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OVERVIEW

This guide shows the evidence that an individual will have from certificated units of the Level 4 NVQ in Learning Development and Support Services

and which can contribute as evidence to meet the assessment criteria of the QCF-based Level 4 Diploma in Career Information and Advice qualification.

In order for this evidence to be acceptable, the individual will need to have completed the NVQ units in a career-related context.

If knowledge can be inferred from practical application, this has been taken into consideration within the guide.

DEFINITIONS OF COVERAGE

Coverage of the assessment criteria by the performance criteria or knowledge/understanding from the NVQ is classed as one from full, partial or none.

Full:
Where the candidate has successfully completed the NVQ unit, it can be accredited against the particular assessment criterion.

Partial:

Where the candidate has evidence from the NVQ unit that could be used to contribute towards this assessment criterion, however additional evidence
would be required. Where this is the case, a suggestion is provided as to how this additional evidence could be provided but this is not prescriptive and
the candidate and assessor could agree an alternative method.

None:
The performance criteria or knowledge/understanding from the NVQ do not cover the assessment criteria of the Level 4 Diploma.
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LEVEL 4 DIPLOMA IN
CAREER INFORMATION AND ADVICE

l Click here for details

Mandatory units

Preparing to work in the career information, advice and guidance sector Partial coverage o
Reflecting on practice and continuous professional development Partial coverage o
Career choice theories and concepts to support clients Partial coverage O
Meeting the career-related information needs of clients Partial coverage 6
Interview clients to determine their need for career information, advice and guidance Partial coverage o

Q0

Optional units é
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LEVEL 4 DIPLOMA IN
CAREER INFORMATION AND ADVICE

Optional units

Explore and agree how to meet the career-related needs of clients

Assist clients to apply for learning, training and work

Assist clients to review the achievement of career-related actions

Evaluate service provision

Engage with support networks to help clients to meet their career-related needs
Provide ongoing support to clients

Plan and deliver career-related learning in groups

Obtain and organise career-related information to support clients

Prepare to deliver services to clients in an outreach setting

Promote career-related learning to clients

Refer clients to sources of specialist support to meet their needs

Source, evaluate and use Labour Market Information with clients

Understand how to support specific client groups to overcome barriers to learning, training and work
Operate within networks to support the delivery of the service

Negotiate on behalf of clients

Use diagnostic and assessment tools with clients

Advocate on behalf of clients

Undertake research on behalf of the service

Mandatory units é

Partial coverage
No coverage
Partial coverage
No coverage
Partial coverage
No coverage
Partial coverage
No coverage
No coverage
No coverage
Partial coverage
No coverage
No coverage
Partial coverage
Partial coverage
No coverage

No coverage

No coverage
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Unit: Preparing to work in the career information, advice and guidance sector

ADVICE AND
GUIDANCE

Covered by NVQ Level 4 Learning Coverage Suggested ways to meet those
Development and Support Services assessment criteria that are partially covered
Learning Outcome: 1 AC1.1215/224/Knowledge 8, 25, 26, 27 Full
Understand the career information, advice and AC1.2225/226 /Knowledge 28, 31 Full
guidance sector AC1.3 None
AC 1.4 AG 224 /Knowledge 25-28 Full
Learning Outcome: 2 AC2.1215h Partial Statement needed to cover values
Understand own careers information, advice and AC2.2 None
guidance organisation
Learning Outcome: 3 AC3.1 None
Und.erstand ro.les within th? careers information, AC3.223.1/232/223/ Partial Statement to cover analysis of own role and responsibilities
advice and guidance organisation
AC3.3 None
Learning Outcome: 4 AC4.1426/42.7/Knowledge 4 Full
.Understa.nd worl_<|ng practlFes within th? careers AC42215/217/219 Full
information, advice and guidance organisation
AC4.36.2.1 Full

AC4.4337/519/729/1038/1128/14.1all/ 4127

Full if any of these units
have been successfully
completed

Learning Outcome: 5

Understand the impact of legislative policy and
professional codes of practice on the careers
information, advice and guidance organisation

AC5.1 All of units 1,25,6,12/ 2.1.8 Knowledge 3/3.1.7 Knowledge 11/
4.2.2 Knowledge 1/ Unit 5 Knowledge 1/7.1.6 Knowledge 11/10.1.7 Knowledge 11/

11.1.8 Knowledge 11 /14.1.7 Knowledge 6 / 20.1.5 Knowledge 7 /

Unit 21 Knowledge 20/ 24.3 all / 41.1.8 Knowledge 17 /42.24 Knowledge 19

Partial if any of these units
have been successfully
completed

@
W

Statement to cover analysis of the impact

AC5.2231/232/233 Partial Statement to cover the range of codes of practice used in the
organisation and their impact.
Learning Outcome: 6 AC 6.1 Unit 25 all Partial Statement to cover actual principles

Understand the impact of equality, diversity and
inclusion in the careers information, advice and
guidance organisation

AC 6.2 All of units 1,25,6,12/ 2.1.8 Knowledge 3/3.1.7 Knowledge 11/
4.2.2 Knowledge 1/ Unit 5 Knowledge 1/7.1.6 Knowledge 11/10.1.7 Knowledge 11/
11.1.8 Knowledge 11/ 14.1.7 Knowledge 6 / 20.1.5 Knowledge 7 / Unit 21 Knowledge 20 /

243 all/ 41.1.8 Knowledge 17 /42.2.4 Knowledge 19

Partial if any of these units
have been successfully
completed

Statement to cover analysis of the impact
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Unit: Reflecting on practice and continuous professional development

ADVICE AND
GUIDANCE

Covered by NVQ Level 4 Learning Coverage Suggested ways to meet those
Development and Support Services assessment criteria that are partially covered
Learning Outcome: 1 AC1.12.1.1/21.2/Knowledge 1,2 Partial Statement to cover evaluation of different methods
Understand methods used to reflect on practice AC1.22.13e/Knowledge 5 Partial Statement to cover analysis of the application
Learning Outcome: 2 AC2.122all/Knowledge 19-40 / Partial Statement to cover analysis of the role of CPD
Understand the need for continuous professional
development activity AC 2.2 2.2.8 Knowledge 35 Full
Learning Outcome: 3 AC3.12.1all/Knowledge 1-18 Full
Be able to reflect on own practice as a career
information, advice and guidance professional AC3.22.1all/Knowledge 1-18 Full
AC3.32.1.8/Knowledge 13- 16 Full
Learning Outcome: 4 AC4.12.1.9/Knowledge 17,18 Full
Be able to meet own continuous professional AC4.222all / Knowledge 19 - 40 Full
development needs AC 4.3228/ Knowledge 34 - 35 Full
AC4.42.2.10/Knowledge 39 Full
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ADVICE AND

Unit: Career choice theories and concepts to support clients G u ' DANCE
Covered by NVQ Level 4 Learning Coverage Suggested ways to meet those
Development and Support Services assessment criteria that are partially covered
Learning Outcome: 1 AC1.1 None
Understand career choice theories AC1.210.3.3/10.3.5/Knowledge 29 - 33 Partial Statement to cover analysis and different aspects of career
decision making
AC1.3 None
Learning Outcome: 2 AC 2.1 None
Understand the concepts and techniques used to AC2.2313/314/316 Knowledge 4,5,6,7,9/10.13/10.15 Partial Statement to cover analysis
support and empower clients
AC2.310.3.3/10.3.5/Knowledge 29 - 33 Partial Statement to cover evaluation
AC2.4 None
Learning Outcome: 3 AC3.1 None
Understand the role of motivation and raising of AC3.2 None
aspirations in meeting the needs of clients
Learning Outcome: 4 AC4. None
Understand the practitioner’s role in motivatingand ~ AC4.2 None
raising the aspirations of clients AC 4.3 None

Q0
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ADVICE AND

Unit: Meeting the career-related information needs of clients G u ' DANCE
Covered by NVQ Level 4 Learning Coverage Suggested ways to meet those
Development and Support Services assessment criteria that are partially covered
Learning Outcome: 1 AC1.133.1.1/Knowledge 1, 3,4 Partial Statement to cover analysis and different aspects of career
Understand sources of career-related information decision making
AC1.2 None
AC 1.333.1.8/Knowledge 9 Partial Statement to cover evaluation of different ways
Learning Outcome: 2 AC 2.133.1.1 Full
Be able to support clients’access and use of career-
related information AC2.233.1.1/33.1.2/Knowledge 3 Full
AC2.333.1.7/Knowledge 7, 8 Full
AC2.43333/332 all/Knowledge 6,7,8,11-17 Full
AC 2.5 3.3.7 Knowledge 39 Full
Learning Outcome: 3 AC3.133.2.2/3323/Knowledge 14 Full
Be able to signpost clients to external sources of AC3.2332.3/Knowledge 14 Full

career-related information in accordance with
organisational procedures

Q0

Map of Level 4 Diploma in Career Information and Advice against NVQ Level 4 in Learning Development and Support Services

www.ocr.org.uk/adviceandguidance




ADVICE AND

Unit: Interview clients to determine their need for career information, advice and guidance G u ' DANCE
Covered by NVQ Level 4 Learning Coverage Suggested ways to meet those
Development and Support Services assessment criteria that are partially covered
Learning Outcome: 1 AC 1.1 Unit3 Partial Statement to cover what the actual interview skills are and
Understand the skills required to interview clients how they are used
to establish their career information, advice and AC1.2 None

guidance needs

Learning Outcome: 2 AC2.1 None

Understand the use of different media to

communicate with clients AC2.2 None

Learning Outcome: 3 AC3.110.2.1 Knowledge 15/ 10.1.3 Knowledge 5/3.1.3/3,1,4 / Knowledge 3 - 7 Full

Be able to interview clients to determine their

needs for careers information, advice and AC3.2 None

guidance

Learning Outcome: 4 AC4.13.13/3.14/3.1.5/Knowledge 4 - 8 Full

Be able to identify client career information,

advice and guidance needs AC4.2315/325/ KnOWledge 8,22 Full
AC4.3333/335/3.3.6/Knowledge 33,35,36/ Full 6
AC 4.4 33.7 Knowledge 39 Full e
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ADVICE AND

Unit: Explore and agree how to meet the career-related needs of clients G u ' DANCE
Covered by NVQ Level 4 Learning Coverage Suggested ways to meet those
Development and Support Services assessment criteria that are partially covered

Learning Outcome: 1 AC 1.1 3.1.4 Knowledge 5, 6,7/ 3.1.5 Knowledge 8 / 3.1.6 Knowledge 9, 10/ 3.1.7 Partial Statement to cover evaluation of the techniques that are used

Understand techniques to explore the career-
related needs of clients

Learning Outcome: 2 AC 2.1 10.1.3 Knowledge 5,6/ 10.1.6 Knowledge 10 Partial Statement to cover evaluation of the techniques that are used
Understand techniques to agree options to meet

the career-related needs of clients AC2.210.2.1/10.23 Knowledge 18, 19/10.2.5 Knowledge 22, 23/ 10.3.5 Knowledge 33 Partial Statement to cover analysis

Learning Outcome: 3 AC3.1314/315/3.16 Full

Be able to agree client career-related needs
AC 3.2 10.2.3 Knowledge 18, 19/ 10.2.4 Knowledge 20, 21/ 10.2.5 Knowledge 22,23 / Full

10.3.5 Knowledge 33

AC3.3 None
Learning Outcome: 4 . . . AC4.110.2.3 Knowledge 18,19/ 10.3.1 Knowledge 26, 27/ 10.3.4 Knowledge 31 Full
Be able to agree plans with clients to meet their
career-related needs AC4.211.1.1 Knowledge 1-14/11.2all 15-29 Full
AC4.3 11.1.3 Knowledge 5,6 Full
AC4.4 11.28 Knowledge 27 - 29 Full
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ADVICE AND

Unit: Assist clients to review the achievement of career-related actions G u ' DANCE
Covered by NVQ Level 4 Learning Coverage Suggested ways to meet those
Development and Support Services assessment criteria that are partially covered

Learning Outcome: 1 AC1.141.7all Partial Statement to cover evaluation of the techniques that are used

Understand techniques to support clients to review
the achievement of career-related actions

Be :able to support client review of career-related AC2.2 None
actions
AC 2.3 10.2 all Knowledge 15 - 25/ 10.3 all Knowledge 26 - 41 Full
AC 2.4 41.2.7 Knowledge 32, 22 Full

Q0
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ADVICE AND

Unit: Plan and deliver career-related learning in groups G u ' DANCE
Covered by NVQ Level 4 Learning Coverage Suggested ways to meet those
Development and Support Services assessment criteria that are partially covered
Learning Outcome: 1 AC 1.1 Unit 34 Knowledge 4, 10 / Unit 35 Knowledge 4, 5,6 Full
Understand theories of how people learn in groups
AC 1.2 Unit 34 Knowledge 4, 10/ 35.1 Full
Learning Outcome: 2 AC2.124all /34.2. all Knowledge 10-19/35 all Partial Statement on evaluation of different delivery methods and
Understand how to plan and deliver career-related resources o
learning in groups to meet needs AC2.23426/342.7 /Knowledge 18 / Unit 35 all Partial Statement on how to plan and resource group sessions in
advance of the sessions being run
AC2.324.14/2415/24.1.7242.1 /343 Knowledge 19 -28/35.1.7 Full
AC2.434.13/3414/34.15/34.1.8/34.2.1/Knowledge4,5,7,10,12,13,16/35.1.2/ Full
35.13/3514/352.1/3524/3526/
Learning Outcome: 3 AC3.1352.1 Partial Statement on how to identify learning objectives before the
Be able to plan career-related learning in groups session takes place
AC3.23521 Partial Statement on how to identify learning objectives before the
session takes place
Learning Outcome: 4 AC4.124all/34all/35all Full 6
Be able to deliver career-related learning in groups AC4.2244ll /341335l Full
AC4.324.16/34all/35all Full
Learning Outcome: 5 o AC5.13428 Knowledge 8,11, 18 Partial Stgtement on evaluation of the group work involving the
Be able to evaluate career-related learning in groups clients

AC5.2 None
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ADVICE AND

Unit: Refer clients to sources of specialist support to meet their needs G u ' DANCE
Covered by NVQ Level 4 Learning Coverage Suggested ways to meet those
Development and Support Services assessment criteria that are partially covered
Learning Outcome: 1 AC1.17.1.1/71.2/Knowledge 1-6 Partial Statement to cover evaluation of the specialist support
Understand the nature and role of specialist available
support for clients to meet career-related needs AC1.2714/715 Full
Learning Outcome: 2 AC2.17.2.1 Knowledge 15,16 Full
Be able to refer clients to sources of specialist
support AC2.2723/725/727 Knowledge 18 - 24 Full
AC2.3729 Full

Q0
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ADVICE AND

Unit: Operate within networks to support the delivery of the service G u ' DANCE
Covered by NVQ Level 4 Learning Coverage Suggested ways to meet those
Development and Support Services assessment criteria that are partially covered
Learning Outcome: 1 AC 1.1 None
Understand the networks supporting the delivery
of the careers-related organisation AC1.2 None
AC1.342 4l Partial Statement to cover working with colleagues in a wider
network
AC1.4 None
AC1.54.14/4.24/43.2Knowledge 4 Full
Learning Outcome: 2 . AC2.14.1all/42all Full
Be able to network with other agencies
AC2.2 None
AC23 None

Q0
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ADVICE AND
Unit: Negotiate on behalf of clients G U ' DANCE

Covered by NVQ Level 4 Learning Coverage Suggested ways to meet those
Development and Support Services assessment criteria that are partially covered
Learning Outcome: 1 AC 1.1 None
Understand the principles and practice of
negotiation AC 1.2 Unit 42 Knowledge 2 Full
Learning Outcome: 2 AC2.142.1.1 Knowledge 1 Partial Statement to cover analysis of the reasons when it is
) T necessary to negotiate
Understand the role and purpose of negotiation y 9
on behalf of clients AC2.2 None
AC2.3 Partial Statement to cover analysis of the services and agencies
AC2.442.1.1 Knowledge 1 None
Learning Outcome: 3 AC3.1421.1/4213/4225/ Knowledge 1,3, 4, 6 Full
Be able to negotiate on behalf of clients to meet
their career-related needs AC3.242.1 all Knowledge 6 - 11 Full
AC3.342.16/422.1/Knowledge 7,15 Full
AC 3.4 42.15Knowledge 6 Full
AC 3.5 42.1.9 Knowledge 12 -14 / 42.2.8 Knowledge 28 - 31 Full

Q0
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ADVICE AND

Unit: Engage with support networks to help clients to meet their career-related needs G u ' DANCE
Covered by NVQ Level 4 Learning Coverage Suggested ways to meet those
Development and Support Services assessment criteria that are partially covered
Learning Outcome: 1 AC 1.1 Unit 36 Knowledge 2, 5 Partial Statement to cover analysis of the rationale
Understand the principles and rationale for ) . .
R X . AC 1.1 Unit 36 all Partial Statement to cover evaluation of the ways
working with support networks to help clients to
meet their career-related needs AC 1.1 Unit 36 Knowledge 19 Partial Statement to cover confidentiality
Learning Outcome: 2 AC2.136.1all Full
Understand the characteristics of career-related
learning AC2.2 None
AC2.3 None
AC2.4 None

Q0
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ADVICE AND
Unit: Advocate on behalf of clients G U ' DANCE

Covered by NVQ Level 4 Learning Coverage Suggested ways to meet those
Development and Support Services assessment criteria that are partially covered
Learning Outcome: 1 AC1.1 None
Understand the principles and practice of
advocacy AC1.2403all /19.2 all Knowledge 8 - 16 Partial Statement to cover evaluation of the advocacy techniques
Learning Outcome: 2 AC 2.140.1 all/19.1 all Knowledge 1 -7 Partial Statement covering analysis of when advocacy is necessary
Understand the role and purpose of advocating
on behalf of clients AC 2.2 19.1.6 Knowledge 5 Partial Statement to cover different ways of approaching the client
AC 2.3 19.1 all Knowledge 1-7 Partial Statement to cover evaluation of the services
. Statement to cover critical evaluation of the knowledge and
AC2.4403/ 1934l Partial skills needed to advocate on behalf of clients with third parties
Learning Outcome: 3 AC3.140.1.1/403.1/19.21/19.22/19.2.3 / Knowledge 11 Full
Be able to advocate on behalf of clients to meet
their career-related needs AC3.2403all /192 all / Knowledge 8 - 16 Full
AC3.34035/19.27 Partial Statement to cover consulting with clients 6
. Statement to cover outcome of the actual advocacy and how
AC3.44031/19.28 Partial this meets clients' needs and what the implications are
AC3.54036/19.26 Full e
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ADVICE AND
GUIDANCE

Unit: Assist clients to apply for learning, training and work

Unit: Evaluate service provision

Unit: Provide ongoing support to clients

Unit: Obtain and organise career-related information to support clients

Unit: Prepare to deliver services to clients in an outreach setting

Unit: Promote career-related learning to clients The performance criteria or knowledge/understanding from
Unit: Source, evaluate and use Labour Market Information with clients ~ the NVQ do not cover the assessment criteria of these units
Unit: Understand how to support specific client groups to overcome from fhe Leve.’ 4 Diploma in Career Inf or. m‘.'t’o" and Advice.
barriers to learning, training and work Candidates will need to complete the units in full.

Unit: Use diagnostic and assessment tools with clients

Unit: Undertake research on behalf of the service

Unit: Advocate on behalf of clients

Map of Level 4 Diploma in Career Information and Advice against NVQ Level 4 in Learning Development and Support Services

www.ocr.org.uk/adviceandguidance




ADVICE AND
GUIDANCE

OCR™

Telephone 024 76 851509
Facsimile 024 76 851633

vocational.qualifications@ocr.org.uk

For staff training purposes and as part of our quality assurance
programme your call may be recorded or monitored.

© OCR 2012 Oxford Cambridge and RSA Examinations is a
Company Limited by Guarantee. Registered in England.
Registered office 1 Hills Road, Cambridge CB1 2EU.

Registered company number 3484466. OCR is an exempt charity.

Back

Map of Level 4 Diploma in Career Information and Advice against NVQ Level 4 in Learning Development and Support Services

www.ocr.org.uk/adviceandguidance




	Aardvark
	Develop interactions
	Reflecting on practice
	Career choice theories
	Meeting the career-related
	Interview clients to determine
	Explore and agree how
	Assist clients to review
	Plan and deliver career-related
	Refer clients to sources
	Operate within networks
	Negotiate on behalf of clients
	Advocate on behalf of clients
	Promote career-related learning
	Bookmark 19

	Preparing to work in the
	Optional units
	Engage with support

	Button 1035: 
	Button 127: 
	Button 126: 
	Button 1010: 
	Button 1011: 
	Button 111: 
	Button 8: 
	Button 10: 
	Button 20: 
	Button 21: 
	Button 22: 
	b 3: 
	b 1: 
	b 2: 
	b 4: 
	b 5: 
	Button 1012: 
	Button 1013: 
	Button 112: 
	Button 128: 
	Hide this: 
	Button 136: 
	Button 91: 
	ob 8: 
	Button 93: 
	ob 9: 
	Button 94: 
	ob 10: 
	Button 95: 
	ob 11: 
	Button 96: 
	ob 12: 
	Button 97: 
	ob 13: 
	Button 98: 
	ob 14: 
	Button 99: 
	ob 16: 
	Button 100: 
	ob 17: 
	Button 101: 
	ob 18: 
	Button 102: 
	ob 19: 
	Button 103: 
	ob 20: 
	Button 104: 
	ob 15: 
	Button 1014: 
	Button 1015: 
	Button 113: 
	Button 137: 
	Button 1048: 
	Button 1049: 
	Button 138: 
	Button 139: 
	Button 140: 
	ob 23: 
	ob 24: 
	ob 25: 
	ob 21: 
	ob 22: 
	Button 70: 
	Button 1016: 
	Button 1017: 
	Button 114: 
	Button 1018: 
	Button 1019: 
	Button 115: 
	Button 141: 
	Button 1020: 
	Button 1021: 
	Button 116: 
	Button 142: 
	Button 1022: 
	Button 1023: 
	Button 117: 
	Button 143: 
	Button 1024: 
	Button 1025: 
	Button 118: 
	Button 144: 
	Button 1026: 
	Button 1027: 
	Button 119: 
	Button 145: 
	Button 1028: 
	Button 1029: 
	Button 120: 
	Button 146: 
	Button 1030: 
	Button 1031: 
	Button 121: 
	Button 147: 
	Button 1032: 
	Button 1033: 
	Button 122: 
	Button 148: 
	Button 1036: 
	Button 1037: 
	Button 130: 
	Button 149: 
	Button 1038: 
	Button 1039: 
	Button 131: 
	Button 150: 
	Button 1043: 
	Button 1044: 
	Button 134: 
	Button 151: 
	Button 1040: 
	Button 1041: 
	Button 133: 
	Button 152: 
	Button 154: 
	Button 1034: 
	Button 123: 
	Button 153: 


