehicle se arches 

   

1.2  exp lain th e pr ocedur es for  record ing and checking inf orm at ion  about  

th e vehicle,  dr iver, passeng ers, co nt ent s,  origin, destinat ion  and 

purp ose 

   

1.3  ident ify th e sign s of  suspicious behaviour by dr iver s or  passeng ers 

tha t  could be suspicious 

   

1. 4 exp lain how  to assess  r isks to sec ur ity and safety posed  by diff erent  

kinds of  vehicles and content s 

   

1. 5 describe th e rang e of  search m eth ods and equ ipm ent tha t  could be 

used  to se arch a vehicle 

   

1. 6 describe th e o perat ion and m aint enan ce of e qu ipm ent  used  in vehicle 

searches 

   

1. 7 exp lain th e pr ocedur es for  deal ing with un auth orised item s and people 

discovered dur ing searches 
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

2 Be ab le to pr epar e 

to search vehicles 

2.1  confirm and record the vehicle, its driver,  

passengers, contents, origin, destination and purpose  

   

2.2  carr y out  a pr elim inar y check  of  th e vehicle and the condu ct  of  th e 

people inside 

   

2. 3 assess th e r isks pr esent ed by th e vehicle    

2. 4 select  th e m ost  eff ectiv e and eff icient  m ethod of se arching th e vehicle    

3 Be ab le to se arch 

vehicles for 

unauth orised  item s 

and people 

3. 1 ensur e th e vehicle is park ed in a designat ed search area    

3. 2 select  and use e qu ipm ent  and techn iqu es appr opriat e to th e typ e of  

vehicle and th e assessed  level  of  r isk  

   

3. 3 search th e vehicle and it s co nt ent s th orough ly in accordan ce with 

org anisat ional procedur es 

   

3. 4 deal with unauth or ised  item s and people accord ing to legal and 

orga nisat ional requir em ent s 

   

3. 5 comp lete and pr ocess docum entat ion  relat ing to co mp leted searches    
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Unit 13 :  Contribute to the 
control of incidents and  
emergencies  

Unit reference number:  J/ 601 / 397 5  

Level :  3  

Credit value:  3  

Guided learning hours:  20  

 

Unit aim  

This unit is about assessing and dealing with incidents and emergencies involving 

individuals and groups in the custodial environment. Incidents and  emergencies 

may present risks to security, to the safety of individuals in custody, colleagues 

and/or the public. The unit also covers post - incident procedures such as managing 

evidence, providing reports and helping to evaluate the incident or emergency.  

Unit assessment  requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environme nt is allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standa rd required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Und erstan d th e 

requ irem ent s for  

contr oll ing 

incident s and 

em erg encies 

1.1  define th e typ es of  incident s and em erg encies tha t ma y occur in th e 

custodial envir onm ent  

   

1.2  ident ify comm on  t r igger  indicat ors of  incident s or e m erg encies    

1.3  ident ify th e o rga nisat iona l pr ocedur es relat ing to ma king an init ial 

response to incident s or e m erg encies 

   

1. 4 describe m eth ods of  assess ing r isk  factors assoc iated with incident s 

and em erg encies 

   

1. 5 ident ify th e indicat ors of  escalat ion  in incident s or e m erg encies    

1.6  describe th e o rga nisat ional procedur es and comman d s tru ctur es for  

responding to and contr olli ng incident s and em erg encies 

   

1. 7 describe th e role and responsibili t ies for  f irst  on sce ne in contr oll ing 

incident s or  em erg encies 

   

1. 8 exp lain th e pr ocedur es for  pr eserv ing and collect ing e vidence fr om  th e 

scene of  incident s or  em erg encies 

   

1. 9 exp lain th e pr ocedur es for  eva lua t ing and record ing incident s and 

em erg encies 
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

2 Be ab le to ident ify 

and assess 

incident s and 

em erg encies 

2. 1 obta in and ver ify available informa t ion  and int ell igence about  th e 

natur e and locat ion  of  th e incident  or  em erg ency 

   

2. 2 assess th e levels of  r isk  assoc iat ed with the incident or  em erg ency    

2. 3 establ ish commu nicat ion  with th e individu als inv olved in th e incident  

or  em erg ency, in line with o rgan isat ional procedur es 

   

2. 4 ident ify roles of  individua lsô inv olvem ent  in th e incident  or  em erg ency    

2. 5 report  and han d over  contr ol  of  th e incident  or e m erg ency in 

accordan ce with th e applicable co mman d pr ocedur es 

   

3 Be ab le to 

cont r ibut e to 

contr oll ing 

incident s and 

em erg encies 

3. 1 ensur e individu als who are not  inv olved in t he incident  or  em erg ency 

are sec ur ed fr om  becom ing inv olved 

   

3. 2 pr ior it ise act ions tha t  wil l pr event  escalat ion and co ntr ol  th e r isks 

inv olv ed 

   

3. 3 use reasonab le int ervent ion  and / or  force to co ntr ol th e incident  or  

em ergency 

   

3. 4 contr ol  th e sce ne in a wa y tha t  wil l pr eserve evidence relat ing to t he 

incident  or  em erg ency 

   

4 Be ab le to c arr y 

out pr ocedur es 

following incident s 

and em erg encies 

4. 1 conf irm  that  inf orma ti on  gath ered about  th e incident or  em erg ency is 

accurat e and comp lete 

   

4. 2 pr eserv e e vidence relat ing to th e incident  or e m erg ency    

4. 3 pr ovide clear , accurat e and comp lete report s of  th e incident  or  

em erg ency to o th ers 

   

4. 4 help to ident if y th e key factors tha t  cont r ibut ed to th e incident  or  

em ergency 
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Unit 14 :  Control and restrain 
individuals  

Uni t reference number:  Y/ 601 / 397 8  

Level :  3  

Credit value:  4  

Guided learning hours:  40  

 

Unit aim  

This unit is about assessing the need to use physical control and restraint, and then 

using restraint techniques correctly and safely.  

Unit assessment  requirements/ evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

This unit is as sessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  

 

 



 

72   Specification ï Pearson Edexcel Level  3 Diploma  qualification in Custodial Care ï  

Issue 5  ï May 2017  © Pearson Education Limited 2017  

 

Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the uni t.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Und erstan d th e 

pr ocedur es and 

requir em ent s for 

contr oll ing and 

restrain ing 

individu als 

1.1  ident ify legislat ion  and organ isat ional policies and pr ocedur es tha t  

relate to th e use of  phy sical rest raint  

   

1.2  describe m eth ods of  assess ing th e need  for  phy sical restra int     

1.3  exp lain th e pr ocess of  war ning individu als t ha t phy sical restra int  m ay 

be used  

   

1. 4 describe restra int  techn iqu es and th eir use    

1. 5 define wha t  const itu tes reasonab le force to restra in an ind ividu al    

1. 6 ident ify indicat ors of  una cceptab le dang er  to th e individu al caused  by 

t he use of  force to rest ra in 

   

1. 7 ident ify appr opr iate places to hold a restr ained person     

1. 8 describe th e pr ocedur es for  m onitor ing th e individual following th e use 

of  contr ol  and restr aint  

   

1. 9 describe th e requir em ent s for  record ing and co mmun icat ing 

inf orma t ion  relat ing to instan ces of  using restr aint  on  individu als 
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Learning outcomes  Asses sment criteria  Evidence 

type  

Portfolio 

reference  

Date  

2 Be able to assess 

the need for 

control and 

restraint  

2.1  explain to individuals how their behaviour could lead to the use of 

force to restrain them  

   

2.2  give the individual sufficient warning an d opportunity to adopt 

acceptable behaviour  

   

2.3  assess the risk of harm to themselves, other people and property 

caused by their behaviour  

   

2.4  obtain authorisation, resources and support to carry out restraint 

actions  

   

3 Be able to restrain 

and remove 

individuals  

3.1  communicate with those involved in a way that promotes 

understanding, cooperation and maintains safety  

   

3.2  communicate throughout with the individual to be restrained, seeking 

to minimise their unacceptable behaviour  

   

3.3  use reasonable force to restrain the individual while minimising the 

risk of injury to them and others present  

   

3.4  monitor the restraint process to avoid causing an unacceptable level 

of danger to the individual and the control team  

   

3.5  rem ove the individual to an appropriate place in line with 

organisational procedures  

   

3.6  liaise with and advise medical and other specialist staff about the 

situation and the action taken  
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Unit 15 :  Contribute to the 
adjudication process  

Unit reference number:  F/ 602 / 572 2  

Level :  2  

Credit value:  3  

Guided learning hours:  10  

 

Unit aim  

This unit is about preparing for the ad judication process and providing relevant 

evidence. It can cover offences both against people and property.  

This unit applies to operational staff working in custodial environments who are 

required to contribute to adjudications.  

Unit assessment  requiremen ts/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

Individuals must demonstrate they have contributed to the adjudication process 

within their organisational guidelines.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for as sessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they c an meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Und erstan d th e 

pr incip les of 

ad jud icat ion  

1.1  describe th e ad jud icat ion  pr ocess and your role and responsibili t ies in 

relat ion  to it  

   

1.2  explain th e im portan ce of  th e ad jud icat ion  process being fa ir and 

impar t ia l 

   

1.3  explain th e pr inciples of  natu ra l j ust ice    

1.4  explain th e co nvent ions o f th e ad judicat ion  process     

2 Und erstan d th e 

lega l and 

organ isat ional 

requirem ent s and 

pr ior it ies in regard 

to ad jud icat ion  

2. 1 describe th e dif ferent  typ es of  off ences tha t  require ad jud icat ion     

2. 2 describe th e relevan t  part s of  th e ad judicat ion pr ocess tha t  th e people 

inv olved mu st  und erstan d 

   

2.3  describe th e pr ocedur es for  collect ing and dealin g with evidence    

2.4  describe th e co rrect  wa y to deal with witn esses    

2.5  describe pr ocedur es for  handl ing evidence    

2.6  select  th e record s you  mu st  comp lete for  th e ad jud icat ion  pr ocess     
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

3 Know how to 

contribute to the 

adjudication 

process  

3.1  describe the appropriate way to inform people about charges a gainst 

them  

   

3.2  describe how to make sure the charges are justified     

3.3  describe how to ensure that the people involved understand the 

relevant parts of the adjudication process  

   

4 Be able to prepare 

for adjudication  

4.1  identify correctly o ffences that require adjudication     

4.2  establish that the charges are justifiable and verified     

4.3  collate and deal with all the available evidence relevant to the offence     

4.4  act in a way that is objective and impartial and upholds the 

individualôs rights throughout the process 

   

4.5  complete required documentation clearly and accurately, and forward 

it to the responsible colleague within agreed timescales  

   

5 Be able to take 

part in the 

adjudication 

process  

5.1  provide evidence that  is clear, truthful and meets the needs of the 

adjudication process  

   

5.2  follow agreed procedures when handling physical evidence     

5.3  follow the agreed conventions of the adjudication process     

5.4  answer questions accurately and in a way th at will assist the 

adjudication process to reach a fair decision  
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Unit 16 :  Maintain security 
whilst escorting 
indivi duals to courts 
and other 
environments  

Unit reference number:  T/ 601 / 397 2  

Level :  3  

Credit value:  3  

Guided learning hours:  12  

 

Unit aim  

This unit is about escorting individuals to courts, other prisons and non -custodial 

environments, such as hospitals, and m aintaining their security whilst they are 

there. It involves dealing with their physical, personal support and medical needs 

and also security risks.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can en ter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass th is unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Understand the 

procedures and 

requirements for 

escorting 

individuals to 

courts and other 

environments  

1.1  explain the procedures for confirming the suitability of the vehicle and 

route used in transfers  

   

1.2  explain the security and restraint proce dures that should be used 

during transfers  

   

1.3  identify the risk factors associated with security when transferring 

individuals to courts and other environments  

   

1.4  explain the importance of clear communication with colleagues during 

the transf er  

   

1.5  identify the particular needs of women and young people when being 

transferred  

   

1.6  explain the organisationôs procedures for escorting individuals    

1.7  identify circumstance which contribute to actual or potential breaches 

of securi ty  

   

1.8  identify the type of guidance and support that individuals may need in 

court and in other environments  

   

1.9  explain the procedures for exchanging information with authorised 

representatives of other organisations  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

2 Be ab le to m aint ain 

t he sec ur ity of  

individu als du r ing 

tran sfer  

2. 1 conf irm  th e suitab il it y of  th e vehicle and rout e to be used  in tran sfers    

2. 2 appl y appr oved secur it y and restr aint  procedur es    

2. 3 m onitor  individu alsô behav iour for  potent ial br eaches of  secur ity    

2. 4 m onitor  th e rout e for  potent ial r isk of  br eaches of sec ur ity    

2. 5 ident ify and deal wit h incident s and event s dur ing th e journ ey  

accord ing to o rgan isat ional pr ocedur es 

   

2. 6 record and report  incident s and event s accord ing to o rgan isat ional 

procedur es 

   

3 Be ab le to m aint ain 

t he sec ur ity of  

individu als in 

court s and oth er 

env ironm ent s 

3. 1 conf irm  th e sec ur ity and safety of  th e e nvironm ent wh ere individu als 

wil l be held 

   

3. 2 esco rt  individu als se cur ely to th e co rr ect  locat ion, in line with 

orga nisat ional pr ocedur es 

   

3. 3 store and retur n individu alsô pr opert y in line with o rgan isat ional 

procedur es 

   

3. 4 m onitor  th e e nvironm ent  and th e area carefu ll y for  potent ial br eaches 

in secur ity 

   

3. 5 deal with actu al and potent ial br eaches of  secur ity in line with 

orga nisat ional pr ocedur es 
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

4 Be able to liaise 

with staff i n courts 

and other 

organisations  

4.1  exchange information and documentation with authorised 

representatives of other organisations  

   

4.2  give guidance and advice to individuals on the procedures they must 

follow  

   

4.3  liaise with representatives of  the court and other organisations     

4.4  respond to instructions for dealing with individuals in the required 

manner  
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Unit 17 :  Prepare and drive 
secure vehicles to and 
from custodial and 
other environments  

Unit reference number:  A/ 601 / 397 3  

Level :  2  

Credit value:  2  

Guided learning hours:  7  

 

Unit aim  

This unit is about driving a custodial vehicle, such as a cellular vehi cle, mini -  bus, 

saloon car, or other specialist vehicle, from one location to another. Usually these 

locations will be courts and prisons but could include for example, hospitals and 

other non -secure places. It also covers checking the vehicle for appearan ce, 

roadworthiness and security, and dealing with security, emergency and 

communications equipment and tracking devices and navigation equipment. It may 

also involve responding to incidents arising from mechanical breakdown, poor 

weather, obstacles or traf fic congestion and aggressive road users and emergencies 

that may arise from a road traffic accident, illness, injury or attempted escape.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the typ es of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the  learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Understan d the 

requirements for 

preparing and 

driving secure 

vehicles to and 

from custodial and 

other environments  

1.1  identify the vehicle safety requirements that are the responsibility of 

the driver  

   

1.2  explain the procedures for routine vehicle maintenanc e checking and 

reporting  

   

1.3  describe the range and use of equipment fitted to the vehicle     

1.4  explain the functions and location of emergency and security alarms 

fitted to the vehicle  

   

1.5  explain organisational procedures for loading and  securing individuals 

in transit  

   

1.6  explain the procedures for carrying out security and safety checks on 

vehicles  

   

1.7  explain the principles of route planning     

1.8  explain the driverôs responsibilities as a road user in the context of 

dr iving a secure vehicle  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

2 Be ab le to c heck  

th e vehicle and it s 

equipm ent  

2. 1 conf irm  auth orisat ion  to use th e vehicle    

2. 2 ensur e th e vehicle m eets requ ired standar ds o f o perat ion  and 

m aint enan ce 

   

2. 3 ensur e suff icient  fu el load for  th e plann ed journ ey     

2. 4 load and stow  requir ed tools and equipm ent     

2. 5 ma intain required vehicle record s in accordan ce with o rgan isat ional 

procedur es 

   

3 Be ab le to e nsur e 

th e sec ur ity of  th e 

vehicle 

3. 1 verify tha t  th e vehicle and assoc iat ed equipm ent  is appr opriat e for  th e 

purp ose for  wh ich it  w il l be used 

   

3. 2 assess th e vehicle for  potent ial secur ity r isks    

3. 3 follow  orga nisat ional pr ocedur es to deal wit h s uspected fau lts or  

om issions 

   

3. 4 comp lete and tran sfer  requ ired docum enta t ion  in accordan ce with 

org anisat ional procedur es 

   

4 Be ab le to dr ive th e 

vehicle to and fr om  

custodial and o th er  

env ironm ent s 

4. 1 plan and ver ify th e o pt im um  rout e to th e dest ina t ion    

4. 2 load and secur e th e vehicle,  it s co nt ent s and it s occ upant s in 

accordan ce with orga nisat ional pr ocedur es 

   

4. 3 follow  th e plann ed rout e showing considerat ion  for passeng ers and 

oth er  road users 

   

4.4  advise o th ers of  and verify any un scheduled br eaks or  rout e chang es 

in accordan ce with orga nisat ional pr ocedur es 

   

4. 5 driv e th e vehicle wit hin th e law, responding corr ect ly to actua l or  

potent ial road hazard s 

   

4. 6 par k th e vehicle safely and legally, and leave it sec ur e    
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Unit 18 :  Contribute to planning 
and reviewing how to 
meet individualsô needs 
and rights in the 
custodial environment  

Unit re ference number:  H/ 601 / 396 6  

Level :  3  

Credit value:  3  

Guided learning hours:  20  

 

Unit aim  

This unit is about working with individuals to help meet their needs and rights. 

Usually, this will be in the context of planning for an individualôs stay in prison or in 

an immigration detention centre and can involve referring individuals to specialist 

services, discussing individualsô progress with those providing opportunities or 

making changes to existing plans. The needs of individuals may be physical, 

medical, psy chological, emotional, social, spiritual or relate to other external 

factors. Their basic rights will be conferred by law but some additional ones may be 

conferred by organisational policy. Sources from which data to help planning may 

come may include docu ments, the individuals themselves and others who can make 

a valid contribution.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding c omponent of the unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the s ubmission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the le arning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Und erstan d th e 

pr incip les of 

m eet ing 

individu alsô needs 

and r ight s in th e 

custodial 

env ironm ent  

1.1  exp lain th e r ight s of  indi vidu als in th e custodial e nv ironm ent  

conf err ed by law and by th e o rgan isat ion  

   

1.2  describe methods of communication which encourage individuals to 

participate in identifying their needs  and re viewing their own progress  

   

1.3  ident ify th e typ es of  needs individu als in the custodial environm ent  

ma y hav e 

   

1.4  describe m eth ods for  ident ifying th e special needs and learning 

diff icult ies individu als in th e custodial e nv ironm ent  ma y have 

   

1. 5 ident ify th e o rga nisat ionôs system s and pr ocedur es used  wh en 

assessing individu alsô needs 

   

1. 6 describe m eth ods for  sett ing , agr eeing and reviewing o bject ives and 

act ion  plans wit h individu als in th e custodial environm ent  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

2 Be ab le to help to 

identif y individu alsô 

needs and r ight s 

2. 1 ensur e individu als understan d th eir r ight s within th e custodial 

environm ent  

   

2. 2 encourag e individu als in th e custodial environm ent  to ident ify th eir 

own needs 

   

2. 3 establ ish wh eth er  individu als hav e special needs or learning 

diff icult ies 

   

2.4  confirm and agree the needs identified with individuals in the 

custodial environment  

   

3 Be ab le to 

cont r ibut e to 

developing plans to 

m eet individu alsô 

needs and r ight s 

3. 1 agr ee o bject ives for  plans to m eet  th eir needs with th e individu als 

concern ed 

   

3. 2 ident ify, agree and record opportun it ies which m atch th e agr eed  

object ives 

   

3. 3 inf orm  th e relevan t  people wh ere no appr opr iate o pportun it ies are 

available to m eet  th e agreed o bject ives 

   

3. 4 conf irm  that  plans fully respect  th e r ight s of individu als    

3. 5 agr ee with ind ividu als a pr ocess and t im escale for m onitor ing and 

reviewing th eir plan 
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Learning outco mes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

4 Be ab le to 

cont r ibut e to 

reviewing plan s to 

m eet individu alsô 

needs and r ight s 

4. 1 review  individu alsô progr ess aga inst  th eir plans in th e way s and at  th e 

t im es agr eed  

   

4. 2 encourag e individu als to e va luat e th eir own pr ogr ess and discuss 

way s it  can be impr oved 

   

4. 3 conf irm  th e accura cy of  inf orm at ion  about individu alsô pr ogr ess    

4. 4 agr ee revisions to plans with individu als to im prove pr ogr ess toward s 

object ives 

   

4.5  reco rd individu alsô progress and any changes to plans    
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Unit 19 :  Encourage individuals 
to look after their own 
health and hy giene  

Unit reference number:  D/ 602 / 505 0  

Level :  3  

Credit value:  3  

Guided learning hours:  7  

 

Unit aim  

This unit is about working with others including line managers, specialists within 

and outside the organisation to encourage individuals within a custodial 

environment to look after their own health and hygiene,  participate in healthy 

activities, avoid activities which may be detrimental to their health and help them 

to maintain their health and personal  cleanliness. Advice may include immunisation 

and vaccin ation, the use of  protective clothing or adopting safe practices.  

This unit applies to those working in a custodial environment who are directly 

involved working with individuals on issues to do with health and hygiene.  

Assessment requirements/evidence req uirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

Individuals must demonstrat e they have encouraged individuals to look after their 

own health and hygiene within their organisational guidelines.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presen ting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Understand the 

principles of 

encouragin g 

individuals to look 

after their own 

health and hygiene  

1.1  explain the potential consequences of failure to adopt and maintain 

healthy and hygienic practices  

   

1.2  explain the importance of providing a level of privacy consistent with 

the level of ri sk  

   

1.3  explain the importance of giving assistance in ways which promotes 

individualsô dignity and minimises discomfort 

   

2 To look after th eir 

own hea lth and 

hy giene  

2.1  identify accepted good practice in personal health and hygiene     

2.2  expl ain the facilities available for personal health and hygiene     

2.3  give examples of different methods of monitoring personal health and 

hygiene  

   

2.4  explain the steps to take if individuals :  

¶ fail to maintain healthy and hygienic practices  

¶ require  assistance which is beyond own role or  competence  

   

2.5  give examples of the types of assistance individuals may need to 

maintain their personal cleanliness  

   

2.6  explain the relevant organisation policies and procedures     

2.7  explain the prec autions to take to protect own health and hygiene     
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

3 Know how to 

encourage 

individuals to look 

after their own 

health and hygiene  

3.1  describe how to identify the informatio n individuals need to support 

their understanding of health and hygiene issues  

   

3.2  explain the ways to monitor personal health and hygiene     

3.3  explain the ways to identify and agree with individuals the type and 

degree of assistance they need  

   

3.4  explain how individualsô conditions may limit the range of personal 

hygiene facilities and materials which may be used  

   

4 Be able to 

encourage 

individuals to 

adopt and maintain 

healthy and 

hygienic practices  

4.1  provide individuals with access to suitable facilities and opportunities 

to maintain their own health and hygiene  

   

4.2  provide individuals with appropriate information to support their 

health and hygiene needs  

   

4.3  check that individuals are aware of the potential  consequences  of any 

failure to adopt and maintain healthy and hygienic practices  

   

4.4  monitor individuals at appropriate intervals to ensure that they are 

maintaining healthy and hygienic practices in accordance with 

organisational procedures  

   

4.5  refer indi viduals to relevant people when they consistently fail to 

maintain healthy and hygienic practices  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

5 Be ab le to assist  

individu als to 

ma intain th eir 

healt h and 

persona l 

cleanlin ess 

5. 1 agr ee with ind ividu als th e typ e and degr ee of assistan ce th ey  need  to 

ma intain th eir healt h and hy giene 

   

5. 2 encourag e individu als to c hoose th e health and hy giene facili t ies and 

mat erials th ey  pr efer, co nsistent  with th eir cond it ions and available 

resour ces 

   

5. 3 arrang e pr ecaut ions to pr otect  own health and hy giene    

5. 4 pr ovide ind ividu als wi th a level  of  pr ivacy consistent with th e level  of  

r isk  inv olved 

   

5.5  assist  individu als in ways wh ich:  

¶ promotes their dignity  

¶ causes a s little discomfort as possible  

   

5.6  refer individu als who  requ ire as sistance wh ich is beyond own ro le or 

competence, to re levant peop le 
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Unit 20 :  Support individuals in 
custody to take part in 
purposeful activities  

Unit reference number:  T/ 602 / 505 4  

Level :  3  

Credit value:  3  

Guided learning hours:  12  

 

Unit aim  

This unit is about encouraging individuals in a custodial environment to take part in 

purposeful activities. These include educational, recreational and work activities.  

This unit applies to experienced staff who work with individuals in a custodial 

environment to encourage them to take part in purposeful activit ies.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, from a 

learning and development environment is allowe d.  

Individuals must demonstrate they have supported individuals in custody to take 

part in purposeful activities within their organisational guidelines.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter th e types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit , the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Und erstan d th e 

imp ortan ce and 

pr inciples of  

sup port ing 

individu als in 

custody to tak e 

par t  in purp oseful 

act ivi t ies 

1.1  exp lain th e imp ortan ce of  pr om ot ing th e value of purp osefu l act ivit ies    

1.2  exp lain th e pr inciples and pr ocesses  of  eff ect ive co mmun icat ion     

1.3  exp lain th e imp ortan ce of  individu als taking responsibilit y for  th eir 

own choices and decisions 

   

1.4  exp lain th e imp ortan ce of  honour ing com m itm ent s within t im escales 

agr eed  
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Learning outcomes  Assessment criteria  Evidence 

type  

Port folio 

reference  

Date  

2 Und erstan d th e 

organ isat ional 

requirem ent s and 

standard s with 

regar d to 

supp ort ing 

individu als in 

custody to tak e 

par t  in purp osefu l 

act ivit ies 

2.1  prov ide exam ples of t he benef its for  individua ls of ta king part  in 

purposeful ac t ivit ies 

   

2.2  descr ibe the opportun it ies for p urposeful  acti vit ies w ithin the 

orga nisat ion in terms of :  

¶ availability  

¶ timing  

¶ modes  

¶ resources available  

   

2.3  descr ibe potent ial obstac les to access ing p urposef ul act ivit ies    

2.4  descr ibe ac t ions to t ake to m inim ise obstac les to access ing purposeful 

act ivit ies 

   

2.5  descr ibe the standar ds of behav iour expec ted of individu als du r ing 

pu rposeful  act ivit ies 

   

2.6  iden t ify the range of support  individu als m ay need  to he lp them  

com m it  to  purposeful  act ivit ies 

   

2.7  iden t ify sources of ass istance  if they are unab le to prov ide suf f icient  

he lp to al low  individua ls t o par t icipate  in purposeful ac t ivit ies 

   

2.8  descr ibe methods for encourag ing  individu als to par t icipate  in 

purposeful ac t ivit ies 

   

2.9  descr ibe different ap proaches to take w ith  indi viduals who are :  

¶ cooperative  

¶ un -cooperative  

¶ with special needs  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

3 Be able to promote 

the value of 

purposeful 

activities  

3.1  pr om ote th e va lue of purp osefu l activ ities in an appr opriat e mann er:  

¶ in custody  

¶ after release  

   

3.2  encourage individuals to take part in purposeful activities     

3.3  give individuals accurate information about purposeful activities in 

relation  to :  

¶ availability  

¶ timing  

¶ access  

   

3.4  commun icat e with ind ividu als in a mann er  and at  a level and pace 

wh ich is appr opr iate to th eir needs 

   

3.5  encourag e individu als to tak e responsibil it y for  their o wn choices and 

decisions 

   

4 Be able to help 

individuals take 

part in purposeful 

activities  

4. 1 ident ify and m inim ise any potent ial obsta cles to individu alsô access to 

purp osefu l act ivit ies 

   

4. 2 giv e individu als suf f icient  supp ort  to al low  them  to co mm it  to 

pu rposefu l act ivit ies which m eet  th eir needs  

   

4. 3 giv e individu als clear and accurat e informa t ion  abou t th e s tandard s of  

behav iour exp ected of  th em  du r ing purp osefu l act ivit ies 

   

4. 4 ident ify diff icult ies individu als hav e in cont inu ing to par t icipat e in 

purp osefu l act ivit ies 

   

4. 5 off er  appr opr iat e supp ort  to o vercom e th ese dif f icult ies    
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

  

4.6  seek  assistan ce fr om  relevan t  people if th ey are unab le to giv e 

individua ls suf f icient  help to al low th em  to tak e par t  in purp osefu l 

act ivit ies 

   

4. 7 carr y out  commitm ent s to pr ovid e supp ort  to individu als with in th e 

t im escales agr eed  

   

 

 

Learner name:  ________________________________ ________________  Date:  _____________________________   

Learner signature:  ________________________________ _____________  Date:  _____________________________   

Assessor signature:  ________________________________ ____________  Date:  _____________________________   

Internal verifier signature:  ________________________________ _______  

( if sampl ed )  

Date:  _____________________________   
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Unit 21 :  Support individuals 
experiencing 
difficulties  

Unit reference number:  K/ 602 / 545 5  

Level :  3  

Credit value:  2  

Guided learning hours:  7  

 

Unit aim  

This unit is about identifying and making a response to individuals experiencing 

difficulties . Learners need to make an initial response appropriate to the individual 

and find out what is causing the individualôs difficulties, and then provide the kind 

of support required by the individual  

in line with what is known about their needs and circumsta nces. The learner needs 

to deal with the potentially volatile nature of such situations and seek help if it is 

required.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicab le. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence the y are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Know and 

understand the 

pri nciples that 

underpin the 

support of 

individuals 

experiencing 

difficulties  

1.1  outline the ways in which the physical, social, psychological and 

emotional functioning of individuals affects their behaviour  

   

1.2  explain how personal beliefs, preference s and cultural background 

affect behaviour  

   

1.3  identify the range of difficulties that individuals may typically 

experience, and the factors which may be relevant to each  

   

1.4  outline strategies for dealing with difficult situations which have a  

strong emotional impact  

   

2 Be able to identify 

factors contributing 

to individualsô 

difficulties  

2.1  encourage individuals to talk about the difficulties they are 

experiencing  

   

2.2  encourage individuals to identify the factors which contribute to their 

difficulties  

   

2.3  review available information on individualsô difficulties and discuss 

this with them  

   

2.4  take constructive action to address any abusive, aggressive and 

discriminatory behaviour  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

3 Be ab le to assist  

individu als 

exp eriencing 

diff icult ies 

3. 1 agr ee respect ive roles and responsibili t ies for resolving dif f icult ies with 

individuals 

   

3. 2 exp lain to individu als th e typ es of  supp ort  tha t  are available to th em     

3. 3 ident ify with individu als th e supp ort  required to help th em  addr ess 

th eir difficult ies 

   

3. 4 pr ovide appr opr iat e supp ort  to individu als consistent with th eir needs 

and agency policy  

   

 

 

Learner name:  ________________________________ ________________  Date:  _____________________________   

Learner signatu re:  ________________________________ _____________  Date:  _____________________________   

Assessor signature:  ________________________________ ____________  Date:  _____________________________   

Internal verifier signature:  ________________________________ _______  

( if sampled )  

Date:  _____________________________   
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Unit 22 :  Contribute to the 
protection of 
individuals from abuse  

Unit reference number:  Y/ 601 / 116 3  

Level :  3  

Credit value:  3  

Guided learning hours:  15  

 

Unit aim  

This unit focuses on protecting individuals from abuse through minimising the level 

of abuse within environments, minimising the effects of abusive behaviour and 

monitoring individuals who are at risk from abuse.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in the workpla ce or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this informati on.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Know  and 

und erstan d legal 

and orga nisat iona l 

requ irem ent s in 

relat ion  to th e 

pr otect ion  of  

individu als fr om  

abu se 

1.1  ident ify legislat ion, policy  and good  pra ct ice gu idelines for  th e 

pr otect ion of  individu als from abu se 

   

1.2  exp lain policies on  th e record ing and com mun icat ing inf orm at ion  

related to possible or  actu al incident s of abu se 

   

1.3  summar ise m eth ods of  handlin g abu sive situat ions and incident s    

2 Be ab le to 

cont r ibut e to the 

m onitor ing of  

individuals wh o are 

at  r isk  of  abu se 

2.1  describe th e form s and possible causes of  abu sive behav iour    

2. 2 ident ify individu als who are deem ed at  r isk  of  abu se    

2. 3 mak e detai led report s on  th e c ircum stan ces and e ff ects of  incidents of  

abu se or  potent ial abuse 

   

2. 4 use th e co rr ect  form s of  commun icat ion  with part ies inv olved in 

incident s of  abu se 

   

2. 5 inf orm  colleagu es who need  to be inv olved in pr otect ion  of  individuals    
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Learning outcomes  Assessment criteria  Evidenc e 

type  

Portfolio 

reference  

Date  

3 Be able to 

minimise the 

effects of abusive 

behaviour  

3.1  explain factors which influence actions to be taken to minimise effects 

of abusive behaviour  

   

3. 2 provide advice and support to those associated with the indiv idual on 

how to minimise the possibility of abuse  

   

3.3  assist individuals who behave in an inappropriate manner to examine 

ways in which their behaviour may be seen as abusive  

   

3.4  take action to divert any abusive behaviour whilst being supporti ve to 

the individual  

   

3.5  minimise the effect of an abusive incident on others who have 

witnessed it  

   

4 Be able to 

contribute to 

reducing the risk of 

abusive behaviour  

4.1  identify situations where abuse can occur     

4. 2 suggest methods of preve nting abuse to the responsible person     

4.3  make reports on instances of abuse in accordance with required 

procedure  

   

 

 

Learner name:  ________________________________ ________________  Date:  _____________________________   

Learner signature:  ________________________________ _____________  Date:  _____________________________   

Assessor signature:  ________________________________ ____________  Date:  _____________________________   
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Unit 23 :  Support individuals 
where abuse has been 
disclosed  

Unit reference number:  H/ 602 / 504 8  

Level :  3  

Credit value:  3  

Guided learning hours:  12  

 

Unit aim  

This unit is about supporting those who have been abused or bullied, and/or who 

have disclosed ab use or bullying. The abuse may be through the individual abusing 

themselves, such as through the use of substances, or through the abuse of one 

individual by another. It identifies your role in supporting the individual (or others 

liable to abuse) to cope with their situation and to make decisions, consistent with 

the guidelines and policies laid down by the organisation in which you work. The 

abuse may be physical, emotional, psychological (including verbal) or sexual and 

may be inflicted by self or others  and you may need to seek support from within, or 

outside of your organisation. You will need to be adept in verbal and non -  verbal 

communication skills in order to establish an empathetic relationship.  

The unit applies to all experienced custodial care st aff who work with individuals 

who have suffered abuse.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

Individuals must demonstrate they have supported individuals where abuse has 

been disclosed within their organisational guidelines.  

This unit is assessed in the workplace or in conditions rese mbling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes  and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evi dence 

type  

Portfolio 

reference  

Date  

1 Understand the 

support needs of 

individuals where 

abuse has been 

disclosed  

1.1  describe different communication methods suitable to use when 

individuals are unable or unwilling to discuss their situation  

   

1.2  exp lain the principles of using a suitable environment for 

communication to take place  

   

1.3  identify the factors which affect decisions to maintain or discontinue 

communication  

   

1.4  explain why it is important to explain clearly about this onward 

re ferral to individuals disclosing abuse  

   

1. 5 explain the importance of acknowledging the rights of individuals who 

have been abused  

   

1.6  explain why methods of receiving and recording disclosure details 

should not prejudice the individualôs right to pursue legal action  

   

1.7  explain why it is important to let the individual speak and disclose at 

their own pace  

   

1.8  give examples of why individuals may be reluctant or choose not to 

disclose abuse  

   

1.9  explain the impact of own feelings  in relation to supporting individuals 

where abuse is concerned  

   

1.10  describe how methods of supporting and counselling are used with 

individuals in stressful and distressing situations  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfo lio 

reference  

Date  

2 Understand the 

policies and 

procedures for 

supporting 

individuals where 

abuse has been 

disclosed  

2.1  summarise organisational policies and legal requirements in relation 

to the disclosure of abuse and support of those who have been ab used  

   

2.2  summarise the policies and procedures of the employing organisation 

in relation to onward referral of suspicions of abuse  

   

2.3  identify circumstances in which organisational policy and/or law 

dictates that confidentiality has to be over ruled  

   

2.4  describe the impact which organisational policies and procedures have 

on the relationship between the individual who has been abused and 

the organisation  

   

2.5  outline own role in the environment in relation to working with those 

who ha ve disclosed abuse or have been abused  

   

2.6  explain the purpose of accurate recording in cases of disclosure of 

abuse  

   

2.7  describe how legislation and guidelines particular to specific groups 

(e.g. the Childrenôs Act) and relevant to all (includ ing the Community 

Care Act) affect own role and responsibilities  

   

2.8  describe the implications of the individual exercising their rights to 

take legal action against another in case of abuse  

   

2.9  give examples of sources of support from other or ganisations which 

may be available in order to deal with own feelings aroused by the 

abuse concerned  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

3 Und erstan d th e 

chara cterist ics and 

effect  of abu se 

3. 1 give different  examples of possible causes of abuse     

3. 2 describe different methods of preventing the occurrence of abuse     

3. 3 describe possible emotional effects on the individual of abuse and 

contact with the abuser  

   

3. 4 describe the ways in which discl osure of abuse can be used by the 

individual (e.g. to draw attention to themselves when no abuse has in 

fact taken place)  

   

3. 5 give examples of methods used to disclose abuse other than through 

speech  

   

3. 6 describe how views of abuse may differ i n individuals dependant on 

their relationship to the case  

   

3. 7 give examples of the problems which arise when the individual has:  

¶ been abused themselves  or abused others  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Da te  

4 Be able to support 

individuals who 

disclose abuse  

4.1  take actions that are consistent with own agreed role and level of 

competence and have been discussed with the individual  

   

4.2  explain clearly and appropriately that the information the indiv idual 

wishes to communicate in private may need to be shared with other 

people  

   

4.3  provide sufficient time and support to the individual to complete their 

disclosure in a manner consistent with their rights and without 

pressure  

   

4.4  pass accurat e and complete information on the disclosure to the 

appropriate people without delay  

   

4.5  offer support to the individual from other designated people     

4.6  arrange appropriate further support without delay as agreed with the 

individual  

   

4.7  seek support personally from a professional colleague where they feel 

the effect of the disclosure and surrounding circumstances is 

adversely influencing own judgement  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

5 supp ly comp lete  

info rma t ion, as far 

as it  is known,  to 

an approp r iate 

person without 

delay 

5.1  take actions that are consistent with:  

¶ own agr eed  role 

¶ the individualôs plan of care  

¶ organisation policies and procedures  

   

5.2  ensure that own pre sence and avai lability  are made obv ious to the  

individual in a manner appropr iate to the s itua t ion  

   

5.3  commun icate with t he individu al in a man ner and sty le that  

recogn ises the ir ind ividu al needs and r ights  

   

5.4  respond to fee ling s, needs and prob lems e xpressed by the  individu al 

in a  manner that  is supp ortive of the individu al 

   

5.5  offer construct ive su pport in a manner that  is lik ely to make the 

ind ividu al feel  valued  

   

5.6  offer suff icient t ime and opportun it y for s upport w ithin the  lim its of  

ow n author it y 

   

5.7  seek adv ice without delay  from  an approp r iate person where the 

individu alôs beha viour a nd cond it ion gives cause for concern  

   

5.8  ensure that individu als are given support and ass istance to contact 

peop le who can he lp when they  ask for advice and support which is 

beyond own role  

   

5.9  supp ly comp lete  info rma t ion, as far as  it  is known,  to an approp r iate 

person without de lay 
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Unit 24 :  Help individuals in 
custody to maintain 
and develop 
relationships  

Unit reference number:  L/ 602 / 504 4  

Level :  3  

Credit value:  2  

Guided learning hours:  7  

 

Unit aim  

This unit is about working with individuals to help them maintain and develop 

positive relationships with people inside and outside the custodial environment.  

The unit applies to staff who provide individuals in the custodial environment with 

personal support and guidance.  

Assessment requirements/evidence r equirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

Individuals must demonstr ate they have helped individuals in custody to maintain 

and develop relationships within their organisational guidelines.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are pr esenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonst rate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Und erstan d th e 

pr incip les of 

helping individu als 

in custody to 

ma intain and 

develop 

relat ionships 

1.1  exp lain th e pr inciples and pr ocesses  of  eff ect ive verba l and non-verb al 

commun icat ion  

   

1.2  exp lain th e imp ortan ce of  gett ing individu als to e xpr ess th eir persona l 

feeling s and needs 

   

1.3  exp lain th e imp ortan ce of  keeping individu als inf orm ed of  

developm ent s and honour ing und ertak ings 

   

1. 4 exp lain th e reasons wh y certa in pr oblem s and requ ests cann ot  be 

addr essed  within th e organ isat ion 

   

1. 5 exp lain th e imp ortan ce of  encourag ing individu als to develop  and 

m aint ain posit ive relat ionships wit h o th ers both inside and out side th e 

custodial e nv ironm ent  

   

1. 6 exp lain th e imp ortan ce of  encourag ing individu als to ma intain th eir 

interest  in areas o ut side th eir imm ediate e nvir onm ent  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

2 Und erstan d th e 

factors tha t 

influence th e way s 

tha t  help c an be 

giv en  to individua ls 

in c ustody to 

ma int ain and 

develop  

relat ionships 

2. 1 describe typical requests i ndividuals are likely to make in your 

working context in relation to developing and maintaining 

relationships  

   

2. 2 define the organisationôs policies and procedures in relation to 

developing and maintaining relationships  

   

2. 3  explain own role an d responsibility in relation to supporting 

individuals in custody to develop and maintain relationships  

   

2. 4 explain how to apply the principles and standards of confidentiality     

2. 5 describe the procedures for dealing with communication for 

indi viduals from outside the custodial environment  

   

2. 6 describe the typical support needs of individuals experiencing 

problems in their relationships  

   

2. 7 describe methods of providing support to those who have problems in 

communicating and developi ng relationships in ways which maintain 

their dignity  

   

2. 8 give examples of how to ensure own actions and behaviour are 

consistent with good anti -  discriminatory practice  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

3 Be able to support 

individuals in their 

relationships with 

those outside the 

custodial 

environment  

3.1  encourage individuals to maintain positive relationships with those 

outside the custodial environment  

   

3.2  ensure that communicat ions from  ou tside the custod ial environment  

are:  

¶ dealt with courteously  

¶ relayed to individuals clearly, accurately and promptly  

   

3.3  offer appropriate support to individuals to deal with problems in 

relationships with those outside the custodial environment  

   

3.4  maintain agreed standards of confidentiality at all times     

3.5  refer to relevant people when individualsô needs are outside own area 

of competence and responsibility  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Da te  

4 Be able to support 

individuals in their 

relationships with 

others inside the 

custodial 

environment  

4.1  encourage individuals to develop appropriate relationships with others 

within the custodial environment  

   

4.2  offer appropriate support in way s which maintain their dignity where 

individuals have problems in communicating and developing 

relationships with others  

   

4.3  encourage individuals to discuss areas of interest and refer to relevant 

people, where they appear to be losing interest in a reas outside their 

immediate environment  

   

4.4  provide specific assistance in ways which are appropriate to 

individualsô needs and consistent with own role and responsibilities 

   

4.5  demonstrate own actions and behaviour are consistent with 

recogni sed good anti -discriminatory practice to support the 

organisationôs values and goals at all times 

   

 

 

Learner name:  ________________________________ ________________  Date:  _____________________________   

Learner signature:  ________________________________ _____________  Date:  _____________________________   
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Unit 25 :  Assess indi vidualsô 
offending behaviour 
and plan provision  

Unit reference number:  T/ 601 / 243 4  

Level :  3  

Credit value:  4  

Guided learning hours:  20  

 

Unit aim  

This unit focuses on the assessment of individualsô offending behaviour and 

planning related provision for low -  to medium - risk offenders. The worker needs to 

make an assessment of offender behaviour that covers risk of harm and re -

offending, criminogenic need, motivation, capacity for change and to identify 

appropriate interventions.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in  the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record th is information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Lear ning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Know  and 

und erstan d th e 

pr inciples th at  

und erpin th e 

assessment  of  r isk 

assoc iat ed wit h 

off ending 

behav iour  

1.1  identify the legislation, organisational requirements and guides 

re levant to risk - led assessment  

   

1.2  identify the range of approaches to risk assessment, and outline their 

relative advantages and disadvantages  

   

1.3  identify the different types and indicators of vulnerability and harm, 

and the ways in which they  can be determined  

   

1.4  identify key risk factors for serious offending     

1.5  describe the circumstances requiring additional assessments and 

explain how to arrange these  

   

1.6  describe the circumstances requiring the development of plan to 

ma nage high - risk cases  

   

1.7  identify circumstances where assistance would be needed in planning 

and managing risk  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

2 behaviour and 

circumstances of 

individuals, and 

ident ify  

2.1  use appropriate assessment tools and professional judgement to 

process information about the offending behaviour and circumstances 

of individuals  

   

2.2  identify potential risk factors that may lead to the individual 

offending/re -offending and/o r causing harm to themselves or others  

   

2.3  assess the significance of risk factors and their possible outcome(s) in 

order to identify priority areas for intervention  

   

2.4  identify the factors that might help reduce or prevent the individualôs 

of fending behaviour  

   

2.5  keep clear and accurate records of your assessment and its outcomes     

3 Be able to agree 

the individualôs 

needs for 

appropriate 

interventions  

3.1  explain clearly to the individual the risk assessment process and the 

outcomes o f the assessment  

   

3.2  identify, and agree with the individual, interventions which are in line 

with the outcomes of the risk assessment  

   

3.3  provide full and accurate reports promptly to the relevant person(s), 

highlighting any specific benefits or concerns  
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Unit 26 :  Help individuals 
address their offending 
behaviour  

Unit reference number:  L/ 601 / 242 4  

Level :  3  

Cr edit value:  3  

Guided learning hours:  15  

 

Unit aim  

This unit is about helping individuals who have offended, or are likely to re -offend, 

to understand and change their behaviour positively.  

Assessment requirements/evidence requirements  

This unit requires th e workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in the workplace or in conditions re sembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcom es and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Know and 

understand factors 

which can 

cause/impact on 

offending 

behaviour  

1.1  identify factors which contribute to offending behaviour     

1.2  explain the importance of considering the impact of crime on victims 

in relation to helping someone address their offending behaviour  

   

1.3  outline ways of addressing offending behaviour     

2 Be able to support 

individuals in 

understanding their  

offending 

behaviour  

2.1  identify ways to support individuals in understandi ng the impact of 

their offending behaviour on themselves and others  

   

2.2  encourage individuals to identify and explore opportunities to change 

their behaviour  

   

2.3  explore the benefits of changing their behaviour with individuals     

3 Be able to  support 

individuals in 

addressing their 

offending 

behaviour  

3.1  identify sources of assistance which can be used to support individuals 

in addressing their offending behaviour  

   

3.2  identify positive changes in individualsô behaviour    

3.3  provide  feedback to individuals on the progress they have made in 

addressing their offending behaviour  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

4 Be able to record 

and report details 

of working with 

individuals to 

addre ss offending 

behaviour  

4.1  record details of individual cases in accordance with policies and 

procedures which apply to working with offending behaviour  

   

4.2  communicate case requirements and outcomes to authorised 

colleagues and agencies  

   

 

 

Learne r name:  ________________________________ ________________  Date:  _____________________________   
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Unit 27 :  Prepare, implement 
and evaluate group 
activities  

Unit reference number:  T/ 601 / 486 3  

Level :  3  

Credit value:  4  

Guided learn ing hours:  25  

 

Unit aim  

This standard is about planning and providing group activities for individuals based 

upon their identified needs. The activities might be as part of an intervention plan 

designed to address aspects of an individualôs problematic behaviour, and may also 

be part of a programme entered into voluntarily by the individual. Such activities 

therefore also include those aimed at the development of the individual, at raising 

self awareness, and/or with a therapeutic purpose.  

Problematic behav iour is that which might be considered to be anti - social, 

challenging or offending.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understandi ng component of the unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all th e learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Understand the 

principles of using 

group activities  

1.1  explain the importance of learning taking place in a context that is 

meaningful to the individual  

   

1.2  explain the significance of establishing clear links between the 

individualôs needs and the level and intensity of activities planned 

   

1.3  explain the importance of setting and regularly reviewing clear, 

prioritised development objectives  

   

1.4  summarise the principles of evaluating and sharing good practice on 

programme implementation  

   

1.5  describe the procedures for seeking advice and support where 

particular programmes for individuals cause concern  

   

1.6  describe the typical patterns of development and the indicators of 

progress of individuals in relation to the achievement of goals  

   

1.7  differentiate between positive and constructiv e feedback and how this 

can assist the individualôs development 

   

1.8  explain the importance of acting as a role model for the individual     

1.9  reactions to the development activity     
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfol io 

reference  

Date  

2 Understand the 

needs of 

individuals 

participating in 

group activities  

2.1  explain the benefits for the individual of participating in the planning 

and review of the effectiveness of the activity  

   

2. 2 explain the principles of prom oting the individualôs rights in relation to 

gaining their consent to participation in activities  

   

2.3  explain the purpose and methods of encouraging the individual and 

their families, relatives and friends to become involved in activities  

   

2.4  outline the benefits of giving individuals opportunities to develop their 

skills and evaluate their own  progress  

   

2.5  describe the process for matching the type and form of activities to 

the specific needs of the individual to increase potential and 

ef fectiveness, self -  development and personal responsibility  

   

2.6  describe the ways in which environments can be best adapted to meet 

the specific needs of different  groups of individuals  

   

2.7  describe methods of providing feedback to individuals i n a manner 

which will assist their development  

   

2.8  describe methods of providing support to individuals when they 

experience difficulties or react adversely  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

3 Be ab le to plan a nd 

prepare agreed 

group act ivit ies 

3.1  select group activities that address the factors contributing to the 

individualôs problematic behaviour and are consistent with their 

identified abilities, learning styles and needs  

   

3.2  plan the activi ty taking accounts of any constraints and opportunities 

which are consistent with the individualsô interests, preferences and 

beliefs  

   

3. 3 suggest and agree new activities and different approaches with the 

team  

   

3. 4 encourage individuals to parti cipate at a level appropriate to their 

abilities  

   

3.5  communicate in a manner, level and pace, appropriate to the 

individual  

   

3.6  specify clearly how the success of the activity is to be evaluated, in 

terms of addressing the individualôs identified needs  

   

3.7  arrange the environment in a way which is appropriate for, and 

encourages the full participation  of those involved  

   

3.8  ensure equipment and materials are sufficient, safe, ready for use, 

and accessible to individuals prior to the s tart of the activity  

   

3.9  encourage individuals to participate in the development activity at a 

sufficient intensity and duration to achieve their aims  

   

3.10  minimise distractions and disturbances     

3.11  ensure that the environment is safe a nd address any hazards 

promptly and correctly  

   

3.12  make accurate, legible and complete records of agreements reached 

with individuals  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

4 Be able to support 

individuals  through 

group activities  

4.1  encourage the individual and all involved to participate in assisting 

the individualôs development 

   

4.2  provide individuals with sufficient information and guidance, at an 

appropriate level and pace, to enable them to exe rcise their skills  

   

4.3  treat individuals in a manner that is likely to promote their wellbeing, 

dignity and self -esteem  

   

4.4  encourage and assist individuals to comment constructively on their 

experiences using an appropriate means of communicat ion  

   

4.5  give constructive feedback to individuals in a manner, and at a level 

and pace, appropriate to them and in a way which encourages their 

development and participation  

   

4.6  behave in a manner which provides a role model likely to promote t he 

individualôs development 

   

4.7  minimise the effects of any disruptive influence on the group     

4.8  give the appropriate support and seek advice from an appropriate 

person when the individual experiences difficulty or reacts negatively 

to the pro gramme  

   

4.9  make accurate, legible and complete records of the activity     
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

5 Be ab le to e valuat e 

agr eed gr oup 

acti vit ies with 

oth er m emb ers of  

th e team  

5. 1 discuss with th e individua l and oth er  m em bers of  the team  th e 

pr ogr ess tha t  th e individu al has mad e toward s th e goals set  and any 

pr oblem s encount ered 

   

5. 2 review  th e e ff ect iveness of  th e developm ent  acti vity with oth er  

m emb ers of  th e team  

   

5. 3 recomm end app ropr iate m odificat ions to the developm ent  act iv it y in 

relat ion  to th e o ut com es of e va lua t ion  

   

5. 4 clar ify th e individu alôs views and concern s about  the activities     

5. 5 encourag e th e individua l to tak e responsibil it y and o wn ership of  th eir 

success 

   

5. 6 exp lore and agr ee with th e team  alterna t ive s trat egies and m eth ods 

for  pr om ot ing individu al developm ent  wh ere th ere are diff icult ies in 

achieving th e agr eed  goals 

   

5. 7 seek  adv ice fr om  th e appr opriat e m emb ers of  th e team  wh ere th ere 

are cont inuing pr oblem s with th e im plem enta t ion  of  th e developm ent  

act ivit ies 

   

 

 

Learner name:  ________________________________ ________________  Date:  _____________________________   
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Unit 28 :  Test for substance use  

Unit reference  number:  T/ 601 / 066 6  

Level :  3  

Credit value:  5  

Guided learning hours:  30  

 

Unit aim  

This unit is about testing individuals to see if they have been using substances, 

including alcohol and controlled drugs.  

Assessment requirements/evidence requirements  

This un it is assessed in the workplace. Learners can enter the types of evidence 

they are presenting for assessment and the submission date against each 

assessment criterion. Alternatively, centre documentation should be used to record 

this information.  

Evidence requirements for this unit  

You must provide your assessor with evidence for all the learning outcomes and 

assessment criteria. The evidence must be provided in the following ways taking 

into account any of the special considerations below.  

Special consider ations :  

Simulation is not permitted for this unit.  

The nature of this unit means that all of your evidence must come from real work 

activities.  

The evidence must reflect, at all times, the policies and procedures of the 

workplace, as linked to current legi slation and the values and principles for good 

practice in the sector.  

Required sources of performance and knowledge evidence  

Observation and/or expert witness testimony is the required assessment method to 

be used to evidence some part of this unit.  

If yo ur assessor is unable to observe you s/he will identify an expert witness in your 

workplace who will provide testimony of your work -based performance. Your 

assessor or expert witness will observe you in real work activities and this is likely 

to provide mo st of the evidence for the assessment criteria for this unit.  

Other sources of performance and knowledge evidence  

The following assessment criteria may be difficult to evidence by observation and/or 

expert witness testimony because they refer to contingenc ies or infrequently 

occurring activities.  
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Not applicable to this unit .  

Your assessor will identify other sources of evidence to ensure that the most reliable 

and efficient mix of evidence gathering methods from the list below.  

This will ensure that all le arning outcomes and assessment criteria are met and that 

the consistency of your performance can be established.  

¶ Work  Products: these are non -confidential records made, or contributed to, by 

you, e.g.  information leaflets which advise drug, alcohol and su bstance users of 

their rights in relation to testing.  

¶ Confidential Records: these may be used as evidence but must not be placed in 

your portfolio. They must remain in their usual location and be referred to in the 

assessor records in your portfolio, e.g.  test result records.  

¶ Questioning: questions may be oral or written. In each case the question and 

your answer will need to be, e.g.  how you follow the suppliers/manufactures 

instructions for the use of equipment.  

¶ Professional discussion: this should be in the form of a structured review of your 

practice with the outcomes captured by means of audiotape or a written 

summary. These are particularly useful to provide evidence that you know and 

understand principles which support practice; policies, procedures a nd 

legislation, and that you can critically evaluate their application, eg how you test 

samples in accordance with clinical and organisational policies and procedures.  

¶ Original certificates: certificates of training and records of attendance must be 

authen tic, current and valid. Your assessor will also want to check the content of 

such training so that this can be matched to the standards and check that you 

have retained and can apply learning to practice.  

¶ Case Studies, projects, assignments and candidate/r eflective accounts of your 

work: these methods are most appropriately used to cover any outstanding 

areas of your qualification.  

¶ Witness testimony : Colleagues, allied professionals and individuals with whom 

you work may be able to provide testimony of your  performance. Your assessor 

will help you to identify the appropriate use of witnesses.  

The evidence for this unit is likely to come from:  

a)  the observation of the candidate carrying out a test with an individual.  

b)  test result records, and  

c)  the candi dateôs explanation of their work with an individual recorded either 

through professional discussion or a reflective account.  

Occasionally, because an event happens rarely or may be difficult to observe, you 

may be able to use a candidate/reflective account  to provide some of the evidence 

for this, e.g.  how you have identified those individuals to be tested for substance 

misuse and where required made arrangements for tests to be witnessed.  
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Learning outcomes and assessment criteria   

To pass this unit, the  learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Prepare t o test 

individuals for 

substance use  

1.1  identify those individuals to be tested for substance misuse and make 

arrangements for tests to be  witnessed, where required  

   

1.2  demonstrate that the environment in which the tests are to be carried 

out, and t he procedures to be used comply with health, safety and 

security policies, and afford privacy and dignity  

   

1.3  confirm that individuals being tested understand the purpose of the 

tests, their rights, and any consequences of not submitting to the 

testi ng procedures  

   

1.4  provide opportunities for individuals to describe their substance use 

and explain possible false positives before they are tested  

   

1.5  obtain the individuals consent for testing procedures     

1.6  explain clearly and precisel y to individuals what they have to do to 

provide their samples  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

2 Test for substances  2.1  take samples (eg breath, urine, blood, hair, saliva)  

according to clinical and orga nisational policies and procedures  

   

2.2  test samples, or refer them for testing, in accordance with clinical and 

organisational policies and procedures  

   

2.3  follow supplierôs/manufacturerôs instructions for use of equipment, 

where appropriate  

   

2.4  dispose of samples and equipment safely, in accordance with clinical 

and organisational policies and procedures  

   

2.5  explain possible causes of false readings in the types of tests carried 

out.  

   

3 Communicate 

outcomes of 

testing for 

substanc es 

3.1  communicate the outcomes of the tests to individuals, and their carers 

or guardians where  required, and ensure they understand the  

consequences  

   

3.2  obtain individualôs informed consent when test results are to be 

shared with other practitioner s 

   

3.3  complete accurate records of tests and associated reports in 

accordance with organisational policy and procedures  
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Unit 29 :  Support individuals 
who are substance 
users  

Unit reference number:  A/ 601 / 067 0  

Level :  3  

Credit value:  7  

Guided learning hours:  42  

 

Unit aim  

This unit is about supporting individuals who are substance users. This includes 

enabling them to ad opt safe practices, providing support following an episode of 

substance use and supporting individualsô efforts to reduce or cease substance use. 

It does not include counselling individuals with the objective of reducing or ceasing 

substance use, or suppor ting individuals in emergency situations, such as overdose, 

but learners must be able to recognise such cases.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For th e knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are pres enting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstra te that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Understand about 

different 

substance s, their 

effects and how 

they might be used  

1.1  identify the different substances which individuals might use, how 

they are used and their likely effects  

   

1.2  identify the risks involved with substance use both in the short and 

the long term (eg overd ose, dependence and associated health risks)  

   

1.3  explain legislation, policies and guidelines on the use and storage of 

substances  

   

2 Enable individuals 

to adopt safe 

practices 

associated with 

substance use  

2.1  explain factors that influence indiv iduals to use substances and 

reasons why individuals decide to reduce or cease substance use  

   

2.2  communicate with individuals in manner that maximise the 

individualsô understanding 

   

2.3  support individuals to discuss their circumstances and hist ory of 

substance use  

   

2.4  advise individuals on ways in which methods of substance use and 

activities affected by it can be practised more safely  

   

2.5  support individuals to dispose of hazardous materials  and equipment 

safely  

   

2.6  describe h arm reduction strategies, how and why these may differ 

from individual to individual  

   

2.7  identify the potential effects and difficulties that are likely to arise in 

attempting to cease or reduce substance use and the 

strategies/methods for alleviatin g them  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

3 Supp ort  individu als 

when th ey  hav e 

used  sub stan ces 

3. 1 exp lain relevant  policies and pr ocedur es for  th e supp ort  of  ind ividu als 

wh o hav e used  sub stan ces 

   

3. 2 supp ort  individu als in a mann er  appr opr iat e to th e sub stan ce used, 

th e eff ect  wh ich th e sub stan ce has had and th e co ndi t ion  of  th e 

ind ividu al 

   

3. 3 dem onstrat e how  to mak e th e e nv ironm ent  as safe as possible,  

including how  and wh en to m ove individu als for  th eir own safety 

   

3. 4 supp ort  individu als to m eet  th eir own needs and requ irem ent s aft er  

the e ff ects of  th e sub stance have worn off 

   

3.5  show when and how to request further support and assistance     

3.6  to an appropriate person and record it in the required format     

4 Support individuals 

in reducing 

substance use  

4.1  assist individuals who have made a commitment to reduce substance 

use to review their reasons for doing so  

   

4.2  offer support to individuals which respects their individ ual rights, and 

is appropriate to their needs  

   

4.3  assist individuals to review their progress in reducing substance use     

4.4  describe how to manage your own feelings about the individualôs 

progress or lack of this in such a way as to minimise th eir impact on 

the support provided  

   

4.5  identify the specialist agencies and support networks involved in 

supporting substance users  
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Unit 30 :  Enable individuals to 
access services and 
facilities  

Unit reference number:  Y/ 601 / 242 6  

Level :  3  

Credit value:  3  

Guided learning hours:  15  

 

Unit aim  

This unit is about enabling individuals to find out about and use available s ervices, 

through obtaining relevant information, encouraging the individual to use services 

and facilities and supporting individuals as they use them.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupationa l competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass t his unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria  

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Know and 

understand the 

principles that 

underpin enabling 

individuals to 

access services and 

facilities  

1.1  explain the importance and purpose of enabling individuals to access 

services and facilities  

   

1.2  identify the characteristics of typical i ndividuals needing to access 

services and facilities  

   

1.3  identify the range of services and facilities available to individuals, 

and the means by which they can be accessed  

   

1.4  identify ways of overcoming the barriers to access that individuals  

may encounter  

   

1.5  describe techniques of developing individualsô independence and 

confidence in accessing services and facilities  

   

2 Be able to help 

individuals find out 

about services and 

facilities  

2.1  create an environment that encourages indi viduals to express their 

needs and find out about relevant services and facilities  

   

2.2  provide help and support to individuals who need to find out about 

services and facilities  

   

2.3  provide information to individuals about services and  faciliti es 

relevant to them  

   

2.4  ensure individuals have understood information provided and clarify 

any further needs  

   

2.5  take appropriate action in response to aggressive or distressed 

reactions from individuals  
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Learning outcomes  Assessment crit eria  Evidence 

type  

Portfolio 

reference  

Date  

3 Be able to help 

individuals to use 

services and 

facilities  

3.1  discuss and agree with individuals the types of assistance they require 

in order to use services and facilities  

   

3.2  provide support to indiv iduals to overcome any barriers in their use of 

services and facilities  

   

3.3  encourage individuals to develop their independence and self -

management skills  

   

3.4  arrange appropriate support from others when individuals need it     
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Unit 31 :  Assist in the transfer of 
individuals between 
agencies and services  

Unit reference number:  M/ 601 / 408 4  

Level :  3  

Credit value:  2  

Guided learning hours:  10  

 

Unit aim  

This unit covers making arrangements for individuals to transfer between agencies 

and services. The unit takes a broad definition of transfer and includes all situations 

where an individual is referred into and/or out of  an agency or a service provided by 

an agency. It includes referral of individuals within an agency (such as to a 

specialist worker). The learner supports individuals by providing appropriate 

information and guidance, makes the appropriate arrangements wit hin the agency 

for the transfer and supervises individuals as they transfer.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence.  

This unit is assessed in the workplace. Learners can enter th e types of evidence 

they are presenting for assessment and the submission date against each 

assessment criterion. Alternatively, centre documentation should be used to record 

this information.  
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Learning outcomes and assessment criteria   

To pass this unit , the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Know  and 

und erstan d 

relevan t  legal and 

organ isat ional 

requirem ent s 

1.1  identify the legislation (national and European), and organisational 

policies and procedures, which relate to the transfer of individuals 

between agencies and services  

   

1.2  explain how  relevant legislation, organisational policies and 

procedures affect what they need to do  

   

2 Und erstan d th e 

pr incip les tha t 

und erp in th e 

tran sfer  of 

individu als 

betw een  agencies 

and serv ices 

2.1  describe the ways in which it is necessary to alter commun ication 

when working with different individuals and representatives of 

different agencies  

   

2.2  identify the range of different views, feelings and concerns that 

individuals and other people may have about the individualôs transfer 

   

2.3  identify t he different ways in which people react to change     

2.4  explain the ways of providing guidance and support to individuals, 

including situations when they are distressed, anxious or angry  

   

2.5  describe how to deal with abusive, aggressive and discr iminatory 

behaviour, and give examples of  situations when they have done this  

   

2.6  describe the ways in which individualôs culture and gender influences 

their (ie the learnerôs) practice 

   

2.7  identify methods of evaluating their own competence an d for 

determining when further support and expertise is needed  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

3 Be able to support 

individuals as they 

prepare for transfer  

3.1  identify accurately the following people wi th whom they will need to 

liaise regarding transfer preparations:  

¶ the individual(s) to be transferred  

¶ others relevant and significant to the individual(s)  

¶ staff in their own agency  

¶ staff in other agencies  

   

3.2  explain the following clearly to individu als and other relevant people, 

encouraging them to seek information and express their views:  

¶ the reasons for transfer  

¶ what is likely to happen and when  

¶ roles and responsibilities in the transfer  

¶ any statutory or agency conditions attached to the transfer  

   

3.3  identify the support and assistance which individuals will need to help 

them make the transfer  

   

3.4  provide clear and accurate information about the support that will be 

provided and how people should seek further assistance if they need it  

   

3.5  take appropriate action to address any disagreements that arise     

3.6  seek advice and support promptly when team discussion and 

supervision are appropriate  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

4 Be able to make 

agency 

preparations for 

individualsô 

transfer  

4. 1 identify transfer requirements by gathering the following information 

from relevant people:  individualsô needs, statutory demands , agency 

policy and practice guidelines  

   

4.2  make arrange ments and preparations for individualsô transfer which 

are consistent with transfer requirements  

   

4.3  provide clear and accurate information to everyone who needs to 

know about transfer arrangements  

   

4.4  make accurate and clear records and store them appropriately     

4.5  make any necessary arrangements to monitor and review the 

individualôs adjustment to change 

   

5 Be able to 

supervise 

individuals during 

transfer  

5.1  provide the following to meet the needs of individuals and other 

relevant pe ople within the resources available:  

¶ agreed informa t ion  

¶ pract ical ass istance  

¶ support  

   

5.2  supervise individuals during transfer in accordance with agency 

policies and practice guidelines  

   

5.3  make accurate and clear records and store them appropr iately     

5.4  communicate information to people who are authorised to have it     
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Unit 32 :  Prepare individuals for 
res ettlement in the 
community  

Unit reference number:  D/ 601 / 397 9  

Level :  3  

Credit value:  3  

Guided learning hours:  10  

 

Unit aim  

This unit is about preparing individuals for transfer from the custodial environment 

to resettlement in the community. The aims, depen ding on the individual can be 

about personal development, social reintegration, education and/or employment.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presen ting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Understand the 

principles 

underpinning the 

preparation of 

individuals for  

resettlement in the 

community  

1.1  identify the range of activities available to help individuals prepare for 

resettlement, taking into account any implications for security  

   

1.2  describe the forms of appropriate acti on that may be taken in the 

event of abuse of activities or unacceptable behaviour  

   

1.3  explain how to monitor an individualôs progress and select appropriate 

action where this is not satisfactory  

   

1. 4 outline the legal basis for individuals to r eceive payment for activities 

undertaken outside of the custodial environment  

   

1. 5 identify the policies and procedures of the organisation, including 

licence requirements and health and safety requirements  

   

2 Be ab le to plan 

act ivit ies to 

pr epar e individu als 

for resett lem ent  

2. 1 identify individualsô needs in preparation for resettlement    

2. 2 prepare a risk assessment for resettlement - related activities     

2. 3 agree with individuals which of the available activities best suits their 

needs, without compromising security  

   

2. 4 agree realistic aims and objectives for the activities     

2. 5 report to the relevant people where no appropriate activities are 

available to meet individualsô needs 
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Learning outcomes  Assessment criteria  Evid ence 

type  

Portfolio 

reference  

Date  

3 Be ab le to manag e 

acti vit ies o ut side 

th e custodial 

env ironm ent  

3. 1 confirm with individuals that they understand their requirements and 

the consequences of breaching them  

   

3. 2 confirm with all parties the aims and  objectives, outcomes and 

standards of behaviour expected  

   

3. 3 identify any abuse of activities or unacceptable behaviour and take 

appropriate action promptly  

   

3. 4 make any payments due to individuals     

3. 5 take steps to ensure that security and health and safety requirements 

are complied with  

   

3. 6 evaluate with all relevant parties how the aims and objectives have 

been met  

   

4 Be ab le to s upp ort 

individu als 

pr epar ing for 

resett lem ent  

4. 1 provide individuals with information, advice and  encouragement to 

enable them to benefit from resettlement activities  

   

4. 2 monitor individualsô progress in preparing for resettlement     

4. 3 take appropriate action where individualsô progress is not satisfactory    

4. 4 complete records and rep orts     
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Unit 33 :  Develop and sustain 
effective working with 
staff in other agencies  

Unit reference number:  T/ 601 / 242 0  

Le vel :  3  

Credit value:  3  

Guided learning hours:  15  

 

Unit aim  

This unit is about developing and sustaining effective working relationships with 

staff in other agencies.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence.  

This unit is assessed in the workplace. Learners can enter the types of evidence 

they are presenting for assessment and the submission date against each 

assessment criterion. Alternatively, centre documentation should be used to  record 

this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the un it.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Know  and 

und erstan d 

relevan t  legal and 

organ isat ional 

requirem ent s 

1.1  ident ify th e legislat ion, orga nisat ional policies and pr ocedur es tha t  

relate to j oint  working 

   

1.2  exp lain how  relevan t  legislat ion, orga nisat iona l policies and 

pr ocedu res aff ect  work ing wit h oth er agencies 

   

2 Und erstan d th e 

pr incip les of 

eff ect ive working 

relat ionships with 

other agencies 

2. 1 ident ify th e roles and fun ct ions of  th e m ain agencies within th e sec tor     

2. 2 describe th e br oad st ructur es,  m eth ods of co mmun icat ion  and 

decision-ma king pr ocesses of ma in agencies within th e sec tor  

   

2. 3 exp lain th e pr inciples of  j oint  working arra ngem ents betw een  agencies    

3 Be ab le to develop  

and s usta in 

eff ect ive working 

relat ionships with 

staf f in o th er  

agencies 

3. 1 agr ee and im plem ent  th e pr ocesses for  manag em ent and shar ing of  

inf orm at ion  wit h oth er  agencies 

   

3. 2 int era ct  with people in oth er  agencies in ways wh ich are co nsistent  

wit h the policies and pr ocedur es of  th e o rgan isat ion  

   

3. 3 seek  appr opr iat e support  wh en pr oblem s arise in work ing eff ectiv ely 

wit h staf f in oth er  agencies 
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Unit 34 :  Provide and obtain 
information at courts 
and formal hearings  

Unit reference number:  R/ 501 / 059 7  

Level :  3  

Credit value:  3  

Guided learning hours:  18  

 

Unit aim  

This unit is about providing and obtaining informatio n in courts and at formal 

hearings. The learner must provide accurate and timely written information. They 

may be involved in the collection of information from individuals and from other 

agencies but would not necessarily be responsible for writing report s. The learner 

must also make oral contributions at courts and formal hearings.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding c omponent of the unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the s ubmission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the le arning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Provid e wr itt en  

inf orma t ion at  

court s and form al 

hear ing s 

1.1  ident ify th e specif ic legislat ion  (na t ional and European) tha t  th ey  hav e 

tak en  int o accoun t  in th eir work 

   

1.2  ident ify th e possible hear ing out com es and assoc iat ed statut ory 

requ irem ent s of  diff erent  courts and form al hear ing s 

   

1.3  select  th e appr opr iate form s of  report  requ ired for th e different  court s 

and form al hear ing s 

   

1.4  provide co ncise wr it ten  inf orma t ion  consistent  with agency policy  and 

statut ory requirem ent s and t im e co nstra int s 

   

1. 5 apply th e pr incip les of  equ alit y, div ersity and an t i-  discr im inatory 

pra ct ice to work ing in court s and forma l hear ing s 

   

2 Obt ain wr itt en  

inform at ion  at 

court s and forma l 

hear ing s 

2. 1 exp lain th eir own role and responsibilit y to th e people fr om  wh om  

informat ion  is requ ested 

   

2. 2 seek  inf orma t ion  in a mann er  wh ich is sensitiv e to th e s itua t ion     

2. 3 conf irm  th e accura cy of  th e inf orm at ion  gathered    

2. 4 record th e inf orma t ion accurat ely and clear ly and s tore accord ing to 

agency requ irem ent s 
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Learning outcomes  Assessment criteria  Eviden ce 

type  

Portfolio 

reference  

Date  

3 Make verba l 

cont r ibu t ions to 

court s and forma l 

hear ing s 

3. 1 pr esent  th e inf orma t ion  accurat ely and succinct ly, co nsistent  with th e 

conv ent ions of  th e hear ing 

   

3. 2 mak e o ra l contr ibut ions co nsistent  with th eir own role,  agency policy  

and statut ory requirem ent s 

   

3. 3 comp lete accurat e record s of  th e verba l contribu t ion and store th em  

according to agency requirem ent s 

   

3. 4 analy se and reflect  on  th eir own persona l learn ing and developm ent  

and seek  furth er  inform at ion, advice and supp ort  prompt ly as required 
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Unit 35 :  Manage physical 
resources  

Unit reference number:  K/ 600 / 971 1  

Level :  4  

Credit value:  3  

Guided learning hours:  25  

 

Unit aim  

This unit will ensure that learners are able to identify, obtain, manage and review 

the use of physical resources. The unit also ensures learners are able to take the 

environmental impact of resou rce use into consideration.  

Assessment requirements/evidence requirements  

Assessment must be carried out in way that is consistent with the requirements 

outlined in Annexe D: Assessment Requirements Strategy.  

To pass the unit, learners must meet all of the  assessment criteria.  

This unit is assessed using evidence from the workplace, ie observable 

performance, physical products of work (such as reports, plans, correspondence 

etc), witness testimony, discussion and questioning etc.  

Simulation is not allowed.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Ass essment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Und erstan d th e 

imp ortan ce of  

susta inabilit y wh en 

using phy sical 

resour ces 

1.1  explain th e im portan ce of  using sustainab le resour ces    

1.2  explain th e potent ial impa ct  of  resour ce use on  th e e nv ironm ent     

1.3  explain how  to use resour ces e ff ect ively and e ff icient ly    

1.4  describe act ions one can tak e to m inim ise any adv erse e nv ironm enta l 

impa ct  of  using ph ysical resour ces 

   

2 Be able to ident ify 

resour ce 

requ irem ent s for  

own area of 

responsibilit y 

2. 1 consult  wit h colleagu es to ident ify th eir plann ed act ivit ies and 

corr espond ing resour ce needs 
   

2. 2 evaluat e past  resour ce use to inf orm  exp ected futur e deman d    

2. 3 ident ify resour ce requ irem ent s for  own area of responsibilit y    

3 Be able to o bt ain 

requ ired resour ces 

for  own area of 

responsibilit y 

3. 1 sub m it  a bu siness c ase to pr ocur e requ ired resour ces    

3. 2  review  and agr ee requ ired resour ces with relevan t individu als    

3. 3 explain an orga nisat ionôs pr ocesses for  pr ocuring agr eed  resour ces    
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

4 Be able to monitor 

and review the 

quality and usage 

of resources in own 

area of 

responsibility  

4.1  monitor the quality of resources against required specifications     

4.2  identify differences between actual and planned use of resources and 

take corrective action  

   

4.3  analyse the effectiveness and efficiency of resource use in own area of 

responsibility  

   

4.4  make recommendations to improve the effectiveness and efficiency of 

resource use  

   

 

 

Learner name:  ________________________________ ________________  Date:  _____________________________   
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Unit 36 :  Manage information for 
action in the Justice 
sector  

Unit re ference number:  J/ 602 / 505 7  

Level :  3  

Credit value:  3  

Guided learning hours:  25  

 

Unit aim  

This unit is about managing the quantitative and qualitative information you need 

in your area of responsibility. It covers obtaining the information you need, 

providin g others with information and advice and holding informal meetings.  

This unit is appropriate to operational staff who need to collect information, provide 

others with information and advice, and hold informal meetings.  

Assessment requirements/evidence requ irements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

Individuals must demonstrate  they have managed information for action within 

their organisational guidelines.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submissi on date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Understand the 

importance and 

principles of 

gathering and 

providing 

informa tion for 

action  

1.1  explain the importance of gathering, validating and analysing 

information for team and organisational effectiveness  

   

1.2  explain the importance of confirming the recipientôs understanding of 

the information and advice provided  

   

1.3  explain the benefits and purpose of seeking feedback on the quality 

and relevance of the advice and information provided  

   

1.4  explain the importance of providing valid and accurate information 

and advice to others  

   

1.5  explain the principle s of confidentiality when handling information and 

advice  

   

1.6  identify the types of information and advice that may be provided to 

different people  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

2 Understand the 

policies, 

procedures and 

processes for 

managing 

information for 

action  

2.1  describe own role and responsibilities in relation to managing 

information  

   

2.2  describe the types of qualitative and quantitative information that are 

essential to own role and  responsibilities  

   

2.3  give examples of typical problems that may occur when gathering 

information  

   

2.4  identify the procedures for making recommendations for 

improvements to systems and procedures  

   

2.5  identify the types of information and advice that other people may 

require  

   

2.6  identify organisational policies, procedures and resource constraints 

that may affect the advice and information given to others  

   

2.7  explain the methods and procedures for gathering and storing 

informati on  

   

2.8  explain the value and limitations of meetings as a method of 

exchanging information and making decisions  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

3 Be able to gather 

required 

information  

3.1  gather i nformation that is accurate, sufficient and relevant to the 

purpose for which it is needed  

   

3.2  take action promptly and effectively to overcome problems in 

gathering relevant information  

   

3.3  record and store the information gathered in accordan ce with 

organisational policy and procedure  

   

3.4  recommend possible improvements to systems and procedures to the 

relevant people  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

4 Be ab le to inf orm  

and advise o th ers 

4.1  pr ovide informa t ion  and advice at  a t im e and place, and in a form  and 

m ann er  appr opr iate to t he needs of  recipient s 

   

4.2  pr ovide advice tha t  is consistent  with th e o rgan isat ionôs policy, 

pr ocedur es and resource co nstra int s 

   

4.3  use reasoned argum ent s and appr opr iat e evid ence to s upp ort  your 

advice 

   

4.4  conf irm  recipientsô understand ing of  th e informat ion and advice given  

to t hem  

   

4.5  ma intain confident ialit y accord ing to th e o rgan isat ionôs requir em ent s    

4.6  seek  feedba ck fr om  recipient s about  th e informat ion and advice 

provided  

   

4.7  use feedba ck to imp rove th e way s in which inf orm at ion  and advice is 

giv en  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

5 Be able to hold 

meetings  

5.1  provi de sufficient notice of the meeting to allow the necessary people 

to attend  

   

5.2  discuss clearly the purpose and objectives of the meeting at the start     

5.3  lead meetings in a manner that helps people to make useful 

contributions  

   

5.4  discou rage unhelpful arguments and digressions     

5.5  make sure the meeting achieves its objectives within the allocated 

time  

   

5.6  provide information about outcomes of the meeting promptly to those 

who need it  
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Unit 37 :  Maintain security using 
screening equipment  

Unit reference number:  H/ 602 / 573 1  

Level :  2  

Credit value:  2  

Guided learning hours:  15  

 

Unit aim  

This unit is  about screening individuals and items including personal baggage, 

clothing and other containers using electronic, x - ray and other forms of scanning 

equipment. You will need to ensure that the equipment is set up and operating 

correctly, follow all the cor rect procedures for screening individuals and items and 

respond correctly when unauthorised items are discovered. These may include 

firearms, explosives, drugs, knives and other items considered a risk and/or a 

threat.  

This unit applies to operational staf f who maintain security using electronic and x -

ray equipment.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the un it, 

assessment from a learning and development environment is allowed.  

Individuals must demonstrate they have maintained security using screening 

equipment within their organisational guidelines.  

This unit is assessed in the workplace or in conditions rese mbling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes  and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evi dence 

type  

Portfolio 

reference  

Date  

1 Understand the 

principles and 

procedures of 

maintaining 

security using 

screening 

equipment  

1.1  identify relevant legislation and organisational  policies and procedures 

covering the use of electronic and x - ray screenin g equipment  

   

1.2  describe the procedures for managing the main hazards and risks 

associated with electronic and x - ray screening equipment  

   

1.3  explain the capabilities and limitations of electronic and x - ray 

screening equipment  

   

1.4  give exa mples of the techniques that people may use to prevent 

electronic screening equipment detecting unauthorised items  

   

1.5   may occur with screening equipment and how to deal with these     

1.6  explain how to recognise suspicious behaviour during the s creening 

process  

   

1.7  explain the procedures to use when an individual  refuses to cooperate     

1.8  give examples of cultural and religious issues that may influence 

cooperation and how to deal with these  

   

1.9  describe the procedures for isolat ing x - ray equipment in an 

emergency  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

2 Be able to screen 

individuals using 

electronic 

equipment  

2.1  check the electronic screening equipment is calibrated and operating 

corr ectly  

   

2.2  ensure that all those people requiring screening, and whom it is safe 

to screen, pass through the screening equipment in the correct 

manner  

   

2.3  arrange for individuals who should not be screened to be checked by 

other means  

   

2.4  respond correctly to signals from the screening equipment     

2.5  conduct searches, where required, thoroughly and efficiently     

2.6  deal correctly with unauthorised items, and the people carrying them     

2.7  report any equipment faults and mainta in security using alternative 

means  

   

2.8  complete all records correctly     

3 Be able to screen 

items using 

scanning 

equipment  

3.1  check the scanning equipment is set up and operating correctly     

3.2  ensure that all those items requiring screening , and which are safe to 

screen, pass through the scanning equipment as directed  

   

3. 3 arrange for items that should not be screened to be checked by other 

means  

   

3.4  load and positioned all items correctly     

3.5  use image processing controls correctly     

3.6  investigate any suspicious items identified     

3.7  report any scanning equipment faults, and maintain security using 

alternative means  

   

3.8  complete all records correctly     
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Unit 38 :  Develop control for 
people who are a risk 
to themselves or others  

Unit reference number:  T/ 601 / 408 5  

Level :  3  

Credit value:  4  

Guided learning hours:  20  

 

Unit aim  

This  unit is about working effectively with people who have behavioural problems 

that may arise from mental illness. Behaviours may be emotional or racially, 

physically or sexually abusive. They may in other ways be inappropriate including 

criminal.  

This unit applies to experienced operational staff who work closely with individuals 

in custody who have significant behavioural problems.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

Individuals must demonstrate they have developed control for people who are a risk 

to themselves or others within thei r organisational guidelines.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternativ ely, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determ ine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Und erstan d th e 

th eori es and 

research of  

developing co ntr ol  

for  people wh o are 

a r isk  to 

th em selves or  

oth ers 

1.1  exp lain th eories on  the causes and origins of  violence and aggr ession     

1.2  exp lain th eories of  behav iour and learning    

1.3  exp lain non-conf ormin g behaviour and outcom es of research int o 

diff erent  form s of  int erv ent ion  or  non-  int erv ent ion, relat ing to:  

¶ criminal  behaviour and re -offending  

¶ sexual, physical and racial abuse  

¶ self -harm and suicide  

¶ anti - social behaviour  

¶ mental health  

   

1.4  define statistics on the incidence of violence, aggression, depression 

and social isolation among different client groups  

   

1.5  describe the impact of adverse behaviour on self and others     

1.6  explain the impact of individual and structural discrimination on 

identity, and approaches to increase options and promote positive 

identity  
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Learning outcomes  Assessment c riteria  Evidence 

type  

Portfolio 

reference  

Date  

2 Know  and 

und erstan d th e 

factors aff ect ing 

th e developm ent  of  

contr ol  for people 

wh o are a  r isk  to 

th em selves or  

oth ers 

2.1  descr ibe how different factors contr ibute to behav iour,  including :  

¶ past history str ess factors  

¶ lack of understanding of information  

¶ dysfunctional coping mechanisms  

¶ prejudice and stereotyping  

   

2. 2 giv e e xam ples of  confl ict  situat ions and skill s in co ncilia t ion     

2.3  define report ing and record ing system s for  court s and all ied 

orga nisat ions 

   

2.4  giv e e xam ples of  comm on  supp ort  needs of  work ers    

2.5  ident ify th e rang e of  supp ort  and adv ocacy serv ices available to 

individu als wh ose behav iour causes co ncern 

   

2.6  describe research and out com es of  int erv ent ion  and s upp ort  aim ed to 

redu ce risk, and th e need  to enhan ce co ping skil ls in diff erent  

cont ext s 

   

2.7  ident ify curr ent  policies on  typ es of  behavi our and gr oup s tha t  pr esent  

a social r isk  

   

2.8  ident ify th e r ight s and responsibil it ies of  individu als and gr oup s    
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

3 Und erstan d how  to 

develop co ntr ol  for  

people wh o are a 

r isk  to th em selves 

or  oth ers 

3.1  descr ibe different ap proaches to engag ing reluctan t , aggress ive and 

withd rawn individu als 

   

3.2  descr ibe how to ap ply group processes and  peer support and 

deve lopment  

   

3.3  descr ibe different techn iques for group wo rk, peer lear ning  and self -

he lp 

   

3.4  descr ibe different me thods of p lanning and  prov iding feedback     

3.5  describe diff erent  techn iqu es and resour ces to:  

¶ promote learning and alternative behaviour  

¶ monitor change and the participation of  individuals and carers in 

planning and evaluation  

   

4 Be ab le to 

challeng e 

behav iour which 

creates r isk and 

establ ish agr eed 

boundar ies and 

exp ectat ions 

4.1  exp lore and assess aspects of  behav iour that  creat e r isk  to th e 

individua l or  oth ers 

   

4.2  tak e full accoun t  of  cultur al, religious or  other  factors tha t  ma y 

inf luence th e individu alôs behaviour 

   

4.3  ident ify correct ly any boundar ies and exp ectat ions tha t  wil l m inim ise 

unwant ed behav iour and e ncourag e posit ive behav iour 

   

4.4  ident ify bounda r ies and exp ectat ions of  behav iour tha t  are realist ic 

and contr ibut e to s afegua rding the individu al and oth ers 

   

4.5  discuss fully th e boundar ies and exp ecta t ions and th eir signif icance 

wit h th e individu al, and encour age th eir supp ort  and agreem ent  
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

5 Be able to maintain 

and review agreed 

boundaries and 

expectations of 

behaviour  

5.1  identify and explain clearly to the individual, examples of positive 

aspects of behaviour that correspond to agreed expectations as they 

occur  

   

5.2  provide positive reinforcement in such a way as to encoura ge the 

repetition of positive behaviour  

   

5.3  identify correctly behaviour that exceeds agreed boundaries and take 

constructive action to minimise it  

   

5.4  request an appropriate level of support when maintaining boundaries 

becomes difficult  

   

5.5  make interventions that are consistent with the assessment of 

individual needs and risks involved, in line with agreed procedures 

and policies  

   

5.6  take prompt action when necessary to protect yourself and others, 

and you summon further  assistance  as soon as practicable  

   

5.7  take constructive action to defuse behaviour that threatens others     

5.8  record accurately incidents of behaviour exceeding agreed boundaries     
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

referenc e 

Date  

6 Be ab le to assist  

people to develop  

gr eat er  contr ol  

over th eir 

behaviour 

6.1  produce poss ible ex planat ions about the  indi vidu alôs behaviour and  

the r isk w hich t his causes and test these aga inst research, theory and 

prac t ice 

   

6.2  encourage th e individual to:  

¶ accept respons ibility for the ir beha viour  

¶ acknow ledge the  im pact it  has on others  

¶ face up to the conse quences  

   

6.3  assist the  individu al t o exp lore and adopt posit ive a lterna t ives     

6. 4 encourage the individual to identify facto rs contributing to their 

behaviour patterns  

   

6.5  rev iew these factors and  iden t ify a pprop r iate sources of support     

6.6  accurate ly assess the needs of v ict ims of difficult, dangerous or 

cr im inal behav iour and make  real ist ic p lans as  to how they  wi ll be met  
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Unit 39 :  Promote and reinforce 
positive behavioural 
goals during 
relationships with 
individuals  

Unit refere nce number:  R/ 601 / 242 5  

Level :  3  

Credit value:  3  

Guided learning hours:  15  

 

Unit aim  

This unit is concerned with establishing and sustaining effective working 

relationships with individuals as part of an overall strategy to confront offending or 

anti - social  behaviour and promote pro -social behaviour.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment fr om a learning and development environment is allowed.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessm ent criterion. Alternatively, centre 

documentation should be used to record this information.  
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Learning outcomes and assessment criteria   

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The as sessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Know  and 

und erstan d factors 

wh ich cont r ibut e to 

ant i-  social 

behaviour 

1.1  ident ify legislat ion, policies and pr ocedur es which appl y wh en working 

with individu als wh o behav e in an an t i- social mann er  

   

1.2  ident ify factors which trigg er  an t i- social behaviour in individu als    

1.3  describe th e chara cterist ics of  an t i- social behav iour    

1. 4 describe techn iqu es for  commun icat ing with individu als wh o behave in 

an an t i- social m ann er  

   

1. 5 exp lain how  pr o-social m odell ing is used  to count er ant i- social 

behaviour 

   

2 Be ab le to facil it at e 

behav iour al chang e 

using pr o-social 

m odell ing 

2. 1 encourag e individu als to e xp lore and discuss the e ff ects of  th eir 

behaviour on  th em selves and oth ers 

   

2. 2 dem onstrat e pr o-social behaviour wh en working with individu als wh o 

behave in an an t i- social m ann er  

   

2. 3 encourag e individu al t o pra ct ise posit ive behaviour    

2. 4 encourag e individu als to set  goals on  displaying posit ive behaviour    
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Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

3 Be ab le to review  

th e e ff ect iveness of  

behav iour c hang e 

with individu als 

3. 1 review  goals and achievem ent s on  displaying posit iv e behav iour wit h 

individua ls at  agr eed  int erv als 

   

3. 2 use feedba ck to e ncourag e individu als to susta in th e chang es in th eir 

behaviour 

   

3. 3 encourag e individu als to ident if y opt ions for o vercom ing bar r iers t o 

th eir pr ogr ess 

   

3. 4 conclud e th e relat ionship in a mann er  which e ncourag es indi vidu als to 

susta in th eir behav iour c hang e 
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Unit 40 :  Assess individualsô 
needs and plan agreed 
activities  

Unit reference number:  K/ 601 / 243 2  

Level :  3  

Credit value:  4  

Guided learning hours:  20  

 

Unit aim  

This unit is about assessing the needs and abilities of individuals and planning 

releva nt activities for individuals. The learner may use both formal and informal 

assessment systems, and activities may relate to education, employment or skills -

based training.  

Assessment requirements/evidence requirements  

This unit requires the workplace asse ssment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

This unit is assessed in the workplace or in conditions resembling the wor kplace. 

Learners can enter the types of evidence they are presenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information  
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Learning outcomes and assessment  criteria  

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portf olio 

reference  

Date  

1 Know  and 

und erstan d th e 

pr inciples th at  

und erpin th e 

assessment  of  

individua lsô needs 

and th e planning of 

act ivit ies 

1.1  exp lain th e purp ose of  assess ing individu alsô needs and planning 

act ivit ies to m eet  th ese needs 

   

1.2  describe th e form al and inf orm al m eth ods,  by which an ind ividu alôs 

abili t ies and needs can be assessed 

   

1.3  ident ify act ivit ies wh ich ma y be suita ble for increasing th e potent ial 

and eff ect iveness of individu als 

   

1. 4 exp lain th e factors to tak e accoun t  of  wh en assess ing individu alsô 

needs and planning act ivit ies 

   

2 Be ab le to 

cont r ibut e to th e 

assessment  of  

individua lsô abili t ies 

and needs 

2. 1 obta in relevan t  inf orma t ion  and th e necessary resour ces    

2. 2 exp lain to individu als th e purp ose and pr ocesses  of th e assessment     

2. 3 respond to diff erent  needs and sty les of  individu als and facil itat e th eir 

in volvem ent  

   

2. 4 carr y out  th e assessment  in accordan ce with requ ired pr ocedur es    

3 Be ab le to plan 

agr eed 

developm ent  

act ivit ies for 

individu als 

3. 1 ident ify act ivit ies wh ich are co nsistent  with th e o ut com es of  th e 

assessm ent  and tak e accoun t  of  th e individu alôs int erests and 

pr eferences 

   

3. 2 develop  a plan tha t  ident if ies realist ic and prior it ised goals,  and 

appr opr iate developm ent  m ethods 

   

3. 3 specify in th e plan how th e success of  th e act ivit y is to be e va luat ed    
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Unit 41 :  Communicate 
effective ly with people 
maintaining the 
security of information  

Unit reference number:  F/ 601 / 242 2  

Level :  3  

Credit value:  3  

Guided learning hours:  15  

 

Unit aim  

This unit is about communicating effectively with people ï orally, in writing, using 

electronic and/or tel ecommunication and using non -verbal forms of communication. 

The term ópeopleô is used broadly to cover any child, adult, group, community or 

agency that workers come into contact with, either directly or indirectly. It includes 

members of the public, indiv iduals who are clients of the justice sector, and 

colleagues in the workplace.  

Assessment requirements/evidence requirements  

This unit requires the workplace assessment of occupational competence.  

This unit is assessed in the workplace. Learners can enter the types of evidence 

they are presenting for assessment and the submission date against each 

assessment criterion. Alternatively, centre documentation should be used to record 

this information.  
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Learning outcomes and assessment criteria   

To pass this u nit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria 

determine the standard required to achieve the unit.  

 

Learning outcomes  Assessment criteria  Evidence 

type  

Portfolio 

reference  

Date  

1 Und erstan d how  to 

commun icat e with 

people 

1.1  ident ify th e legislat ion, orga nisat ional policies and pr ocedur es tha t  

app ly to co mmun icat ing wit h people 

   

1.2  exp lain th e featur es of  eff ect ive co mmu nicat ion     

1.3  describe techn iqu es for  overcom ing bar r iers to e ff ect ive 

commu nicat ion, ( including th ose tha t  are persona l, environm enta l and 

social)  

   

2 Und erstan d how  to 

ma int ain th e 

secur ity of  

informat ion  in 

commun icat ions 

with people 

2. 1 ident ify th e legislat ion, orga nisat ional policies and pr ocedur es tha t  

app ly to th e sec ur ity and manag em ent  of  informa t ion  

   

2. 2 ident ify typ es of  inf orma t ion  tha t  m ight  be sensit ive and / or  

conf ident ial 

   

2. 3 describe th e appr opr iat e pr ecaut ions to be tak en wh en commun icat ing 

conf ident ial and / or  sensit ive inf orm at ion  

   

2. 4 exp lain th e reasons for  alert ing an appr opr iat e person  wh en issues 

ar ise about  th e han dling o f/ m isuse of  informa t ion  

   

3 Be ab le to 

commu nicat e with 

people 

3. 1 ident ify and use four diff erent  m eth ods of co mmun icat ion  which m eet  

th e different  needs of people 

   

3. 2 ident ify and use different  m eth ods to redu ce any bar r iers to e ff ect ive 

commun icat ion  

   

3. 3 exp lain pr ecau t ions necessary wh en commun icat ing se nsit ive and / or  

confid ent ial inf orma t ion  

   

3. 4 exp lain supp ort  available wh en exp er iencing dif f icult ies in 

commu nicat ing 
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Unit 42 :  Assist parents in 
custody to develop 
their parenting skills  

Uni t reference number:  M/ 602 / 505 3  

Level :  3  

Credit value:  2  

Guided learning hours:  5  

 

Unit aim  

This unit is about helping parents in custody to acknowledge their responsibilities 

and rights as parents and to develop their relationship with their children in a 

positive direction.  

This unit applies to experienced operational staff who work closely with individuals 

in custody who are parents and wish to develop their relationship with their children 

and to become more effective parents.  

Assessment requirements/evi dence requirements  

This unit requires the workplace assessment of occupational competence wherever 

practicable. For the knowledge and understanding component of the unit, 

assessment from a learning and development environment is allowed.  

Individuals must d emonstrate they have assisted parents in custody to develop 

their parenting skills within their organisational guidelines.  

This unit is assessed in the workplace or in conditions resembling the workplace. 

Learners can enter the types of evidence they are p resenting for assessment and 

the submission date against each assessment criterion. Alternatively, centre 

documentation should be used to record this information.  

 

 




