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What is this unit about?
This unit is about developing and promoting positive relationships with children,

communicating with children and adults and fostering positive relationships

between children and with other adults. The unit is appropriate for all (children’s

care, learning and development, childcare and playwork) settings and services

where children and young people are present.

Who is this unit for?
The unit is for you if you work directly with children on a day-to-day basis and have a

responsibility for ensuring good relationships in the setting or service.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
These elements are:

301.1 Develop relationships with children

301.2 Communicate with children

301.3 Support children in developing relationships

301.4 Communicate with adults

Place in the N/SVQ framework
This is a mandatory unit in the level 3 N/SVQ in Children’s Care, Learning and

Development. It also occurs as a mandatory unit in the level 3 Playwork N/SVQ PW8.

Links to Key and Core Skills
This unit may provide some evidence for the following:

Key Skills Core Skills
Communication: 3.1a Communication: Intermediate 2

Working with Others: 2.3 Working with Others: Intermediate 1

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2
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What we mean by some of the words used in this unit
Adults
Includes family members, colleagues, other professionals.

Anti-discriminatory practice
Taking positive action to counter discrimination. This will involve identifying and

challenging discrimination and being positive in your practice about differences and

similarities between people.

Appropriate behaviour
Behaviour that demonstrates the child is respected and valued: behaviour that is not

abusive or derogatory to the child, either physically, emotionally or sexually.

Children
The children with whom you are working, except where otherwise stated.

Confidential information
Information that should only be shared with people who have a right to have it, 

eg your lead practitioner, supervisor or manager or an external agency.

Ethnicities
Refers to a person’s identification with a group that shares some or all of the same

culture, lifestyle, language, skin colour, religious beliefs and practices, nationality,

geographical region and history. Everyone has an ethnicity.

Individuality
Someone being different from others, eg because of their appearance, attitudes,

behaviour etc.

Inclusive
A process of identifying, understanding and breaking down barriers to participation

and belonging.

Positive relationships
Relationships that benefit the children and the children’s ability to participate in and

benefit from the setting.

Provision
Includes setting or service, this can be a physical setting or a peripatetic service

based in the community, or other service.

Setting or service
Anywhere children’s care, learning and development takes place and where children

are normally present under adult supervision.
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Element CCLD 301.1
Develop relationships with children

Performance criteria
This is the national standard which you must meet:

1 Interact with children in a way that helps them feel welcome and valued 

2 Adapt your behaviour to the age, needs and abilities of individual children

3 Negotiate with children about their needs and preferences and involve them in

decision-making as appropriate to their stage of development

4 Apply inclusive and anti-discriminatory practice in your relationships with children

5 Make sure your behaviour with children is appropriate at all times 

6 Give attention to individual children in a way that is fair to them and the group 

as a whole

7 Respect confidential information about children, as long as this does not affect

their welfare
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Element CCLD 301.2
Communicate with children

Performance criteria
This is the national standard which you must meet:

1 Communicate with children in a way that is appropriate to their age, needs 

and abilities

2 Listen to children and respond to them in a way that shows that you value what

they say and feel

3 Ask questions, clarify and confirm points

4 Encourage children to ask questions, offer ideas and make suggestions

5 Recognise when there are communication difficulties and adapt the way you

communicate accordingly
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Element CCLD 301.3
Support children in developing relationships

Performance criteria
This is the national standard which you must meet:

1 Support children in developing agreements about ways of behaving, according to

the requirements of the setting or service

2 Support children in understanding other people’s feelings

3 Support children who have been upset by others

4 Encourage and support children to sort out conflict for themselves, according to

their age, needs and abilities

5 Encourage and support other adults in the setting to have positive relationships

with children

Unit CCLD 301
Develop and promote positive relationships

05Unit CCLD 301



Element CCLD 301.4
Communicate with adults

Performance criteria
This is the national standard which you must meet:

1 Communicate with other adults politely and courteously and in a way that is

appropriate to them

2 Show respect for other adults’ individuality, needs and preferences 

3 Respond to other adults’ requests for information accurately within agreed

boundaries of confidentiality

4 Actively listen to other adults, asking questions and clarifying and confirming 

key points

5 Recognise when there are communication difficulties and adapt the way you

communicate accordingly

6 Handle any disagreements with other adults in a way that will maintain a 

positive relationship
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3C154 The importance of good working relationships in the setting

K3C155 Relevant legal requirements covering the way you relate to and interact

with children

K3M156 Relevant legal requirements and procedures covering confidentiality and

the disclosure of information

K3D157 Relevant legal requirements covering the needs of disabled children and

those with special educational needs

K3M158 The types of information that should be treated confidentially: who you

can and cannot share this information with

K3P159 The meaning of anti-discriminatory practice and how to integrate this into

your relationships with children and other adults

K3C160 How you adapt your behaviour and communication with children to meet

the needs of children in your care of different ages, genders, ethnicities,

needs and abilities

K3D161 Strategies you can adopt to help children to feel welcome and valued in

the setting

K3D162 What is meant by ‘appropriate’ and ‘inappropriate’ behaviour when

interacting with children, the policies and procedures to follow and why

these are important

K3D163 The importance of encouraging children to make choices for themselves

and strategies to support this

K3D164 The importance of involving children in decision-making and strategies

you can use to do this

K3C165 How to negotiate with children according to their age and stage 

of development

K3D166 Strategies you can use to show children that you respect their individuality

K3D167 How to balance the needs of individual children with those of the group as

a whole

K3C168 The importance of clear communication with children and specific issues

that may arise in bilingual and multilingual settings

K3C169 Why it is important for children to ask questions, offer ideas and

suggestions and how you can help them do this

K3C170 Why it is important to listen to children

K3C171 How to respond to children in a way that shows you value what they have

to say and the types of behaviour that could show that you do not value

their ideas and feelings

K3C172 The importance of being sensitive to communication difficulties with

children and how to adapt the way you communicate to 

different situations

K3C173 How you can help children to understand the value and importance of

positive relationships with others

K3D174 The importance of children valuing and respecting other people’s

individuality and how you can encourage and support this
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K3D175 Why it is important for children to understand and respect other people’s

feelings and how you can encourage and support this

K3D176 Why it is important to be consistent and fair in dealing with positive and

negative behaviour

K3D177 Strategies you can use to encourage and reinforce positive behaviour

K3D178 Strategies you can use to challenge and deal with different types of

behaviour which are consistent with your organisation’s policies

K3D179 Why it is important for children to be able to deal with conflict themselves

and what support they may need from you, according to their age, needs

and abilities

K3C180 Why it is important to encourage and support positive relationships

between children and other adults in the setting and strategies you can

use to do this

K3C181 Why positive relationships with other adults are important

K3P182 Why it is important to show respect for other adults’ individuality and how

to do so

K3C183 The importance of clear communication with other adults and how this

can be achieved

K3C184 The importance of being sensitive to communication difficulties with other

adults and strategies you can use to overcome these

K3C185 How and when it may be necessary to adapt the way you communicate to

meet the needs of other adults

K3C186 Typical situations that may cause conflict with other adults and how to deal

with these effectively
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Unit evidence requirements
Unit number: CCLD 301

Unit title: Develop and promote positive relationships

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

Required sources of performance and knowledge evidence:
Observation is the required assessment method to be used to evidence some part

of each element in this unit. Expert witnesses could supply additional evidence.

Your assessor will observe you in real work activities and this should provide most of

the evidence for the performance criteria for the elements in this unit. Your assessor

will also decide what knowledge and understanding you have demonstrated through

your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 301.1 performance criteria 7

CCLD 301.2 performance criteria 5 

CCLD 301.4 performance criteria 5, 6
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent or where observation

was not required your assessor will identify other sources of performance and

knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg policies supporting positive relationships in the setting.

• 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 eg child observations, records of achievement.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg relevant legal requirements about

disclosure of information, what is meant by appropriate communication, legal and

ethical factors underpinning anti discriminatory/inclusive practice.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Progression

Award Level 3 in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg conflict situations with

adults and/or children.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about?
This unit is about the provision of an environment for children that promotes their

health, safety and protection. The unit is appropriate for all (children’s care, learning

and development, childcare and playwork) settings and services where children and

young people are present.

Who is this unit for?
This unit is suitable if you have supervisory responsibilities or work unsupervised in a

setting or service whose main aim is children’s care, learning and development.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

302.1 Establish a healthy, safe and secure environment for children

302.2 Maintain a healthy, safe and secure environment for children

302.3 Supervise procedures for accidents, injuries, illnesses and 

other emergencies

Place in the N/SVQ framework
This is a mandatory unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development. It also occurs as a mandatory unit in the level 3 Playwork 

N/SVQ PW7.

Links to Key and Core Skills
This unit will provide some evidence for the following: 

Key Skills Core Skills
Communication: 3.1a, 3.2, 3.3 Communication: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Application of Number: 2.1, 2.2, 2.3 Numeracy: Intermediate 1

Unit CCLD 302
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What we mean by some of the words used in this unit
Children
Children with whom you are working, except where otherwise stated.

Correct procedures
Those required by law, inspection agencies and the organisation.

Environment
All aspects of the indoor and outdoor environment for which the 

candidate is responsible.

Hazard
Something likely to cause harm.

Other emergencies
For example, fires or other threats to the safety of children and colleagues in the

environment, missing children.

Risk
The seriousness of a hazard and its likelihood to actually cause harm.

Unit CCLD 302
Develop and maintain a healthy, safe and secure
environment for children
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Element CCLD 302.1
Establish a healthy, safe and secure environment for children

Performance criteria
This is the national standard which you must meet:

1 Have up-to-date and accurate information about the health, safety and security

requirements for your setting

2 Check all areas of your setting and identify and record hazards

3 Identify and remove those hazards that can be eliminated

4 Assess the levels of risk for all other hazards and establish procedures for

managing these risks to an acceptable level

5 Make sure that all children and adults using the setting have information about the

health, safety and security procedures relevant to them

6 Review and revise your health, safety and security procedures in line with

changing circumstances and requirements, and to make improvements

Unit CCLD 302
Develop and maintain a healthy, safe and secure
environment for children
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Element CCLD 302.2
Maintain a healthy, safe and secure environment for children

Performance criteria
This is the national standard which you must meet:

1 Assess the health, safety and security of the setting before starting, during and at

the end of work activities

2 Follow health, safety and security procedures yourself

3 Make sure children and adults in the setting are following health, safety and

security procedures, providing them with help and support when necessary

4 Maintain supervision of children appropriate to the levels of risk and the child’s

age, needs and abilities

5 Encourage children to help manage risk for themselves

6 Encourage children’s awareness of their own and others’ safety and their 

personal responsibility

7 Contribute to safety on outings, according to your role and responsibility

Unit CCLD 302
Develop and maintain a healthy, safe and secure
environment for children
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Element CCLD 302.3
Supervise procedures for accidents, injuries, illnesses and other emergencies

Performance criteria
This is the national standard which you must meet:

1 Make sure that accidents, injuries, signs of illness and other emergencies are

promptly identified

2 Follow the correct procedures to deal with accidents, injuries, signs of illness and

other emergencies calmly and safely

3 Make sure that yourself and others are not put at unnecessary risk

4 Provide comfort and reassurance to those involved

5 Make sure that first aid and medication are provided, according to the 

correct procedures

6 Follow the correct procedures for recording and reporting accidents, injuries,

signs of illness and other emergencies

Unit CCLD 302
Develop and maintain a healthy, safe and secure
environment for children
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3P189 Regulations covering manual handling and the risks associated with lifting

and carrying children

K3H190 The basic stages of child development and the implications these have for

health, safety and security arrangements

K3H191 Safety checking of the children’s indoor and outdoor environment before

and during work activities, to include:

a Facilities and equipment 

b Toilet and washing areas 

c Movement and activity of children

K3H192 Security arrangements to include:

a Children’s arrival at the setting

b Children’s departure from the setting

c Outings

K3H193 Regulations and procedures for the storage and administration 

of medicines

K3H194 Principles and models of risk assessment that are applied in your setting to

cover the environment for children and colleagues, both indoors,

outdoors and on outings

K3D195 Why it is importance to allow children to assess and manage risk according

to their stage of development and how this can be done

K3H196 How to record accidents and incidents

K3H197 The appropriate contents of a first aid kit

K3S198 The correct responses to situations involving accidents and injuries, taking

into account the age of the children and the procedures of the setting1

1 This listing is advisory and does not form part of the standard. It is not equivalent to or a replacement

for a recognised or accredited first aid certificate.

The types of circumstances for which correct responses might be required are:

a Resuscitation – why, how and in what circumstances

b Anaphylactic shock

c Electric shock

d Bleeding

e Burns and scalds

f Suspected fractures

g Head, neck and back injuries

h Poisoning

i Bites and stings

j Effects of extreme heat and cold

k Emergency needs of children with chronic medical conditions including:

epilepsy, asthma, sickle cell, and diabetes

l Recognising and responding appropriately to meningitis and other serious sudden illness

m Unconsciousness

n Foreign bodies in eyes, ears and noses of babies and children

o Choking

p Febrile convulsions

Unit CCLD 302
Develop and maintain a healthy, safe and secure
environment for children

06 Unit CCLD 302



K3H199 Signs and symptoms of common childhood illness and allergies and

appropriate responses according to established procedures

K3H200 Good hygiene practice including: 

a Principles of cross infection

b Appropriate systems to dispose of different types of waste, 

food handling

c Handling body fluids

d Issues concerning spread of HIV and AIDS virus and hepatitis

K3H201 Emergency procedures in your setting, covering fire, missing 

children, evacuation

K3H246 Statutory and regulatory arrangements covering health and safety for the

children, colleagues, families and visitors in your setting or service

Unit CCLD 302
Develop and maintain a healthy, safe and secure
environment for children
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Unit evidence requirements
Unit number: CCLD 302

Unit title: Develop and maintain a healthy, safe and secure environment for children

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
Simulation is permitted for element 302.3 of this unit.

The nature of this unit means that most of your evidence must come from real work

activities. Simulation is permitted for element 302.3 of this unit eg responses to

emergency situations such as fire or a missing child. It cannot be used anywhere else

in the unit and must meet the criteria for its use found in the assessment guidance

for this N/SVQ award.

The evidence must reflect, at all times, the policies and procedures of the workplace,

as linked to current legislation and the values and principles for good practice in

children’s care, learning and development.

Required sources of performance and knowledge evidence:
Observation is the required assessment method to be used to evidence some part

of each element in this unit. Expert witnesses could supply additional evidence.

Your assessor will observe you in real work activities and this should provide most of

the evidence for the performance criteria for the elements in this unit. Your assessor

will also decide what knowledge and understanding you have demonstrated through

your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 302.2 performance criteria 3

Unit CCLD 302
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent your assessor will

identify other sources of performance and knowledge evidence.

• Expert witness testimony: Your assessor may identify an occupational expert

from your workplace who can provide a testimony about your work performance.

• Work products: These are non-confidential records made, or contributed to, by

you, eg safety policies, procedures for the administration of medicines.

• 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 eg safety records, information from parents

about their child’s health needs.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg health and safety laws and how these are

translated into policies and procedures within your setting, inspection and

registration requirements, procedures for accidents, injuries, illnesses and other

emergencies and how you have implemented these, previous childcare

qualifications, inclusion/anti-discriminatory practice.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg first aid training, risk

assessment training.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg reflecting on how you

supervise children and helping children to manage their own risk.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.

Unit CCLD 302
Develop and maintain a healthy, safe and secure
environment for children
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What is this unit about? 
This unit includes the observation and assessment of children and young people’s

development and planning to promote development. It is a unit that requires

knowledge and understanding of children’s development from 0 to16 years and the

ability to demonstrate competence with the children you are working with. The unit

covers observing children, recording observational findings, assessing development

and planning to promote development. 

Who is this unit for?
This unit is for you if you work in a setting or service whose main purpose is to

support the care, learning and development of children in partnership with their

families. The unit is suitable for you if you have supervisory responsibilities or if you

work unsupervised.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

303.1 Observe development

303.2 Assess development and reflect upon implications for practice 

303.3 Plan provision to promote development

303.4 Implement and evaluate plans to promote development

Place in the N/SVQ framework
This is a mandatory unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 2.1a, 3.1a, 3.3 Communication: Intermediate 2

Improving Own Learning Working with Others: Intermediate 2

and Performance: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Application of Number: Intermediate 1

Problem Solving: 3.1, 3.2, 3.3 Information and Communication 

Application of Number: 2.1, 2.2, 2.3, Technology: Intermediate 1

Information and Communication 

Technology: 2.1, 2.2, 2.3

Unit CCLD 303
Promote children’s development
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What we mean by some of the words used in this unit
Children
Children with whom you work, except where otherwise stated. 

Communication
Verbal and non-verbal, speaking, listening, reading, writing.

Creative play/creativity
This is where children develop and communicate their own ideas, using art, design

and technology, making things, music, dance and movement, imaginative play.

Children can express their creativity in every area of learning.

Development
Children gaining skills and competence.

Developmental needs
What children require to move forward in their development.

Emotional responses
Children’s expressions of feelings.

Families
Including parents (fathers and mothers) and carers, extended and chosen families

who contribute significantly to the well-being of individual children and who may or

may not have legal responsibility.

Formative assessment
Initial and on-going assessment.

Inclusion
A process of identifying, understanding and breaking down barriers to participation

and belonging.

Learning
Children obtaining new knowledge and understanding about something or acquiring

a new skill or changing behaviour as a result of experience.

Mental health
The strength and well-being of our minds.

Pattern of development
The sequence of development, what development you would expect to see and the

rate of development.

Rate of development
Timeframe in which development takes place.

Unit CCLD 303
Promote children’s development

02 Unit CCLD 303



Sequence of development
Order in which development occurs.

Stereotyping
Making judgments based on unfair views that you already hold, rather than looking

at the individual.

Summative assessment
Assessment that summarises findings.

Unit CCLD 303
Promote children’s development
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Element CCLD 303.1
Observe development

Performance criteria
This is the national standard which you must meet:

1 Identify the reasons for observing and assessing development 

2 Select appropriate techniques of observation and types of recording format

3 Obtain necessary permissions to observe children from the appropriate adults 

4 Discuss the observation with the children to be observed and respond

appropriately to their views, according to their age, needs and abilities

5 Minimise distractions and observe children without intruding or causing

unnecessary stress

6 Use appropriate techniques to observe children, covering all required aspects of

their development and their behaviour

7 Maintain confidentiality, according to setting procedures.

8 Implement data protection procedures

Unit CCLD 303
Promote children’s development
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Element CCLD 303.2
Assess development and reflect upon implications for practice

Performance criteria
This is the national standard which you must meet: 

1 Undertake formative and summative assessments

2 Make sure that your assessments are based on observational findings and other

reliable information

3 Use information from colleagues, families, children and other appropriate adults

to inform your assessments

4 Record your assessments, maintaining confidentiality as appropriate to the

procedures of the setting

5 Share your findings with children and family members, as appropriate

6 Refer concerns about children to relevant external agencies when required

7 Reflect upon your assessments of children’s development and identify

implications for practice

Unit CCLD 303
Promote children’s development
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Element CCLD 303.3
Plan provision to promote development

Performance criteria
This is the national standard which you must meet:

1 Plan provision for individual children, based on your assessment of their

developmental progress and your reflection on practice

2 Regularly review and update plans for individual children

3 Ensure plans balance the needs of individual children and the group in settings

where this is appropriate

Unit CCLD 303
Promote children’s development
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Element CCLD 303.4
Implement and evaluate plans to promote development

Performance criteria
This is the national standard which you must meet:

1 Implement plans flexibly and evaluate their effectiveness in 

promoting development

2 Evaluate the implementation of plans 

3 Evaluate the outcomes of planning for individuals and groups, in settings where

this is appropriate

4 Regularly review practice in terms of positive developmental outcomes 

for children

Unit CCLD 303
Promote children’s development
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3M202 The need for confidentiality and care when dealing with sensitive

information about children and families. Security and data protection

arrangements for storing and retrieving information in your setting

K3D203 The importance of involving children and families as partners in

observation and assessment and testing out findings with colleagues,

families and other agencies 

K3D204 Safeguards that need to be in place when assessing children and the need

for objectivity

K3D205 The importance of having high expectations of children, based on realistic

expectations of what they can achieve

K3D206 Techniques of observation that are appropriate for different purposes

K3D207 Your setting’s processes and procedures for observing, assessing and

recording: when and how these link to external requirements or

‘baselines’ or curriculum frameworks followed in your home country

K3D208 The difference between formative and summative assessment, the use of

profiling and different forms of assessment used in your setting 

K3D209 The influences1 on how children develop and what these might mean in

the context of the children you are working with

K3D210 How current theories of play can inform practice

K3M211 Appropriate agencies for referral of children when you have concerns

about development

K3D212 The importance of recognising that children’s development is holistic,

even though for convenience it is divided into different interconnected

areas, and how this affects practice

K3D213 There are competing theories of how children develop and how current

theoretical views influence practice

K3D214 That children develop at widely different rates, but in broadly the 

same sequence2

1 Examples might be: 

• Health status: physical and mental health

• Genetic inheritance

• Gender

• Social, cultural, environmental, financial and family background and circumstances

• Disability and sensory impairments

• Play opportunities and environment

• Discrimination

2 General sequence is:

• Moving from simple to complex actions

• From head to toe (development progresses downwards) 

• From inner to outer (actions near the body to more complex ones further from the body) 

eg co-ordinating their arms: using gross motor skills before developing fine motor skills to use 

their fingers 

• From general responses to those that are more specific eg a baby showing pleasure using its whole

body, to an older child using appropriate words and gestures

Unit CCLD 303
Promote children’s development
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K3D215 Recognition that development depends on the child’s level of maturation

and their prior experiences and that adult expectations should be realistic

and take this into account

K3D216 How a detailed knowledge of children and young people’s development

helps you recognise when they might need additional support, when and

where you will need to refer your concerns to parents or other agencies 

or professionals

K3D217 Detailed knowledge and understanding about children and young people’s

expected patterns of development. The pattern of development includes

the expected order or sequence in which development takes place, the

development you would expect to see and the usual rate of development.

You must know and understand:

a Physical development

b Communication, intellectual development and learning

c Social, emotional and behavioural development

In each of the age groups: 

i Birth–3 years

ii 3–7 years

iii 7–12 years

iv 12–16 years

Unit CCLD 303
Promote children’s development
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Select one of the following four age ranges that covers the age range you
currently work with and provide knowledge evidence for the points listed 

K3D218 How to promote children’s development from birth to 3 years, how and

why you:

1 Provide a safe, secure and encouraging environment in partnership 

with families

2 Adapt your practice and support all the children in your care,

including those with disabilities and special educational needs

3 Adapt the environment and activities so that all children can take part

equally and, where necessary, provide alternative activities

4 Provide a framework to support inclusion and anti-discriminatory

practice to meet individual needs

5 Develop close, intimate and consistent relationships with the child,

including appropriate physical contact and the importance of this for

children’s mental health

6 Support emotional well-being and intelligence

7 Encourage independence, moving from a base of secure 

close relationships 

8 Provide an environment that is baby and child friendly and

encourages play, exploration and problem solving

9 Encourage babies and young children to make choices, express

individual preferences and become aware of others

10 Be realistic, positive, consistent and supportive in your responses to

children’s behaviour

11 Sensitively support toilet training

12 Encourage sensory learning through the provision of appropriate 

sensory experiences

13 Encourage babies to learn and develop from birth through practising

skills and repeating activities

14 Encourage creativity from the earliest age

15 Play with and alongside babies and children to encourage and

support, encouraging their creativity from the earliest age

16 Use everyday routines and culturally and developmentally

appropriate activities, materials and first-hand experiences to

support learning and intellectual development

17 Identify and support children’s early literacy and numeracy 

eg counting, mark making, interest in environmental print, using 

mathematical language

18 Restrict exposure to TV and video and provide a balance of quiet and

noisier periods

19 Support children’s communication as they move from

listening/watching through to talking, reading and writing

20 Use a range of verbal and non-verbal communication strategies such

as talking, listening, making eye contact, persona dolls, singing,

rhymes, and stories

Unit CCLD 303
Promote children’s development

10 Unit CCLD 303



21 Adapt strategies for children where English or Welsh is not the home

language or where there are communication difficulties

22 Support children’s early communication in bilingual or 

multilingual settings

23 Meet physical needs including nutrition and healthy eating

24 Encourage development of gross and fine motor skills, through the

provision of appropriate activities and equipment

25 Provide a safe environment that encourages children to develop

physical skills and confidence in movement

Unit CCLD 303
Promote children’s development
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K3D219 How to promote children’s development from 3–7 years, how and 

why you:

1 Provide a safe, secure and encouraging environment in partnership 

with families

2 Adapt your practice and support all the children in your care,

including those with disabilities and special educational needs

3 Adapt the environment and activities so that all children can take part

equally and, where necessary, provide alternative activities

4 Provide a framework to support inclusion and anti-discriminatory

practice, meeting individual and group needs

5 Develop positive and consistent relationships

6 Support emotional well-being and intelligence

7 Encourage independence and self-care, but provide close, consistent

and reliable relationships, enabling the growth of self-esteem 

and resilience

8 Be realistic, consistent and supportive in your responses to 

children’s behaviour

9 Provide opportunities for children to assess and take risks and 

face challenges

10 Provide an environment that is child friendly and encourages play,

exploration and problem solving

11 Use culturally and developmentally appropriate activities, materials

and first-hand experiences to support learning and development

12 Support literacy, eg mark making, writing, recognition of

environmental print, use of books and stories, according to the

child’s age, needs and abilities

13 Use a range of verbal and non-verbal communication strategies, such

as talking, listening, making eye contact, persona dolls, singing,

rhymes, and stories, circle time

14 Adapt strategies for children with communication difficulties or

where English or Welsh is not the home language

15 Support children’s communication in bilingual or multilingual settings

16 Support mathematical development through use of maths language,

counting, sorting, matching, using maths in the environment,

according to the child’s age, needs and abilities

17 Support play, creativity and learning activities

18 Meet physical needs, including nutrition and healthy eating

19 Encourage development of gross and fine motor skills through the

provision of appropriate activities and equipment

20 Provide a safe environment that encourages children to develop

physical skills and confidence in movement

Unit CCLD 303
Promote children’s development
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K3D220 How to promote children’s development from 7–12 years, how and 

why you:

1 Provide a safe, secure and encouraging environment

2 Adapt your practice and support all the children in your care,

including those with disabilities and special educational needs

3 Adapt the environment and activities so that all children can take part

equally and, where necessary, provide alternative activities

4 Provide a framework to support inclusion and anti-discriminatory

practice to meet individual needs

5 Support emotional well-being and the development of 

emotional intelligence

6 Give meaningful praise and encouragement and encourage self-

esteem, confidence and resilience

7 Provide opportunities for children to assess and take risks and face

challenges, according to their age, needs and abilities, including

assessing risk to themselves and others from their own behaviour

and choices

8 Support children’s development and learning by providing

opportunities for exploration and diverse experiences (physical,

intellectual, emotional and social)

9 Support creativity and creative activities

10 Encourage a wide range of communication strategies, including use

of books, ICT

11 Support information handling

12 Adapt strategies for children with communication difficulties or

where English or Welsh is not the home language

13 Answer questions with sensitivity, encouraging independence and

being available in a supportive role

14 Provide a safe environment that encourages all children to develop

physical skills and confidence in movement

15 Encourage healthy lifestyles, including healthy eating and exercise

16 Talk honestly and raise awareness of issues in line with children’s

questions and concerns

Unit CCLD 303
Promote children’s development
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K3D221 How to promote young people’s development from 12 to 16 years how and

why you:

1 Provide an encouraging, safe and emotionally secure environment

that recognises approaching adulthood

2 Adapt your practice to support all the young people you work with,

including those with disabilities and special educational needs

3 Adapt the environment and activities so that all young people can

take part equally and, where necessary, provide alternative activities

4 Provide a framework to support inclusion and anti-discriminatory

practice to meet individual needs

5 Support emotional well-being and intelligence

6 Encourage creativity and young people’s ability to construct creative

solutions to problems and issues

7 Provide opportunities for young people to assess and take risks and

face challenges, according to their age, needs and abilities, including

assessing risk to themselves and others from their own behaviour

and choices

8 Give meaningful praise and encouragement and encourage 

self-esteem, confidence and resilience

9 Encourage choices and positive decision-making

10 Encourage a wide range of communication strategies

11 Support information handling and assessing the value of information

12 Answer questions with sensitivity and be available in a 

supportive role

13 Provide information about healthy lifestyles, according to accepted

guidelines and why this information is most useful if requested by

young people themselves

14 Provide information about the health and welfare issues arising from

smoking, illegal drug abuse, sexually transmitted diseases, unwanted

pregnancies and why this information is most useful if requested by

young people themselves

15 Provide information and support as young people make career,

education and training choices, being aware that some will require

basic skills support

16 Talk honestly and raise awareness of issues, in line with questions and

concerns from young people

17 Recognise and acknowledge children’s particular needs as they go

through puberty and adolescence and become adults

K3T1111 Support children through transitions in their lives eg

a Children aged 0–3 years as they make transitions from home to

daycare, room to room within a setting

b Children aged 3–7 years as they move between different settings 

c Children aged 7–12 years through transitions such as moving to a 

new school

d Young people aged 12–16 years, transitions including preparing to

leave school or move from home

Unit CCLD 303
Promote children’s development

14 Unit CCLD 303



Unit evidence requirements 
Unit number: CCLD 303

Unit title: Promote children’s development

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge for the age range with whom you work. Where you work

across different age ranges you will need to select the age range for which you are

likely to be able to provide the most comprehensive and high quality evidence.

In addition to the above you are required to provide evidence of your detailed

knowledge and understanding of child and young person development for each of

the age ranges:

0–3 years 

3–7 years

7–12 years

12–16 years

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

Required sources of performance and knowledge evidence:
Observation is the required assessment method to be used to evidence some part

of each element. Expert witnesses could supply additional evidence.

Your assessor will observe you in real work activities and this should provide most of

the evidence for the performance criteria for the elements in this unit. Your assessor

will also decide what knowledge and understanding you have demonstrated through

your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

because they are either contingencies or infrequently occurring events:

CCLD 303.2 performance criteria 5, 6, 7

CCLD 303.3 performance criteria 3

CCLD 303.4 performance criteria 2, 3

Unit CCLD 303
Promote children’s development
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Where observation has been used but your assessor needs to ensure that any

outstanding performance criteria and knowledge requirements are met and that

your performance is consistent your assessor will identify other sources of

performance and knowledge evidence.

• Expert witness testimony: Your assessor may identify an occupational expert

from your workplace who can provide a testimony about your work performance.

• Work products: These are non-confidential records made, or contributed to, by

you, eg curriculum plans.

• 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 eg child observations and assessments,

progress reports, individual plans.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg the planning cycle and the effectiveness of

provision in terms of outcomes for children, data protection laws and regulations

covering the sharing of information, knowledge and understanding of theoretical

frameworks of children’s development.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Level 3

Progression Award in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg the effectiveness of

your planning to meet children’s needs. You may also wish to use child studies,

case studies, evaluations of activities and routines, investigations and other forms

of evidence to meet the requirements of the unit. Assignments covering areas

such as disability and special educational needs, communication development,

nutrition antidiscrimination and equalities will prove useful evidence of your

knowledge and understanding for this unit.

Unit CCLD 303
Promote children’s development
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• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.

Unit CCLD 303
Promote children’s development
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What is this unit about? 
This unit is about the competence you need to reflect on your practice. Reflecting on

practice is a tool for self-evaluation and will enable you to develop and learn from

assessing your own practice. The unit also includes taking part in continuous

professional development and how this has been used to develop your practice.

Who is this unit for?
This unit is for people who work with children and young people in a range of settings

and services and who have supervisory responsibilities or who work unsupervised. 

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are:

304.1 Reflect on practice

304.2 Take part in continuing professional development 

Place in the N/SVQ framework
This is a mandatory unit in the level 3 N/SVQ in Children’s Care, Learning and

Development. It also occurs as a mandatory unit in level 3 Playwork N/SVQ PW10.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 2.2, 2.3 Communication: Intermediate 2

Improving Own Learning Working with Others: Intermediate 2

and Performance: 4.1, 4.2, 4.3 Problem Solving: Intermediate 2

Working with Others: 3.2, 3.3

Problem Solving: 3.1, 3.2, 3.3

Unit CCLD 304
Reflect on and develop practice
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What we mean by some of the words used in this unit
Best practice benchmarks
Widely agreed as providing the most advanced, up-to-date thinking and practice

against which you can measure what you are doing: not minimum standards.

Benchmarks can be statutory/regulatory or based on other requirements 

or research.

Continuing professional development
On-going training and professional updating.

Processes, practices and outcomes
How you do things, what you do and what you achieve.

Reflective practice
The process of thinking about and critically analysing your actions with the goal of

changing and improving occupational practice.

Unit CCLD 304
Reflect on and develop practice
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Element CCLD 304.1
Reflect on practice

Performance criteria
This is the national standard which you must meet:

1 Monitor processes, practices and outcomes from your own work

2 Evaluate your own performance (achievements, strengths and weaknesses) using

best practice benchmarks

3 Reflect on your interactions with others

4 Share your reflections with others and use their feedback to improve your 

own evaluation

5 Use reflection to solve problems

6 Use reflection to improve practice 

Unit CCLD 304
Reflect on and develop practice
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Element CCLD 304.2
Take part in continuing professional development

Performance criteria
This is the national standard which you must meet:

1 Identify areas in your knowledge, understanding and skills where you could

develop further

2 Develop and negotiate a plan to develop your knowledge, skills and

understanding further

3 Seek out and access opportunities for continuing professional development as

part of this plan

4 Use continuing professional development to improve your practice

Unit CCLD 304
Reflect on and develop practice

04 Unit CCLD 304



What you must know and understand
To be competent in this unit, you must know and understand the following:

K3P222 Why reflection on practice and evaluation of personal effectiveness 

is important

K3D223 How learning through reflection can increase professional knowledge 

and skills

K3D224 How reflection can enhance and use personal experience to increase

confidence and self-esteem

K3D225 Techniques of reflective analysis:

a Questioning what, why and how

b Seeking alternatives

c Keeping an open mind

d Viewing from different perspectives

e Thinking about consequences

f Testing ideas through comparing and contrasting

g Asking ‘what if?’

h Synthesising ideas

i Seeking, identifying, and resolving problems

K3P226 Reflection as a tool for contrasting what we say we do and what we

actually do

K3D227 How to use reflection to challenge existing practice

K3P228 The difficulties that may occur as a result of examining beliefs, values, 

and feelings

K3P229 How to assess further areas for development in your skills and knowledge

through reflection, feedback and using resources such as the internet,

libraries, journals

K3P230 How to develop a personal development plan with objectives that are

specific, measurable, achievable, realistic and with timescales

K3P231 The availability and range of training and development opportunities in the

local area and how to access these

K3M232 The importance of integrating new information and/or learning in order to

meet current best practice, quality schemes or regulatory requirements

Unit CCLD 304
Reflect on and develop practice
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Unit evidence requirements
Unit number: CCLD 304 

Unit title: Reflect on and develop practice

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

Required sources of performance and knowledge evidence:
Observation is the required method to be used to evidence some part of this unit.

Expert witnesses could supply additional evidence.

Your assessor will observe you in real work activities and this should provide most of

the evidence for the performance criteria for the elements in this unit. Your assessor

will also decide what knowledge and understanding you have demonstrated through

your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

because they are either contingencies or infrequently occurring events:

CCLD 304.1 performance criteria 3, 5, 6

Unit CCLD 304
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Where observation was not required your assessor needs to ensure that all

performance criteria and knowledge requirements are met and that your

performance is consistent.

• Expert witness testimony: Your assessor may identify an occupational expert

from your workplace who can provide a testimony about your work performance.

• Work products: These are non-confidential records made, or contributed to, 

by you.

• 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 eg appraisals, performance indicators,

professional development plans.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg techniques of reflective analysis and how to

use these to improve personal practice and solve problems.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg records of continuing

professional development/supervision.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg reflecting on practice,

demonstrating the ability to monitor processes and practice to improve 

work outcomes.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.

Unit CCLD 304
Reflect on and develop practice
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What is this unit about? 
This unit is about ensuring and protecting the rights of children and the importance

of promoting children’s welfare. It includes the child’s right to have a voice and to be

protected and safeguarded. 

Who is this unit for?
This unit is for you if you work with children and have supervisory responsibilities or

work unsupervised in a setting or service whose main purpose is to support the care,

learning and development of children in partnership with their families. 

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are:

305.1 Promote equality of access 

305.2 Implement strategies, policies, procedures and practice for inclusion

305.3 Maintain and follow policies and procedures for protecting and 

safeguarding children

Place in the N/SVQ framework
This is a mandatory unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 4.1, 4.3 Communication: Higher

Improving Own Learning Working with Others: Intermediate 2

and Performance: 3.3 Problem Solving: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Application of Number: Intermediate 1

Problem Solving: 3.1, 3.2, 3.3

Application of Number: 2.1, 2.2, 2.3

Unit CCLD 305
Protect and promote children’s rights
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What we mean by some of the words used in this unit
Access
Opportunities for participation.

Anti-discriminatory practice
Taking positive action to counter discrimination: this will involve identifying and

challenging discrimination and being positive in your practice about differences and

similarities between people.

Child abuse
Where a child is suffering or likely to suffer significant harm including:

a Physical abuse 

b Emotional abuse

c Sexual abuse

d Neglect and failure to thrive not based on illness

e Bullying and harassment

or a combination of the above.

Child protection
A basic right of children to be protected from abuse.

Children
Children with whom you are working, except where otherwise stated.

Disability
A physical or mental impairment which has a substantial and long-term adverse

effect on the child’s ability to carry out normal day-to-day activities.

Disclosure of abuse
When a child tells you they have been abused.

Equality of access
Ensuring that discriminatory barriers to access are removed and that information

about provision is accessible to all families in the community.

Families
Includes parents (fathers and mothers) and carers and extended and chosen families

who contribute significantly to the well-being of individual children and who may or

may not have legal responsibility.

Inclusion
A process of identifying, understanding and breaking down barriers to participation

and belonging.

Unit CCLD 305
Protect and promote children’s rights
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Policies
What your organisation has agreed about its practices and procedures and how they

should be implemented.

Positive images
Accurate, non-stereotypical representations of people, reflecting the 

wider community.

Procedures
Steps your organisation has agreed need to be taken in certain situations.

Provision
Includes setting or service: this can be a physical setting or a peripatetic service

based in the community or other service.

Safeguarding
Includes protecting children from abuse and neglect alongside supporting 

their welfare.

Special educational needs (or equivalent term used in your home country)
Children with special educational needs learn differently from most children of the

same age. These children may need extra or different help from that given to 

other children.

Unit CCLD 305
Protect and promote children’s rights
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Element CCLD 305.1
Promote equality of access

Performance criteria
To meet the national standard you must:

1 Provide information for children, families and communities that promotes

participation and equality of access

2 Implement transparent procedures and information about access to provision to

meet the needs of all children

3 Welcome children from all backgrounds, ensuring barriers to participation are

identified and removed

4 Seek and respect the views and preferences of children, adapting your practice to

the child’s age, needs and abilities 

5 Involve all relevant local community groups in the setting or service and provide

information on local community resources

6 Find appropriate ways to provide information about equality of access to children

and families who have found services hard to access

7 Provide information to children about their rights and responsibilities in the

context of your setting

Unit CCLD 305
Protect and promote children’s rights
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Element CCLD 305.2
Implement strategies, policies, procedures and practice for inclusion

Performance criteria
This is the national standard which you must meet:

1 Use inclusive and anti-discriminatory practice in planning and delivery of

provision, according to current guidance

2 Provide an environment, activities and experiences that promote positive images

of children and reflect the wider society 

3 Assess and contribute to meeting the individual needs of children

4 Organise the provision to facilitate access and participation for disabled children

and children with special educational needs 

5 Promote all children’s entitlement to the full range of activities and 

learning experiences

6 Monitor by collecting relevant data, and evaluate how effective your provision is in

implementing inclusive practice and implement change to improve the service

you offer

7 Ensure confidentiality and privacy for children, except where their well-being is 

at stake

Unit CCLD 305
Protect and promote children’s rights
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Element CCLD 305.3
Maintain and follow policies and procedures for protecting and 

safeguarding children

Performance criteria
This is the national standard which you must meet:

1 Maintain and follow organisational procedures for the protection and

safeguarding of children 

2 Follow policies and procedures for safeguarding children in your local area

3 Recognise indicators of possible child abuse

4 Help children to protect themselves from abuse

5 Respond sensitively to a child’s disclosure of abuse

6 Promote an environment of openness and trust, allowing children to express

themselves in their chosen way

7 Follow safe working practices that protect children and practitioners

Unit CCLD 305
Protect and promote children’s rights
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3P233 Legislation covering children’s rights and laws covering equality and

inclusion within your home country and how these relate to your setting

K3P234 Work with children in the context of the UN Convention on the Rights of the

Child, eg the child’s right to self-expression, play, cultural identity, freedom

from exploitation

K3P235 The various forms of discrimination, the groups most likely to experience

discrimination and the possible effects of discrimination on the children

and families

K3P236 How inequalities are embedded in our society in all geographical areas

K3D237 The negative effects of inequalities on all children: this must include the

negative effects on children who are not themselves directly 

experiencing inequality

K3C238 Difficulties in accessing provision and services that might be experienced

by children and families and how procedures and practices can work to

overcome these and improve services

K3D239 What barriers to participation might be, eg attitudes, language, mobility;

lack of information/knowledge of the benefits of children’s services,

environmental barriers, discrimination and how you would ensure these

were recognised and removed

K3D240 The kinds of community resources and support that are available to

support equality of access, the scope of opportunities for referral if

necessary and sources of information for children and families

K3P241 How to ensure your provision aims to meet current guidance for

implementing inclusion and anti-discriminatory practice

K3D242 How to assess and plan for children’s needs drawing on available

resources and support services

K3D243 That children have a right to high quality provision that meets their

individual needs

K3P244 Organisational strategies and practice issues to ensure equal access and

compliance with legislation for disabled children and children with special

educational needs within your home country

K3P245 Techniques of monitoring (data collection, analysis and evaluation) to

assess the effectiveness of provision in implementing inclusive and 

anti-discriminatory practice 

K3P246 The requirements of legislation, regulation and codes of practice for

safeguarding and protecting children relevant to the home country where

the setting or service is located. The duty of all within the sector to

safeguard children, including: 

a Whistle blowing where there are concerns about colleagues or in other

difficult circumstances

b Where your concerns may not be seen to be taken seriously or followed

through when following normal procedures

K3P247 The importance of monitoring provision and the need for accountability to

children, parents, families and other agencies

Unit CCLD 305
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K3D248 The importance of partnerships with parents and families and how these

partnerships can be developed and supported

K3S249 The importance of following procedures without forming premature

judgments regarding suspected or actual abuse

K3S250 Understanding what increases a child’s vulnerability to abuse and

exploitation and the importance of empowerment, confidence and

resilience for a child’s welfare 

K3S251 Recognition of social factors eg substance abuse, and the possible

behaviours of adults involved in abuse of children

K3S252 Policies, procedures and the lines of reporting in the setting or service

concerning suspected or actual abuse

K3S253 Safe working practices that protect children and adults who work 

with them

K3D254 The importance of promoting children’s assertiveness, self confidence and

self-esteem to enable children to protect themselves

K3M333 The benefits of a multi-professional, multi-agency approach in maximising

the children’s experiences and learning, drawing on local communities and

external expertise
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Protect and promote children’s rights

08 Unit CCLD 305



Unit evidence requirements
Unit number: CCLD 305

Unit title: Protect and promote children’s rights

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

Required sources of performance and knowledge evidence:
Observation is the required assessment method to be used to evidence some part

of each element in this unit. Expert witnesses could supply additional evidence.

Your assessor will observe you in real work activities and this should provide most of

the evidence for the performance criteria for the elements in this unit. Your assessor

will also decide what knowledge and understanding you have demonstrated through

your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 305.1 performance criteria 6

Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent or where observation

was not required your assessor will identify other sources of performance and

knowledge evidence.

• Expert witness testimony: Your assessor may identify an occupational expert

from your workplace who can provide a testimony about your work performance.

Unit CCLD 305
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• Work products: These are non-confidential records made, or contributed to, by

you, eg policies and procedures, inclusion plans, data and evaluations on the

effectiveness of the provision in implementing inclusive practice, plans to provide

information about equality of access to children and families who have found

services hard to access.

• 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 eg records of participation for children with

disabilities/special educational needs.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg relevant legislation covering

equality/inclusion and children’s rights and how these are implemented in the

setting, the practical application of legislation covering equality of access.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg disability discrimination

training, training for special educational needs and codes of practice, child

protection training.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg assignments/case

studies covering the safeguarding and protection of children or inclusive practice

which acknowledge current legislation and policy. 

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. Your

assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about the planning and organisation of environments for children 

and families.

Who is this unit for?
This unit is for you if you work in a setting or service whose main purpose is to

support the care, learning and development of children in partnership with their

families. The unit is suitable if you have supervisory responsibilities or if you 

work unsupervised.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

306.1 Plan and provide an enabling physical environment for children 

306.2 Organise space and resources to meet children’s needs

306.3 Provide a caring, nurturing and responsive environment

306.4 Facilitate children’s personal care

Place in the N/SVQ framework
This is a group 1 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 2.2 Communication: Intermediate 1

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Application of Number: 2.1, 2.2, 2.3 Application of Number: Access 3

Information and Communication Information Technology: Access 3

Technology: 1.1, 1.2, 1.3
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What we mean by some of the words used in this unit
Children
The children with whom you are working, except where otherwise stated.

Creativity
The ability to make links and connections between one area of learning and another

and therefore extend understanding.

Culture
Everyone has a culture, which may change over time, and includes all factors that

contribute to the person’s life and experiences, such as social class, language,

religious beliefs and practices, family and community traditions. No culture is ‘better’

than another.

Equally accessible
Barriers to access have been removed.

Environment
Includes the physical environment, the ‘emotional’ environment, organisational and

procedural aspects of the environment.

Ethnicities
Refers to a person’s identification with a group that shares some or all of the same

culture, lifestyle, language, skin colour, religious beliefs and practices, nationality,

geographical region and history. Everyone has an ethnicity.

Families
Includes parents (mothers and fathers) and carers and extended and chosen families

who contribute significantly to the well-being of individual children and who may or

may not have legal responsibility.

Unit CCLD 306
Plan and organise environments for children and families
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Element CCLD 306.1
Plan and provide an enabling physical environment for children

Performance criteria
This is the national standard which you must meet:

1 Ensure the physical environment meets regulatory and health and 

safety requirements 

2 Develop and maintain systems and procedures for risk assessment and health 

and safety

3 Adapt the environment to meet children’s needs, according to their age,

abilities and additional requirements

4 Ensure barriers to participation are addressed

5 Organise both visual and tactile displays to stimulate children’s curiosity 

and involvement

6 Display children’s work in ways that build creativity and self-esteem, focusing on

the creative process not the end product

7 Ensure the physical environment supports the curriculum and planning for

children’s play and learning

8 Ensure the environment gives opportunity for exercise and physical play

9 Carefully organise and structure the physical environment to maximise sensory

experiences and play and learning opportunities of different types

Unit CCLD 306
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Element CCLD 306.2
Organise space and resources to meet children’s needs

Performance criteria
This is the national standard which you must meet:

1 Plan and organise the safe use of physical space to provide a comfortable and

stimulating environment for children

2 Organise furniture and equipment so that activities can be carried out safely

and allow children to move freely

3 Encourage children to be actively involved in decisions about their environment

4 Organise resources so they are accessible to children and enable choice 

and independence 

5 Use ICT to support play and learning

6 Adapt the environment to ensure it is equally accessible to all children

7 Ensure there are comfortable areas where children can go for quiet and privacy

Unit CCLD 306
Plan and organise environments for children and families

04 Unit CCLD 306



Element CCLD 306.3
Provide a caring, nurturing and responsive environment

Performance criteria
This is the national standard which you must meet:

1 Show that you value children and families and respect their culture, ethnicity,

faith, language and background

2 Help children to be positive about their own cultural backgrounds

3 Praise and acknowledge children’s efforts and achievements

4 Make sure you are consistent and fair in the way you deal with 

children’s behaviour

5 Provide consistent care and a stable environment for children that is suitable for

their age, needs and abilities, including meeting attachment needs by the

provision of key workers where this is necessary

6 Provide flexible routines to support children’s well-being

7 Allow flexibility and implement sensitive arrangements for new children who

are settling in

8 Explain any foreseeable changes to the child’s environment clearly and

honestly, providing reassurance, explanations and comfort for any 

unforeseen changes

9 Be available to children and families who wish to communicate with you

10 Be flexible and responsive to children’s changing needs and circumstances

11 Deal positively with conflict that may arise between children or families or

colleagues within the setting

12 Allow children to take responsibility for themselves and others and become

more independent, according to their age, needs and abilities

Unit CCLD 306
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Element CCLD 306.4
Facilitate children’s personal care

Performance criteria
This is the national standard which you must meet:

1 Encourage children to care for themselves, according to their age, needs 

and abilities

2 Ensure personal care routines support children’s protection and that of the

adults who work with them

3 Meet children’s physical care needs in ways that reflect the requirements of

individual children, and according to cultural and religious practices, so long as

this does not compromise the welfare of children

4 Provide drinking water throughout the time the children are present, if required

by the setting

5 Meet the children’s nutritional needs during the time they are present, if

required by the setting

6 Handle and store food safely, according to the requirements of the setting

7 Set up systems to deal with waste, according to the procedures of the setting

and regulatory requirements

8 Deal with children’s medicines or other specific medical requirements,

according to setting requirements and procedures

Unit CCLD 306
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3D255 Legislation and regulations covering the provision of an environment 

for children

K3H256 Legal and regulatory arrangements covering health and safety for the

children, colleagues, families and visitors in your setting or service.

Setting’s safety, safeguarding and protection, and emergency procedures

and policies, how these can be implemented and remain current, including

controls on substances harmful to health and other key aspects of health

and safety

K3H257 Safety factors and recognised standards of equipment and materials for

children. Importance of using equipment that is appropriate for the age,

needs and abilities of the child. The importance of following

manufacturers’ guidelines

K3H258 Safe layout and organisation of rooms, equipment, materials and outdoor

spaces, adapting the environment to ensure safety for children, according

to their age, needs and abilities 

K3D259 How to adapt the environment to meet the diverse needs of children for

whom you are responsible, according to their age, gender, individual

needs and abilities

K3H260 Routine safety checking and maintenance of equipment. Safe storage of

hazardous materials

K3D261 Legislation and regulation covering equality and equality of access,

including children who are disabled or have special educational needs

K3H262 Safe and effective practice underpinning the organisation, layout and

planning of the environment for children both indoor and outdoor

K3H263 When and how to use safety equipment such as safety gates, socket

covers, window and drawer catches, cooker guards, safety harnesses.

Safety in respect of animals, plants, sand pits and outdoor spaces 

K3D264 Materials and equipment, including ICT, that can be used to promote play

and development

K3D265 The range of different activities that should be available to maximise

learning and development opportunities and support a planned

curriculum where this is appropriate

K3D266 How the development of children is facilitated by a positive and enabling

environment and consistent routines 

K3D267 Ways of supporting children who are new to the setting, and their families

K3D268 The needs of children for quiet periods and privacy as well as

opportunities for social interaction with adults and other children

K3D269 The implications of children’s attachment needs for allocation of human

resources, continuity of care and stability and consistency within 

the environment

K3D270 How to support positive behaviour 

K3C271 How to deal positively with conflict and support a resolution

K3D272 The importance of respecting children’s background and culture and of

encouraging families to participate within the setting or service

Unit CCLD 306
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K3S273 The importance of protecting children during care routines and ensuring

they are not subject to abuse or exploitation at any time they are present in

the setting

K3P274 The importance of ensuring adults who work with children are suitable

according to regulatory requirements

K3S275 The importance of protecting adults who work with children and who may

become vulnerable to accusations of improper behaviour

K3H277 The nutritional needs of children and what constitutes nutritionally

balanced meals and snacks

K3H278 The requirements of special diets according to the needs of children 

and families

K3H279 The importance of acting upon information from families in cases where

children have food allergies

K3H280 The government’s guidelines on healthy eating and nutrition for children

and why it is important that these are followed by childcare practitioners

K3D281 The importance of physical exercise and activity for positive mental and

physical health

K3H282 Appropriate skin and hair care and the need for sensitivity to the diverse

needs of children with a range of skin colours or types or texture of hair,

being aware of the damage that can be done to children’s skin by exposure

to the sun, appropriate toiletries

K3H283 The need for good oral hygiene and how and why this can be encouraged

K3H284 How to deal with medicines, inhalers or drugs for long-term conditions

K3D285 The importance of sensitivity in supporting toilet training, not rushing or

expecting children to have control before they are ready

K3H286 Good hygiene practice: including principles of cross infection, appropriate

systems to dispose of different types of waste, food handling, handling

body fluids. Issues concerning spread of HIV and AIDS virus and hepatitis

Unit CCLD 306
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Unit evidence requirements
Unit number: CCLD 306

Unit title: Plan and organise environments for children and families

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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. Usually your

assessor or expert witness will observe you in real work activities and this should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 306.3 performance criteria 5, 8, 11

CCLD 306.4 performance criteria 2

Unit CCLD 306
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg plans for activities and curriculum plans, regulatory requirements

affecting the environment and your role in meeting these.

• 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 eg records of children and families.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg legislation and regulation covering the

childcare environment, use of the environment to support children’s learning 

and development.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Progression

Award Level 3 in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg how the environment

meets the individual needs of children and families, how the planning cycle can be

used to support and improve the environment.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.

Unit CCLD 306
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What is this unit about? 
This unit is concerned with promoting the health and physical development 

of children.

Who is this unit for?
This unit is for you if you work in a setting or service whose main purpose is to

support the care, learning and development of children in partnership with their

families. This unit is suitable for those with supervisory responsibilities or for those

who work unsupervised.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

307.1 Plan and implement physical activities and routines for children to meet their

physical development needs

307.2 Plan and provide food and drink to meet the nutritional needs of children

307.3 Promote children’s healthy physical development

Place in the N/SVQ framework
This is a group 1 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 2.2 Communication: Intermediate 1

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Unit CCLD 307
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What we mean by some of the words used in this unit
Activities
Purposeful conduct engaged in by the child to satisfy curiosity or achieve an

objective. Activities can include planned or unplanned, structured or unstructured

play, with or without equipment, as well as interactions with others.

Children
The children with whom you are working, except where otherwise stated.

Development
Children gaining skills and competence.

Ethnicities
Refers to a person’s identification with a group that shares some or all of the same

culture, lifestyle, language, skin colour, religious beliefs and practices, nationality,

geographical region and history. Everyone has an ethnicity.

Inclusion
A process of identifying, understanding and breaking down barriers to participation

and belonging.

Learning
Children obtaining new knowledge and understanding about something or acquiring

a new skill or changing behaviour as a result of experience.

Routines
The regular structure of the day, incorporating care routines, play and learning

activities that are carried out at similar times of day in sequence.

Unit CCLD 307
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Element CCLD 307.1
Plan and implement physical activities and routines for children to meet their

physical development needs

Performance criteria
This is the national standard which you must meet:

1 Plan indoor and outdoor activities that provide opportunities for children to

practise physical skills and develop competence

2 Make sure children involved in physical activity are wearing appropriate

clothing for their safety and given ‘warm up’ and ‘wind down’ opportunities

3 Ensure that the activities provided are in line with the overall plan for the setting

4 Adequately assess risk, in line with organisational policy, without limiting

opportunities to extend and challenge children’s skills and experience

5 Ensure that planned activities are inclusive and available to all children,

adapting plans as necessary to meet individual needs

6 Provide indoor and outdoor activities that develop balance, skill and 

co-ordination of large muscles 

7 Provide activities to support fine motor skills development

8 Provide indoor and outdoor activities that develop hand/eye co-ordination

9 Provide activities that encourage co-operation, sharing and turn taking 

among children

10 Encourage children to extend their range and level of skills and reward their

efforts and achievements

11 Plan and implement routines that allow children to rest and recover from

physical exercise

Unit CCLD 307
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Element CCLD 307.2
Plan and provide food and drink to meet the nutritional needs of children

Performance criteria
This is the national standard which you must meet:

1 Plan menus, snacks and drinks that meet the dietary and nutritional needs of

children in your care

2 Ensure the food and drink provided is in line with government guidelines,

current best practice on healthy eating and is prepared according to dietary

and cultural requirements

3 Involve children in the planning and preparation of food or snacks, according to

their capabilities

4 Encourage children to make healthy choices about food and help them

understand the link between food and health 

5 Provide food, snacks and drinks that are interesting and will stimulate children’s

awareness of the variety of different food and drinks

6 Provide food and drink for children with special dietary requirements that

meets their nutritional needs

7 Document information regarding special dietary requirements and share this

with all those in contact with the child

8 Ensure that high standards of hygiene are maintained when storing and

preparing food and drink, in line with government guidelines and best practice

9 Encourage children’s independence in feeding routines, according to family

requirements and practice
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Element CCLD 307.3
Promote children’s healthy physical development

Performance criteria
This is the national standard which you must meet:

1 Provide opportunities for children to learn about how their bodies work and

their health needs

2 Provide opportunities for discussion about healthy physical development,

according to the child’s age, needs and abilities

3 Support children in making positive health decisions and choices and provide

information according to government guidelines and best practice

4 Ensure children who have chronic illnesses or physical difficulties can

participate positively in discussions and activities

Unit CCLD 307
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3D287 How you adapt your practice to meet the health and physical development

needs of children, taking into account age, gender, ethnicities, individual

needs and abilities

K3D288 The type of indoor and outdoor activities that will encourage balance, 

co-ordination, gross and fine motor skills, manipulative skills and hand/eye 

co-ordination

K3D289 In what circumstances you might change routines or activities; how you

would adapt existing or planned activities or routines

K3H290 What the organisation’s policies and practices are regarding risk

assessment and safety and why it is important to follow these

K3D291 What is meant by challenging activities for individual babies and children

and the link between challenging activities and developmental progress

K3D292 How you encourage children to extend their range of skills 

and achievements

K3D293 How to provide opportunities for children to rest and recover from physical

activity and why this is important

K3H294 How to carry out risk assessment that takes all reasonable precautions

without restricting opportunities for development; how organisational

policy can support this

K3H295 The government’s guidelines on healthy eating and nutrition for children

and why it is important that these are followed by childcare practitioners

K3H296 What are appropriate foods to give to children, what foods are unsuitable

and why

K3H297 Special dietary requirements and food preparation, related to culture,

ethnicity or religious beliefs

K3S298 Why it is important that all dietary information is documented and shared

with others eg food allergies

K3H299 How you can encourage healthy eating practices in children 

K3H300 The need for good oral hygiene and how and why this can be encouraged

K3H301 Principles of cross infection and basic food hygiene

K3H302 Correct disposal of different types of waste according to procedures and

why this is required

K3H303 Activities that can be undertaken by children to raise awareness of their

own bodies and their health needs, according to their age, gender, needs

and abilities

K3H304 Details of health surveillance of children and young people, the role of

immunisations and information on regimes for children

K3H305 How chronic illnesses may affect physical development and how to access

further information and support about particular conditions
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Unit evidence requirements
Unit number: CCLD 307

Unit title: Promote the health and physical development of children

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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. Usually your

assessor or expert witness will observe you in real work activities and this should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 307.3 performance criteria 4
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent your assessor will

identify other sources of performance and knowledge evidence these could include.

• Work products: These are non-confidential records made, or contributed to, by

you, eg curriculum plans, documented routines, menus, health 

education information.

• 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 eg individual child records, risk assessments.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg health and safety policies and procedures

for risk assessment, understanding of positive health and how to share this

effectively with children and families.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Progression

Award Level 3 in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg the effectiveness of

aspects of promoting the health and physical development of children.

Assignments on nutrition or specific health issues may provide useful evidence.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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Unit CCLD 308
Promote children’s well-being and resilience
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What is this unit about? 
This unit is about helping children to develop self reliance, self-esteem and emotional

resilience. It is concerned with how practitioners provide an emotional environment

that supports, affirms and values children and helps them to manage their own

feelings and their relationships with others.

Who is this unit for?
This unit is for you if you work in a setting or service whose main purpose is to

support the care, learning and development of children in partnership with their

families. This is for practitioners who have responsibility for children’s well-being

within a setting or service and who may be in a supervisory role or 

work unsupervised.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

308.1 Enable children to relate to others

308.2 Provide a supportive and challenging environment

308.3 Enable children to take risks safely

308.4 Encourage children’s self reliance, self-esteem and resilience

Place in the N/SVQ framework
This is a group 1 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 2.1a, 2.2 Communication: Intermediate 1

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2



What we mean by some of the words used in this unit
Affirmation
Positive encouragement and confirmation of ability or value as a person.

Challenge
Experiment and test the extent and limits of one’s ability.

Children
Children with whom you work, unless otherwise stated.

Empathy
The ability to see things from another person’s perspective and gain insight into 

their feelings.

Emotional competence
The ability to understand, manage and express the social and emotional aspects of

one’s life in ways that enable the development of life skills.

Resilience
The ability to withstand normal everyday disappointments, hurts and assaults on

one’s confidence without it affecting self-esteem.

Risk assessment
The assessments that must be carried out in order to identify hazards and find out

the safest way to carry out certain tasks and procedures.

Self-esteem
Self confidence; taking comfort in one’s self as a valued person.

Self reliance
Personal autonomy and independence, ability to solve own problems.

Well-being
Physical and mental good health, resulting in a positive outlook and feelings 

of happiness.
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Element CCLD 308.1
Enable children to relate to others

Performance criteria
This is the national standard which you must meet:

1 Demonstrate respect and value for children’s views, opinions and feelings

2 Encourage children to consider the feelings of others

3 Encourage children to share and co-operate in joint activities

4 Help children to identify the boundaries of acceptable and 

unacceptable behaviour

5 Reflect and acknowledge positive aspects of children’s behaviour and interactions

6 Recognise developmentally appropriate behaviour

7 Demonstrate respect and value for children’s capabilities and strengths

8 Positively value diversity and demonstrate acceptance of similarities 

and differences
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Element CCLD 308.2
Provide a supportive and challenging environment

Performance criteria
This is the national standard which you must meet:

1 Provide a calm and accepting environment which allows children to experience

and express their feelings safely

2 Encourage children to try new activities and experiences

3 Positively reward children’s efforts and achievements

4 Support children in managing failure and disappointment

5 Help children to predict, recognise and accept the consequences of their actions

6 Help children support each other through challenging activities and achievements

7 Demonstrate acceptance and respect for children’s individuality

8 Demonstrate honesty and openness in interactions with children
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Element CCLD 308.3
Enable children to take risks safely

Performance criteria
This is the national standard which you must meet:

1 Carry out risk assessment in line with organisational policy, without limiting

opportunities to extend and challenge children’s skills 

2 Demonstrate awareness of the capabilities and competence of individual children

3 Allow children to set their own limits within the framework of risk assessment 

4 Encourage children to assess risks to themselves and others from their activity

and behaviour 

5 Intervene in situations where children are at risk of harm

6 Clearly agree boundaries and limits with children and the reasons for these

7 Help children manage and monitor their own behaviour and that of others 

8 Supervise children according to legislation and accepted policy and practice in 

the setting
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Element CCLD 308.4
Encourage children’s self reliance, self-esteem and resilience

Performance criteria
This is the national standard which you must meet:

1 Engage with and provide focussed attention to individual children

2 Communicate with children openly and honestly in ways that are not judgmental

3 Praise specific behaviour that you wish to encourage

4 Direct any comments, whether positive or negative, towards the demonstrated

behaviour, not the individual child

5 Treat children with respect and consideration as individual people in their 

own right 

6 Help children to choose realistic goals that are challenging but achievable

7 Show empathy to children by demonstrating understanding of their feelings and

point of view

8 Encourage children to take decisions and make choices

9 Work with colleagues and other professionals as required, to encourage children’s

self-esteem and resilience
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3H306 How to carry out risk assessment that takes all reasonable precautions

without restricting opportunities for development; how organisational

policy can support this

K3D307 Factors that affect resilience in children 

K3D308 How you might support children’s resilience, according to the child’s age,

needs and abilities

K3D309 The link between children’s ability to relate to others and their emotional

well-being and resilience

K3D310 The concept of an emotionally safe environment that allows children to

express their feelings freely

K3D311 The importance of trust, openness and honesty in practitioners’

relationships with children

K3D312 How you can help children understand, express and manage their feelings

K3D313 Why it is important for children to challenge and test their abilities and the

relationship between this and self-esteem 

K3D314 How you can encourage and support children to test and stretch their

skills and abilities; how you help them manage success and failure in ways

that do not damage their self-esteem

K3D315 What is meant by focussed attention, why this is important to children’s

self-esteem and how you provide such attention

K3D316 The importance of not judging children; why comments should be directed

at behaviour rather than the individual and the link between this and

children’s resilience and positive self-esteem 

K3C317 How you demonstrate empathy and understanding to children, including

the language and expressions you might use

K3P318 How you recognise and manage your own negative feelings eg lack of

confidence and feelings of inadequacy
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Unit evidence requirements
Unit number: CCLD 308

Unit title: Promote children’s well-being and resilience

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge. 

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit. 

If your 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. Usually your

assessor or expert witness will observe you in real work activities and this should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 308.3 performance criteria 5

CCLD 308.4 performance criteria 9
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg policies and procedures covering risk, behaviour policies.

• 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 eg individual child or family records.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg legislation and regulation covering health,

safety and risk, how to promote self-reliance and resilience within the setting, how

to supervise children effectively allowing for risk and challenge.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Progression

Award Level 3 in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg how to meet individual

children’s needs, how to work with colleagues and other professionals to

encourage children’s self-esteem and resilience.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about?
This unit includes planning and implementing curriculum frameworks for early

education within the four home countries. It includes the development of curriculum

plans according to the framework being followed, the implementation of plans and

the monitoring and evaluation following implementation. The unit relates to work

with younger children in the early stages of education.

Who is this unit for?
This unit is for you if you work with children who are receiving early education. 

You may have supervisory responsibilities or work unsupervised. Early education

frameworks vary between the four home countries and you will need to relate each

part of the unit to your own country and workplace.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are:

309.1 Develop curriculum plans according to requirements

309.2 Implement curriculum plans

309.3 Monitor and reflect on implementation of curriculum frameworks

Place in the N/SVQ framework
This is a group 1 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development. 

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 2.2, 2.3 Communication: Intermediate 1

Improving Own Learning Working with Others: Intermediate 2

and Performance: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Information Technology: Access 3

Problem Solving: 3.1, 3.2, 3.3

Information and Communication 

Technology: 1.1, 1.2, 1.3
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What we mean by some of the words used in this unit
Adequate resources
Sufficient human and material resources to deliver the curriculum.

Anti-discriminatory practice
Taking positive action to counter discrimination: this will involve identifying and

challenging discrimination and being positive in your practice about people’s

similarities and differences.

Children
The children with whom you are working, except where otherwise stated.

Early education framework 
Frameworks that are discretionary or statutory, currently in use in your 

home country.

Ethnicities
Refers to a person’s identification with a group that shares some or all of the same

culture, lifestyle, language, skin colour, religious beliefs and practices, nationality,

geographical region and history. Everyone has an ethnicity.

Families
Includes parents (mothers and fathers) and carers and extended and chosen families

who contribute significantly to the well-being of individual children and who may or

may not have legal responsibility.

Inclusion
A process of identifying, understanding and breaking down barriers to participation

and belonging.

Integrated approach
Pulling together different areas of learning into activities and experiences.

Learning styles 
Styles people prefer to use when learning and that help them to learn best, such as a

focus on seeing, hearing or doing.

Monitoring strategies
Methods, planning and approaches to monitoring.

Parents
Those (mothers and fathers) who have formally and legally acknowledged parental

responsibility for the continuous care and well-being of the child in question,

whether biologically related or not.

Planned activities
Activities that form part of the curriculum plans.

Unit CCLD 309
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Relevant adults
Any adult who has an interest in ensuring plans are fit for purpose.

Relevant inspection regime
Inspectorates in your home country that register and inspect your setting.

Reflect
The process of thinking about and critically analysing your actions with the goal of

changing and improving occupational practice.
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Element CCLD 309.1
Develop curriculum plans according to requirements

Performance criteria
This is the national standard which you must meet:

1 Research and extract relevant information from curriculum documents on

which to base your planning

2 Consult with relevant adults when drawing up your plans, taking into account

the resource implications

3 Draw up short, medium and long-term plans, according to the requirements of

the curriculum framework in your home country

4 Cover each area of the curriculum, emphasising an integrated approach and

using children’s play as a key vehicle for delivery 

5 Plan, taking into account the pattern of the children’s attendance and their

need for a balanced programme, including time to rest and restore energy

6 Ensure that adequate and appropriate resources are available for the

implementation of the early education framework in your setting

7 Take into account the individual needs of children involved, including their

different learning styles and starting points and prepare your plans accordingly

8 Ensure your plans include use of ICT to support learning and development 

9 Clearly define the roles and responsibilities of those who are involved

10 Include children, parents and families and external expertise in the planning

process, as appropriate to your setting

11 Ensure that your plans reflect inclusion and anti-discriminatory practice

Unit CCLD 309
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Element CCLD 309.2
Implement curriculum plans

Performance criteria
This is the national standard which you must meet:

1 Communicate the plans to all relevant people within the setting, discussing

roles and responsibilities

2 Regularly refer to available curriculum guidance documents to assist with

implementation of the curriculum plans

3 Check the understanding of other adults involved in the delivery of the

curriculum, clarifying issues as required 

4 Provide planned curriculum activities and experiences that meet the needs of

the children in your setting, flexibly changing and adapting plans as required to

meet the needs of all the children

5 Provide a stimulating, enjoyable and carefully planned learning environment,

using indoor and outdoor spaces 

6 Use everyday routines to enhance learning

7 Encourage children’s participation, ensuring a balance between structured

activities and freely chosen play

8 Have high expectations of children and commitment to raising their

achievement, based on a realistic appraisal of their capabilities and what they

might achieve

9 Support and extend play to encourage learning, drawing on your knowledge of

individual children and their preferred learning styles

10 Regularly check and discuss children’s progress and that of the group,

consulting with families and other adults as appropriate

11 Be sensitive to children’s achievements and recognise when they are ready to

move on

12 Seek additional support if children are not progressing as expected

13 Keep appropriate records
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Element CCLD 309.3
Monitor and reflect on implementation of curriculum frameworks

Performance criteria
This is the national standard which you must meet:

1 Develop monitoring strategies and documentation, as required by the

curriculum framework in your home country

2 Regularly communicate with parents, families and other adults to support

monitoring of curriculum frameworks

3 Check that each area of the curriculum is implemented to a consistent quality,

according to requirements of your setting and relevant inspection regime

4 Monitor the participation and learning of all the children in the setting

5 Reflect on your practice in the light of your work in planning and implementing

curriculum frameworks
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3D319 Detail of the early education curriculum requirements in your 

home country

K3P320 Requirements of the relevant inspectorates

K3D321 Sources of support in respect of planning and curriculum development,

drawing on available best practice

K3D322 The kinds of equipment, materials and activities that support the

implementation of a learning curriculum, using play as a vehicle 

for delivery

K3D323 Effective use of ICT to support the curriculum

K3D324 Theoretical approaches to how children learn and develop and how these

might influence practice

K3D325 How children’s learning is affected by their stage of development 

K3D326 The importance and implications of a differentiated approach to the

provision of learning experiences for children

K3D327 The effects of low self-esteem and lack of confidence on learning

K3D328 The benefits to children of learning through play and not relying on formal

experiences and activities that are inappropriate for the child’s age, needs

and abilities

K3D329 How to support and extend play opportunities to encourage learning

K3D330 That children learn in different ways and have individual learning styles 

and preferences 

K3D331 Specific issues for children’s development and learning in multilingual or

bilingual settings or where children are learning through an 

additional language

K3D332 How you adapt your practice to meet the individual needs of all the

children in your setting, including different ages, gender, cultures and

ethnicities, needs, abilities and learning styles
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Unit evidence requirements
Unit number: CCLD 309

Unit title: Plan and implement curriculum frameworks for early education

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit. 

If your 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. Usually your

assessor or expert witness will observe you in real work activities and this should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 309.1 performance criteria 10

CCLD 309.2 performance criteria 4

CCLD 309.3 performance criteria 5
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent or where observation

or expert witness testimony was not required your assessor will identify other

sources of performance and knowledge evidence. 

• Work products: These are non-confidential records made, or contributed to, by

you, eg curriculum plans, plans or timetables for the deployment of colleagues,

monitoring documentation, information provided for parents.

• 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 eg individual child records, confidential or

commercial information, information about the setting and its effectiveness in

providing learning such as inspection reports.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg early education frameworks used within

your home country, principles of delivery of the curriculum.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg other vocationally related

qualifications, training on the early education curriculum, courses on 

learning styles.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg how you ensure that

you maintain high expectations of children based on realistic appraisals of their

capabilities, how you assess children’s individual learning styles and provide

appropriate learning activities.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit includes assessing children’s progress within curriculum frameworks for

early education within the four home countries. It includes the identification and

planning of assessment requirements and assessing and recording progress. 

Both formative and summative assessments are covered within the unit.

Who is this unit for?
This unit is for you if you work with children who are receiving early education. You

may have supervisory responsibilities or work unsupervised. Early education

frameworks vary between the four home countries and you will need to relate each

part of the unit to your own country and workplace.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are:

310.1 Identify and plan assessment requirements of curriculum frameworks

310.2 Assess and record children’s progress in consultation with others

Place in the N/SVQ framework
This is a group 1 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 2.2, 2.3, 3.2, 3.3 Communication: Intermediate 1 and 2

Improving Own Learning Working with Others: Intermediate 2

and Performance: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Information Technology: Access 3

Problem Solving: 3.1, 3.2, 3.3

Information and Communication 

Technology: 1.1, 1.2, 1.3

Unit CCLD 310
Assess children’s progress according to curriculum
frameworks for early education
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What we mean by some of the words used in this unit
Adequate resources
Sufficient human and material resources to assess children’s progress.

Assessment methods
The method used to assess the child’s progress eg daily observations, diary notes or

structured formal assessments based on checklists or profiles.

Early education curriculum framework
Frameworks that are discretionary or statutory, currently in use in your 

home country.

Families
Includes parents (mothers and fathers) and carers and extended and chosen families

who contribute significantly to the well-being of individual children and who may or

may not have legal responsibility.

Formative assessment
Initial and on-going assessment.

Planning cycle 
Constant cycle of planning, implementing, reviewing/evaluating.

Relevant adults
Any adult who has an interest in ensuring plans are fit for purpose.

Relevant inspectorates
Inspectorates in your home country that register or inspect your setting.

Summative assessment 
Assessment that summarises findings and may draw overall conclusions.

Variety of sources
Other colleagues, family members, other agencies or professionals, records from

previous settings, information from the child concerned.

Unit CCLD 310
Assess children’s progress according to curriculum
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Element CCLD 310.1
Identify and plan assessment requirements of curriculum frameworks

Performance criteria
This is the national standard which you must meet:

1 Research and extract relevant information from national or local curriculum

documents on which to base your assessments

2 Consult with relevant adults when planning assessments

3 Plan assessments according to local or national requirements

4 Plan for on-going formative assessment of progress and for summative

assessment, according to national, local or setting requirements

5 Clearly define the roles and responsibilities of those who are involved

6 Include children, families and external expertise in the assessment planning

process, as appropriate to your setting

7 Ensure that adequate resources are available for the assessment process and

those involved are confident and well informed

8 Check that those involved are clear about assessment methods and

requirements and the importance of making clear judgments based on a variety

of sources

Unit CCLD 310
Assess children’s progress according to curriculum
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Element CCLD 310.2
Assess and record children’s progress in consultation with others

Performance criteria
This is the national standard which you must meet:

1 Communicate requirements to all relevant people within the setting, discussing

roles and responsibilities 

2 Regularly refer to available guidance to assist with assessing 

children’s progress

3 Draw on everyday observation and assessment and your knowledge of

individual children to inform your assessments 

4 Undertake formative and summative assessments, using agreed methods 

5 Liaise with others who will use your assessment information to inform planning

for the children concerned

6 In consultation with children and families, seek additional support from

appropriate sources if children are not progressing as expected, and where

necessary refer to external agencies 

7 Share your assessment findings with those who need the information and

maintain appropriate confidentiality

8 Involve children, families and colleagues’ expertise in the assessment process,

as appropriate

9 Record assessments, according to setting, local or national requirements

10 Use children’s assessments to identify areas for improving practice

Unit CCLD 310
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3D331 Specific issues for children’s development and learning in multi lingual or

bilingual settings or where children are learning through an 

additional language

K3D325 How children’s learning is affected by their stage of development 

K3D335 Current theoretical approaches to how children learn and develop

K3D336 Detail of the approach to assessment of children’s progress within early

education curriculum frameworks, eg use of profiling

K3M337 Requirements of the relevant inspectorates

K3M338 Safeguards that need to be in place when assessing children and the need

for objectivity

K3M339 The basic provisions of data protection legislation relevant to your work

K3D340 The possible effects on learning of low self-esteem, lack of confidence and

being the subject of discrimination

K3D341 How to use assessments of children’s progress as part of the 

planning cycle

K3P342 Using assessments of children’s progress to inform staff development and

improve provision

Unit CCLD 310
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Unit evidence requirements
Unit number: CCLD 310

Unit title: Assess children’s progress according to curriculum frameworks for 

early education

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge. 

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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. Usually your

assessor or expert witness will observe you in real work activities and this should

provide most of the evidence for the performance criteria for element 2 in this unit.

Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 310.2 performance criteria 1, 3, 6

Unit CCLD 310
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Where observation was not required your assessor needs to ensure that all

performance criteria and knowledge requirements are met and that your

performance is consistent.

• Work products: These are non-confidential records made, or contributed to, by

you, eg child assessment documentation, guidance on assessing 

children’s progress.

• 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 eg individual child records, observations and

assessments and other documented evidence.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg early education frameworks, the role and

purpose of assessments.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Progression

Award Level 3 in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg the use of children’s

assessments to identify areas for improving practice.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.

Unit CCLD 310
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What is this unit about?
This unit is about providing direction to the members of your team and motivating

and supporting them to achieve the objectives of the team and their personal 

work objectives.

Who is this unit for?
The unit is recommended for supervisors of settings or services whose main

purpose is children’s care, learning and development.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Origin of unit
This unit originates from the National Occupational Standards for Management and

Leadership B5.

Content of unit
This unit is not divided into individual elements.

Place in the N/SVQ framework
This is a group 1 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 4.1, 4.2, 4.3 Communication: Higher

Working with Others: 4.1, 4.2, 4.3 Working with Others: Higher

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Unit CCLD 311
Provide leadership for your team
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Skills 
Listed below are the main generic ‘skills’ which need to be applied in providing

leadership for your team. These skills are explicit/implicit in the detailed content of

the unit and are listed here as additional information.

• Communicating

• Planning

• Team building

• Leading by example

• Providing feedback

• Setting objectives

• Motivating

• Consulting 

• Problem solving

• Valuing and supporting others

• Monitoring

• Managing conflict

• Decision making

• Following 

Unit CCLD 311
Provide leadership for your team

02 Unit CCLD 311



Outcomes of effective performance (performance criteria)
This is the national standard which you must meet:

1 Set out and positively communicate the purpose and objectives of the team to

all members

2 Involve members in planning how the team will achieve its objectives

3 Ensure that each member of the team has personal work objectives and

understands how achieving these will contribute to achievement of the 

team’s objectives

4 Encourage and support team members to achieve their personal work

objectives and those of the team and provide recognition when objectives have

been achieved

5 Win, through your performance, the trust and support of the team for 

your leadership

6 Steer the team successfully through difficulties and challenges, including

conflict within the team

7 Encourage and recognise creativity and innovation within the team

8 Give team members support and advice when they need it, especially during

periods of setback and change

9 Motivate team members to present their own ideas and listen to what they say

10 Encourage team members to take the lead when they have the knowledge and

expertise and show willingness to follow this lead

11 Monitor activities and progress across the team without interfering

Behaviours which underpin effective performance
1 You create a sense of common purpose

2 You take personal responsibility for making things happen

3 You encourage and support others to take decisions autonomously

4 You act within the limits of your authority

5 You make time available to support others

6 You show integrity, fairness and consistency in decision-making

7 You seek to understand people’s needs and motivations

8 You model behaviour that shows respect, helpfulness and co-operation

Unit CCLD 311
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What you must know and understand
To be competent in this unit, you must know and understand the following:

General knowledge and understanding
311K01 Different ways of communicating effectively with members of a team

311K02 How to set objectives which are SMART (Specific, Measurable, Achievable,

Realistic and Time-bound)

311K03 How to plan the achievement of team objectives and the importance of

involving team members in this process

311K04 The importance of, and being able to show team members how personal

work objectives contribute to achievement of team objectives

311K05 That different styles of leadership exist

311K06 How to select and successfully apply a limited range of different methods

for motivating, supporting and encouraging team members and

recognising their achievements

311K07 Types of difficulties and challenges that may arise, including conflict within

the team, and ways of identifying and overcoming them

311K08 The importance of encouraging others to take the lead and ways in which

this can be achieved

311K09 The benefits of and how to encourage and recognise creativity and

innovation within a team

Sector specific knowledge and understanding
311K10 Legal, regulatory and ethical requirements in the sector

Context specific knowledge and understanding
311K11 The members, purpose, objectives and plans of your team

311K12 The personal work objectives of members of your team

311K13 The types of support and advice that team members are likely to need and

how to respond to these

311K14 Standards of performance for the work of your team

Unit CCLD 311
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Unit evidence requirements
Unit number: CCLD 311

Unit title: Provide leadership for your team

Evidence requirements for this unit:
The format of the evidence requirements are different for this unit which originates

from the National Occupational Standards for Management and Leadership where it

appears as Unit B5.

In order to achieve this unit, you must demonstrate that you meet all the

requirements of the unit. This means all of the stated outcomes and behaviours and

every item of knowledge and understanding. Your assessor must be able to observe

you in the workplace or you must provide the following tangible evidence to 

your assessor.

Please note that simulation is not allowed for this unit ie all your evidence must

relate to real work activities.

Required sources of performance and knowledge evidence:

Unit CCLD 311
Provide leadership for your team

05Unit CCLD 311

Outcomes

01

02

03

11

• notes and other records of meetings with individuals and

the team you have led to discuss and agree objectives and

work plans

• individual and team objectives and work plans or schedules

you have agreed

• records of own appraisal or performance review meetings

with manager regarding your role in agreeing individual and

team objectives and work plans

• personal statement (commentary on how you involved team

members in agreeing demanding but realistic individual and

team objectives and work plans)

• witness statements by team members (how you encourage

them to set demanding but realistic objectives and accept

responsibility for achieving them)

• data on the quantity and quality of individual and team

performance, showing achievement of objectives and plans

• notes or other records of meetings, showing how individual

and team problems have been resolved

1, 2, 3, 4,

5, 6, 7

1, 2, 4, 5,

6, 7

2, 3, 4, 5,

6, 7, 8

1, 2, 3, 4,

5, 6, 7, 8

1, 2, 3, 5,

6, 7, 8

1, 2, 3, 4,

5, 6, 7, 8,

9, 10

1, 2, 3, 4,

5, 6, 7, 8

01, 02, 03,

04, 05, 06,

08,

02, 03, 04

02, 03, 04,

06, 07, 08

01, 02, 03,

04, 05, 06,

08

02, 03, 04,

07

03, 05, 06,

07, 08, 09

10

10

10

10

10

10

11, 12, 13,

14

11, 12, 14

11, 12, 13,

14

11, 12, 13,

14

11, 12, 14

13, 14

Evidence of outcomes:
possible examples of evidence Behaviours

Knowledge and understanding
See note1

General

Sector

specific

Context

specific

1 The numbers of the knowledge and understanding items matches those in the standards where they can be found with the 

prefix 311K

Plans and objectives you have agreed with your team:

Records of the performance of the team and its members:
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Outcomes

03

04

05

06

08

09

10

11

02

05

06

07

08

09

10

• personal statement (commentary on how you motivated

individuals, encouraged them to take responsibility, and

dealt with individual and team problems)

• witness statements by team members (how you helped

them to overcome problems and motivated them to achieve

objectives and take on responsibility for activities)

• notes and materials produced during creative 

ideas-generation activities

• records of agreement by managers to introduce innovative

ideas developed by the team

• data on performance improvements arising directly from

innovations proposed by the team 

• records of own appraisal or performance review meetings

with manager regarding your role in encouraging creativity

and innovation in the team

• personal statement (commentary on how you led the team

in developing creative ideas and innovation)

• witness statements by team members (how you led them to

develop creative ideas and innovation)

1, 2, 3, 4,

5, 6, 7, 8,

9, 10

1, 2, 3, 4,

5, 6, 7, 8,

9, 10

1, 2, 3, 4,

5, 6, 7, 8

1, 2, 3, 4,

5, 6, 7, 8

1

1, 2, 3, 4,

6, 8

1, 2, 3, 4,

5, 6, 7, 8

1, 2, 3, 4,

5, 6, 7, 8

01, 03, 04,

05, 06, 07,

08

05, 06, 07,

08, 09

03, 09

03, 06, 09

06, 08, 09

01, 05, 06,

09

10

10

10

10

10

10

11, 12, 13,

14

11, 13, 14

14

14

13

11, 12, 13,

14

Evidence of outcomes:
possible examples of evidence Behaviours

Knowledge and understanding
See note1

General

Sector

specific

Context

specific

Records of how you encouraged creativity and innovation in the team:



What is this unit about? 
This unit is about the process of observing babies and children under 3 years,

assessing and recording the results of observations and using them to plan

environments, routines and activities that will enhance development. It includes

methods of observation and assessment, strategies and planning.

Who is this unit for?
This unit is most suitable for you if you have supervisory responsibilities or work

unsupervised and have responsibility for planning positive environments that will

enhance the development of babies and children under 3 years.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are:

312.1 Observe, assess and record developmental progress of babies and children

under 3 years

312.2 Communicate with babies and children under 3 years to develop 

positive relationships

312.3 Plan and implement activities to enhance development

312.4 Exchange information and respond to parents’ needs and preferences for

their babies and children under 3 years

Place in the N/SVQ framework
This is a group 1 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 3.2, 3.3 Communication: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Unit CCLD 312
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What we mean by some of the words used in this unit
Activities
Purposeful conduct engaged in by the child to satisfy curiosity or achieve an

objective. Activities can include planned or unplanned, structured or unstructured

play with or without equipment, as well as interactions with others.

Babies
Infants under 1 year of age.

Development
Children gaining skills and competence.

Environments
Includes all aspects of the indoor and outdoor environment for which you are

responsible and the responsiveness of the environment in meeting children’s

emotional needs.

Inclusion
A process of identifying, understanding and breaking down barriers to participation

and belonging.

Learning
Children obtaining new knowledge and understanding about something or acquiring

a new skill or changing behaviour as a result of experience.

Parents
Those (mothers and fathers) who have formally and legally acknowledged parental

responsibility for the continuous care and well-being of the child in question,

whether biologically related or not.

Pattern of development
Rate and sequence of development.

Rate of development
Timeframe in which development takes place.

Routines
The regular structure of the day, incorporating care routines, play and learning

activities that are carried out at similar times of day in sequence.

Sequence of development
Order in which development occurs.

Unit CCLD 312
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Element CCLD 312.1
Observe, assess and record developmental progress of babies and children under 

3 years

Performance criteria
This is the national standard which you must meet:

1 Clearly identify the purpose and objectives for undertaking observations of

individual babies and children, ensuring that organisational policy and

procedure are followed

2 Obtain permission to observe babies or children from parents and identify

suitable opportunities for observing babies or children under 3 years 

3 Obtain baseline information about the child’s development from different

sources, including parents, to inform observations

4 Use appropriate techniques of observation to accurately and unobtrusively

observe different aspects of development, interaction and behaviour of babies

or children under 3 years undertaking specific tasks or activities 

5 Assess the evidence from observations against baseline information and other

identified criteria

6 Evaluate developmental progress based on relevant and significant evidence

from observations

7 Make decisions about babies’ or children’s progress that are informed by

theories of development

8 Record the results of observations clearly and legibly, using agreed formats and

appropriate language, and including any factors that could affect the reliability,

validity or outcome of observations

9 Refer any concerns about development to appropriate individuals,

professionals or agencies in line with legislation and organisational policy 

and practice

10 Provide information on the progress of babies and children under 3 years to

their parents, positively and in a way that encourages discussion

Unit CCLD 312
Plan and implement positive environments for babies and
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03Unit CCLD 312



Element CCLD 312.2
Communicate with babies and children under 3 years to develop 

positive relationships

Performance criteria
This is the national standard which you must meet:

1 Use a warm and respectful approach when initiating relationships with babies

and children

2 Allow babies and young children to initiate and engage in communication at

their own pace, making eye contact only when baby or child is comfortable with

communication initiatives

3 Engage the interest and attention of babies and children under 3 years, using

methods appropriate to age and developmental level

4 Explore the baby or child’s range of interests, sharing activities and using these

as a topic of communication in order to develop relationships

5 Interact responsively with babies and young children by exchanging

information to develop relationships, using appropriate praise and 

positive language

6 Recognise when babies and children under 3 years do not wish to

communicate, or wish to disengage from communication, and respect 

their wishes

7 Recognise and respect the efforts of babies and children under 3 years to be

independent and model behaviour that demonstrates respect for others 

8 Communicate clearly and effectively with children under 3 years at a level and

pace suited to their development and understanding, and respecting the

children’s chosen method

9 Use a range of communication methods, including singing, talking , stories,

sounds, rhymes, games and language activities

10 Encourage babies and children under 3 years to communicate through different

media such as touch, mark making, pretend play, painting

11 Encourage babies and children under 3 years to communicate respectfully with

adults and with each other

12 Manage children’s responses to situations in which communication differences

are experienced

Unit CCLD 312
Plan and implement positive environments for babies and
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Element CCLD 312.3
Plan and implement activities to enhance development

Performance criteria
This is the national standard which you must meet:

1 Plan a variety of creative and imaginative daily activities that stimulate different

aspects of development for babies and children under 3 years, ensuring that

resources are available to support activities

2 Identify the interests and particular needs of individual babies and children

under 3 years in discussion with their parents (and colleagues, if in a 

group setting)

3 Identify specific activities for individual babies and children which meet their

interests and developmental capabilities

4 Provide a range of play activities for individual babies and children under 3

years that are challenging but achievable and appropriate to the child’s level 

of development 

5 Provide activities that encourage babies and young children to extend their

range and level of skills and understanding

6 Link activities in a way that stimulates curiosity and the desire to explore

7 Praise and reward appropriately babies and young children’s efforts and

achievements

8 Use space effectively and encourage babies and young children to develop

their physical skills and to exercise their whole bodies 

9 Ensure that the activities provided are in line with the overall plan for the setting

10 Adequately assess risk, in line with legislation and organisational policy, without

limiting opportunities to extend and challenge the skills and knowledge of

babies and children under 3 years

11 Plan activities with reference to curriculum frameworks for babies and children

under 3 years in line with current best practice 

Unit CCLD 312
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Element CCLD 312.4
Exchange information and respond to parents’ needs and preferences for their

babies and children under 3 years

Performance criteria
This is the national standard which you must meet:

1 Encourage the parents of babies and children under 3 years to share

information that may affect the care and well-being of their children, ensuring

any particular requirements are documented and shared with all those involved

in the child’s care

2 Discuss preferred care routines for babies and children under 3 years with their

parents and obtain information to ensure routines are followed

3 Where parents’ preferences are not in line with current best practice, this

should be discussed and issues resolved

4 Advise parents of sources of advice and information to assist them to make

informed decisions about the care and well-being of babies and children under

3 years

5 Routines are monitored, adapted and changed to ensure they continue to meet

the baby or child’s needs, in accordance with their changing requirements

6 Regularly exchange information on the progress and achievements of babies

and children under 3 years with their parents and discuss any changes to

routines and the reasons for these

7 Monitor and adapt relationships in response to change

8 Reassure parents that the information they share will remain confidential, in line

with the setting’s policy and where this is in the best interests of the child

9 Provide information within the setting and to individual parents 

Unit CCLD 312
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3D386 When and how to carry out observations on babies, including the purpose

of observations, the different methods that can be used and when you

would use them

K3D387 When and how to carry out observations on children under 3 years, why a

different approach from that used for babies might be necessary, and the

reasons for carrying out observations on this age group 

K3D388 What factors might affect the reliability or validity of your observations and

why you would document this

K3D389 What is meant by baseline information, how to obtain such information

and why it is necessary to facilitate children’s development

K3D390 Why it is important to obtain permission from parents before carrying out

observations on babies and children under 3 years and how this may 

be accomplished

K3D391 Theories of child development and frameworks of effective practice 

eg Birth to 3 Matters, and how you use these in your work with babies and

children under 3 years

K3D392 The expected pattern of development for children 0–3, including the

acceptable range and recognised limits 

K3D393 Organisational policies and procedures that must be followed when

reporting and referring any concerns about development and why it is

important to report/refer concerns as soon as possible

K3D394 Why and how to record observations of development accurately and

clearly, using accepted language and formats; what these are

K3M396 Legislation relating to the use of personal information eg Data Protection

Act, including the limits to confidentiality

K3C395 What is meant by a warm and respectful approach eg tone of voice,

expression, use of appropriate language and how this affects relationships

K3M397 Who it is appropriate to share information with relating to the

development of individual babies and children and why such information

should be shared

K3D398 What methods you would use to engage the attention and interest of

babies and what effect developmental competence will have on 

your choice

K3C399 Why it is important to allow children to initiate communication and how to

recognise signals that indicate that the baby or child wishes to

communicate, disengage from communication or does not wish to

communicate at all

K3C400 The range of communication methods you can use with babies and young

children, including non-spoken languages

K3C401 How to recognise communication differences and difficulties, the possible

reasons for these

K3D402 Likely emotional and behavioural responses to communication differences

of children under 3 years and how these can be managed in ways that

benefit the child
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K3D403 Activities that will support different areas of learning and development for

babies and children under 3 years, including:

a Gross and fine motor development

b Hand/eye co-ordination

c Language and communication development; listening and responding

c Emotional expression and social competence

d Intellectual skills and understanding

e Imagination and creative skills

K3C404 In what circumstances you might change routines or activities; how you

would adapt existing or planned activities or routines

K3C405 How to encourage children to communicate through their play and

learning activities

K3D406 Patterns of communication development from 0 to 3 years, covering

listening/watching, talking, early interest in reading, early writing and 

mark making

K3H407 What the organisation’s policies and practices are regarding risk

assessment and safety and why it is important to follow these

K3D408 What is meant by challenging activities for individual babies and children

and the link between challenging activities and developmental progress 

K3H409 Why it is important to carry out risk assessment, how you would do this

and what action to take if the surroundings or equipment do not 

meet requirements

K3M410 Why it is important to share information with parents and the sort of

information that can affect the care and well-being of babies and children

under 3 years

K3D411 Why it is important to respect parents’ preferences concerning the care

routines for their children, and how you would reach agreement where

these do not meet the requirements of good practice

K3P412 Sources of advice available to parents, locally and nationally and in

different formats, including language
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Unit evidence requirements
Unit number: CCLD 312 

Unit title: Plan and implement positive environments for babies and children under 

3 years

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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. Usually your

assessor or expert witness will observe you in real work activities and this should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 312.1 performance criteria 9

CCLD 312.2 performance criteria 6, 12

CCLD 312.4 performance criteria 7
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent or where observation

or expert witness testimony was not required your assessor will identify other

sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg setting plans, leaflets and information for parents, resources and

materials made or selected to enhance development.

• 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 eg individual child records, notes of meetings.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg legislation and regulation affecting the care

of babies and children under three years, partnerships with parents and how

these are promoted, how to keep up-to-date in practice and why this is necessary,

referral systems.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Progression

Award Level 3 in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg effective partnerships

with parents, dealing with situations when parents preferences are not in line with

current best practice.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about working with children, families and other professionals to identify

and assess the need for early intervention for the benefit of children. Needs could

include sensory impairment; health needs, including chronic illness or disability;

social interventions; literacy or numeracy; developmental delay as well as 

other circumstances.

Who is this unit for?
This unit will be useful for a range of practitioners working in a variety of settings

whose main purpose is children’s care, learning and development and those who are

responsible for supporting children and families in need of early intervention. You

may also assist professionals in implementing strategies and plans to meet needs.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

313.1 Help to identify families in need of early intervention and support

313.2 Negotiate and assess needs in consultation with families

313.3 Work with families and other agencies to access specialist support

313.4 Monitor and evaluate services to ensure the needs of children and families

are met

Place in the N/SVQ framework
This is a group 1 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 3.2, 3.3 Communication: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Unit CCLD 313
Support early intervention for the benefit of children 
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What we mean by some of the words used in this unit
Families
Includes parents (mothers and fathers) and carers and extended and chosen families

who contribute significantly to the well-being of individual children and who may or

may not have legal responsibility.

Parents
Those (fathers and mothers) who have formally and legally acknowledged parental

responsibility for the continuous care and well-being of the child in question,

whether biologically related or not.

Specialist support
Support that is relevant to the reason for early intervention eg speech and language

therapy, drug and alcohol support, literacy needs.

Unit CCLD 313
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Element CCLD 313.1
Help to identify families in need of early intervention and support

Performance criteria
This is the national standard which you must meet:

1 Communicate with families, parents and children in ways that establish positive

relationships based on trust and openness 

2 Demonstrate a non-judgmental attitude that values diversity and recognises

cultural, religious and ethnic differences

3 Encourage families to discuss any concerns and share information likely to impact

on the child’s health, well-being or developmental progress

4 Use different sources of information, including observations, to identify or

validate concerns about children

5 Refer any concerns about children and their families to the relevant agencies, in

line with organisational policies and procedures

6 Accurately record information about children, using agreed formats and

language, reassuring parents of the confidentiality of such information
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Element CCLD 313.2
Negotiate and assess needs in consultation with families

Performance criteria
This is the national standard which you must meet:

1 Discuss the issues and difficulties facing families, including the capabilities and

limitations of children in a positive and supportive manner

2 Help parents and children to identify the areas in which they need help 

and support

3 Provide information and discuss the options for intervention with parents

4 Recognise and acknowledge parents’ feelings with empathy and understanding

5 Agree a plan for obtaining specialist support for families and children

6 Identify and agree the roles and responsibilities of parents and practitioners

Unit CCLD 313
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Element CCLD 313.3
Work with families and other agencies to access specialist support

Performance criteria
This is the national standard which you must meet:

1 Identify professionals, agencies and services which can provide help and support

to families and children that meets their identified needs

2 Help parents access specialist services and expertise through 

appropriate channels 

3 Discuss and agree with parents the information that needs to be exchanged with

other professionals or agencies, in order to provide optimum care for the

individual child

4 Ensure parents and families understand policies in relation to confidentiality, and

the boundaries and limits of confidentiality

5 Develop positive and effective working relationships with other professionals 

and agencies 

6 Recognise and address any barriers, issues or communication difficulties that

could affect multi-disciplinary working

7 Participate in and contribute to multi-disciplinary work, as agreed with agencies

and individual practitioners

8 Keep records of contacts and information in line with agreed policies 

and procedures
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Element CCLD 313.4
Monitor and evaluate services to ensure the needs of children and families are met

Performance criteria
This is the national standard which you must meet:

1 Regularly review children’s individual needs to ensure that they are being met

through specialist interventions

2 Discuss services and provision with individual families and seek their views

3 Regularly liaise with colleagues, agencies and professionals to discuss progress,

feed back parents’ views and amend plans and strategies

4 Agree and implement any changes in order that the requirements of parents and

the needs of their children continue to be met

5 Keep accurate records of meetings and discussions
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3C635 How to use communication to develop positive and trusting relationships

K3P636 Ethical issues that may arise in cases of early intervention

K3P626 What is meant by a non-judgmental attitude and why it is important to

demonstrate to families that you value diversity

K3M638 Ways in which you can encourage families to share information

K3D639 Families’ emotions and feelings about needing intervention or 

specialist help

K3D640 What sources of information you could use to confirm the need for

intervention for individual children

K3M629 Why it is important that responsibilities for sharing information between

practitioners and parents are clearly stated and understood by 

both parties

K3M642 What the agreed formats for recording information are and why it is

important that these are followed

K3P643 The type of specialist help that is available for families, including 

financial help

K3M644 How to access specialist help and the appropriate channels for doing so

K3C645 How to develop positive relationships with professionals and colleagues

from other agencies

K3M646 The barriers that may be encountered when working with other

professionals and how these may be overcome

K3C647 How to contribute effectively to multi-disciplinary working
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Unit evidence requirements
Unit number: CCLD 313

Unit title: Support early intervention for the benefit of children and families

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge. 

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 313.1 performance criteria 5

CCLD 313.3 performance criteria 6

CCLD 313.4 performance criteria 4
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Where observation or expert witness testimony was not required your assessor

needs to ensure that all performance criteria and knowledge requirements are met

and that your performance is consistent.

• Work products: These are non-confidential records made, or contributed to, by

you, eg reports, details of specialist support available locally, records of 

multi-agency working, pro-formas used to assess needs.

• 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 eg child and family records, 

sensitive information.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg effective multi-agency working, principles of

work with families and children where the issues are sensitive.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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 reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg your effectiveness in

the identification and assessment of early intervention needs, how you can

improve your service, critical analysis of interventions. Assignments,

investigations or projects about specific areas of early intervention.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is concerned with providing care for babies and children in partnership with

their parents.

Who is this unit for?
This unit is for you if you work unsupervised or have supervisory responsibility for

the care of babies and children under 3 in settings or services whose main purpose is

the care, learning and development of children.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

314.1 Provide a safe and secure environment for babies and children under 3 years

314.2 Provide for the nutritional needs of babies and children under 3 years, in line

with current best practice and in partnership with their parents

314.3 Supervise and use physical care routines to promote development

314.4 Provide an emotionally secure and consistent environment in partnership

with parents

314.5 Recognise and respond to illness in babies and children under 3 years

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 3.2, 3.3 Communication: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 1

Application of Number: 2.1, 2.2, 2.4 Application of Number: Intermediate 1
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What we mean by some of the words used in this unit
Attachment
A warm, affectionate and supportive bond between child and carer that enables the

child to develop secure relationships.

Bottle feeding
Giving formula or breast milk to babies from a bottle.

Communication
Speaking, listening, including non-verbal signs, gestures and symbols; reading 

and writing.

Formula feed
Breast milk substitute; re-constituted modified milk product from plant or 

animal sources.

Nutritional needs
The food and drink needed by an individual baby or child to ensure the best 

possible health.

Parents
Those (mothers and fathers) who have formally and legally acknowledged parental

responsibility for the continuous care and well-being of the child in question,

whether biologically related or not.

Weaning
The gradual process of changing the infant diet from milk to adult food, which takes

place from about 5 to 6 months of age.
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Element CCLD 314.1
Provide a safe and secure environment for babies and children under 3 years

Performance criteria
This is the national standard which you must meet:

1 Check that the environment is free from hazards and follows best safety

practice for babies and children under 3 years, according to their age, needs

and abilities

2 Ensure that necessary safety equipment is installed and securely placed to

ensure babies and children under 3 years are safe and secure without

unnecessary restrictions to their freedom of movement 

3 Use toys and equipment that are safe and hygienic and provide protective

clothing for children when they are engaged in activities where they could soil

their clothing

4 Ensure that babies and children under 3 years are not left unsupervised at 

any time

5 Use systems of disposal of waste that meet regulatory requirements and best

practice to prevent cross infection

6 Take necessary precautions to safeguard and protect babies and children

under 3 years from harm 

7 Follow setting procedures for handing babies and children under 3 years back

to their parents or approved carers, making sure the family members

concerned are capable of caring for them
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Element CCLD 314.2
Provide for the nutritional needs of babies and children under 3 years, in line with

current best practice and in partnership with their parents

Performance criteria
This is the national standard which you must meet:

1 Ensure that the setting’s policies on nutrition are in line with current best

practice and government guidelines on infant feeding

2 Provide support for breast feeding mothers in line with current best practice,

parents’ wishes and organisational policy

3 Prepare formula feeds for babies who are not breast-fed, ensuring equipment is

sterilised, and formula is made according to manufacturer’s instructions

4 Bottle-feed babies at regular intervals, in line with current best practice,

parents’ wishes and babies’ requirements

5 Agree and confirm any special dietary requirements and the reasons for these

with parents and health professionals as necessary

6 Document all information regarding special dietary requirements and share this

with all those in contact with the child

7 Agree weaning diets and schedules with parents, introducing foods in line with

current best practice, making mealtimes positive social experiences

8 Provide a varied diet for babies and children under 3 years that encourages

healthy eating practices and meets nutritional needs

9 Discuss and resolve any differences where the wishes of parents are

inconsistent with current best practice; providing information or directing

parents to other sources of assistance
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Element CCLD 314.3
Supervise and use physical care routines to promote development

Performance criteria
This is the national standard which you must meet:

1 Allow sufficient time for unhurried routines that can be carried out at a

comfortable pace suited to the needs of the individual baby or child and can be

used as enjoyable learning experiences

2 Use affectionate and respectful touch, speech and gesture with babies and

children under 3 years when carrying out personal care routines

3 Change babies’ nappies and care for the skin in line with current best practice

and organisational procedures for protecting children and staff

4 Encourage independence and self-care by respecting and following children’s

wishes, regarding the level and type of assistance they require

5 Supervise children carrying out self-care and show them how to wash, dress

and clean their teeth, encouraging them to care for their environment as part of

the routines

6 Support parents in helping children gain control of bladder and bowel function 

7 Provide opportunities for sensory exploration during care routines for babies

and children under 3 years

8 Identify learning and development opportunities within daily routines for

children under 3 years, ensuring that all can contribute to and benefit from 

such opportunities

9 Have high expectations of what babies and children can achieve, whilst

ensuring they are appropriately supported

10 Use space effectively, encourage babies and young children to exercise,

develop mobility, and explore their surroundings in safety

11 Talk to and communicate with parents to update them on their child’s

development, progress and achievements
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Element CCLD 314.4
Provide an emotionally secure and consistent environment in partnership 

with parents

Performance criteria
This is the national standard which you must meet:

1 Promote routines that recognise and respect the value of attachments to the

emotional security of babies and children under 3 years

2 Recognise and respond promptly to signs of emotional distress in babies and

children under 3 years

3 Use different techniques to calm, reassure and distract individual babies and

children who are distressed, appropriate to their age, needs and level 

of understanding

4 Acknowledge and communicate respect for the feelings of babies and young

children as valid and important

5 Praise and reward appropriately babies’ and young children’s efforts 

and achievements

6 Clearly and calmly communicate the boundaries and limits of acceptable

behaviour to children under 3 years

7 Encourage children to express their feelings in ways that help them manage

their emotions

8 Demonstrate the value and importance of respectful and appropriate physical

contact to the emotional security of babies and children under 3 years

9 Encourage parents to share information that may affect children’s emotional

security and well-being

10 Reassure parents of the confidentiality of any personal information they share,

within the boundaries of legislative and organisational policy and practice
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Element CCLD 314.5
Recognise and respond to illness in babies and children under 3 years

Performance criteria
This is the national standard which you must meet:

1 Recognise physical signs of illness in babies

2 Recognise changes in the behaviour of individual babies that may be due 

to illness

3 Recognise physical signs of illness in children under 3 years

4 Recognise changes in the behaviour of individual children under 3 years that

may be due to illness

5 Understand and can apply the policy of the setting in relation to the care and

treatment of babies and children who are ill

6 Manage the symptoms of illness in babies and children under 3 years calmly

and effectively whilst they are in your care

7 Inform parents of their child’s illness sensitively and at the earliest opportunity,

giving details of any care or treatment in line with organisational policy 

and practice 

8 Seek medical assistance when necessary for babies and children under 3 years

who become acutely ill whilst in your care
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3H276 Regulations for food handling and storage, including babies milk and

expressed breast milk

K3H297 Special dietary requirements and food preparation related to culture,

ethnicity or religious beliefs 

K3H413 Safety and security requirements of the setting and the relationship

between these and regulatory and legislative requirements

K3H414 Organisational issues to ensure health and safety of babies and children

under 3 years, such as room arrangement, staffing levels, supervision,

assessment of hazards and risks

K3D415 The importance of having responsive, reflective and knowledgeable adults

caring for babies and children under 3 years. The key features of

responsive care giving and how these can be implemented in 

everyday practice

K3H416 The government’s guidelines on infant feeding and why it is important that

these are followed by childcare practitioners

K3H417 How you can support mothers who wish to continue breast-feeding eg by

discussing needs and providing facilities

K3H418 The different nutritional needs of babies and children, according to age,

height, weight and preferences 

K3H419 What are appropriate foods to give babies and children under 3 years, and

what foods are unsuitable and why

K3H421 Why it is important that all dietary information is documented and shared

with others eg food allergies

K3H422 Special dietary requirements related to health needs and why it is

important that these are agreed and confirmed with parents and 

health professionals

K3H423 How you can encourage healthy eating practices in babies and children

under 3 years

K3C424 How differences between current best practice and parental wishes can

be resolved amicably and in the best interests of the child

K3H425 How to prepare formula feeds for babies following manufacturers’

instructions, including preparation and sterilisation of equipment using

different methods

K3D426 Why it is important that care routines are not hurried

K3D427 How to establish what help a child under 3 years needs with self-care in

ways that do not undermine the child’s confidence in their own ability

K3H428 How to care for children’s skin, hair and teeth, appropriate toiletries, 

sun awareness 

K3H429 Procedures and processes for nappy changing, washing, dressing and

toileting that protect children and the adults who care for them

K3D430 How to recognise when children are ready to start toilet training, how to

approach this and why it is important to plan this with parents
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K3D431 What learning opportunities are available within routines for eating and

drinking, personal hygiene, washing and dressing; understanding how

these contribute to different areas of learning and development

K3D432 Why sensory exploration is important to babies and how you provide

opportunities for this

K3D433 Why it is important for babies and young children to form attachments to

key individuals and how this can be achieved

K3D434 The different ways in which babies and young children may express

emotional distress; techniques for calming and comforting

K3D435 How you show children that their feelings are important; ways in which

they can express their feelings appropriately and the language young

children use to describe their emotions

K3D436 Why behavioural boundaries are important and how these can be

implemented with babies and young children

K3M437 Why it is important for parents to share information that might affect their

children’s emotional well-being, how you can encourage this and the

importance of confidentiality

K3D438 Activities that can be used to promote physical development (gross and

fine motor skills), hand/eye co-ordination, intellectual and thinking skills

(cognitive and problem-solving), social and emotional skills, 

language development

K3D439 How activities for babies and children under 3 years can be themed and

linked to extend skills, knowledge and understanding

K3H294 How to carry out risk assessment that takes all reasonable precautions

without restricting opportunities for development; how organisational

policy can support this

K3H441 Signs and symptoms of common illnesses eg respiratory infections,

gastro-enteritis, chicken pox, measles

K3H442 Organisational policy concerning babies and children who are ill, why it is

important to follow this and the implications of not doing so

K3H443 How children may describe feeling unwell

K3H444 Normal temperature of babies and young children; when and how take,

read and record this accurately

K3H445 When and in what circumstances medical advice or attention should be

sought for babies and children under 3 years

K3H446 How to manage symptoms of illness eg fever, gastro-enteritis

K3H447 Hygiene and cross infection requirements to keep babies and children safe

K3H448 Information about effective practice (eg sleeping position, temperature)

and risk factors in respect of sudden infant death syndrome
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Unit evidence requirements
Unit number: CCLD 314

Unit title: Provide physical care that promotes the health and development of

babies and children under 3 years

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below. 

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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. Usually your

assessor or expert witness will observe you in real work activities and this should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 314.2 performance criteria 5, 9

CCLD 314.4 performance criteria 9, 10

CCLD 314.5 performance criteria 7, 8
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent or where observation

or expert witness testimony is not required, your assessor will identify other sources

of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg policies and procedures affecting the care of babies and children under 3

years such as health and safety, disposal of waste, safeguarding and protection,

procedures concerning children’s allergies or medical conditions and how

information is passed through to front-line colleagues.

• 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 eg individual child and family records, referrals,

reports, notes of meetings.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg regulations and best practice in food

handling and storage including babies milk and expressed breast milk,

organisational principles for an effective care environment, risk factors in respect

to sudden infant death syndrome.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Progression

Award Level 3 in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg effectiveness of

physical care routines, the attachment needs of babies and children under 3

years, issues concerning respectful physical contact and the need to protect

children and the adults who care for them.
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• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about identifying parents who have a literacy, numeracy or language

need, and signposting them to local learning opportunities. This unit includes both

work with parents with literacy or numeracy needs, and those who require English

for Speakers of Other Languages (ESOL) support.

Who is this unit for?
This unit is for you if you work in a setting whose main purpose is children’s care,

learning and development and have a role in identifying parents with literacy,

numeracy or ESOL needs and signposting them to local learning opportunities.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

315.1 Identify and encourage parents with some literacy, numeracy or language

needs to improve their skills

315.2 Provide information for parents to enable them to access support

315.3 Reflect on and evaluate own and organisational practice in supporting

parents with literacy, numeracy or language needs

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 3.2, 3.3 Communication: Intermediate 1

Improving Own Learning Working with Others: Intermediate 2

and Performance: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Working with Others: 3.1, 3.2, 3.3

Problem Solving: 3.1, 3.2, 3.3
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Contribute to supporting parents with literacy, numeracy
and language needs

01Unit CCLD 315



What we mean by some of the words used in this unit
Literacy need
Problems for adults regarding the ability to read, write and speak in English/Welsh at

a level necessary to function and progress at work and in society in general.

Numeracy need
Problems for adults regarding the ability to use mathematics at a level necessary to

function and progress at work and in society in general.

Language need
Those requiring English for Speakers of Other Languages (ESOL) support to enable

them to function and progress at work and in society in general.
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Element CCLD 315.1
Identify and encourage parents with some literacy, numeracy or language needs to

improve their skills

Performance criteria
This is the national standard which you must meet:

1 Provide opportunities for parents to express their concerns about their children,

their children’s learning and their own literacy, numeracy and language needs

2 Ensure effective communication with parents 

3 Demonstrate a non-judgmental attitude that values diversity and recognises

cultural and ethnic differences

4 Sensitively identify parents who may have some literacy, numeracy or language

needs in ways that do not stereotype 

5 Show parents that you recognise their skills and strengths, and value them as

individuals and partners in the care, learning and development of their children

6 Help parents to recognise the importance of their role as the child’s first and most

enduring educator and find ways of supporting and increasing their confidence

7 Support parents in assessing their own needs and the importance of confidently

supporting their child’s learning

8 Encourage parents to seek support for their own literacy, numeracy and 

language needs
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Element CCLD 315.2
Provide information for parents to enable them to access support

Performance criteria
This is the national standard which you must meet:

1 Set up positive working relationships with providers of adult literacy, numeracy

and ESOL support

2 Identify appropriate local provision to meet parents’ needs

3 Provide clear, accessible information for parents 

4 Give parents time to discuss the issues with you and the options for support that

are available locally 

5 Sensitively seek parents’ agreement to passing information to colleagues in the

setting in order to increase the level of support available

6 Reassure parents that information about literacy, numeracy and language needs

will remain confidential in line with setting procedures
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Element CCLD 315.3
Reflect on and evaluate own and organisational practice in supporting parents with

literacy, numeracy or language needs

Performance criteria
This is the national standard which you must meet:

1 Reflect on your own practice in supporting parents with literacy, numeracy or

language needs

2 Reflect on organisational practice in supporting parents with literacy, numeracy or

language needs

3 Discuss with parents their experiences of support received in the identification

and signposting of support for their needs

4 Evaluate the effectiveness of strategies for identification and support of parents

with literacy, numeracy or language needs

5 Identify ways of improving the service to parents
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3P449 National and local strategies for improving adult literacy, numeracy and

supporting ESOL standards

K3P450 Local providers, the range of support they provide, the suitability and

accessibility of their provision for parents with whom you work

K3P451 How to set up strong and effective links with local providers

K3P452 Recognition that settings have a role in signposting parents to local

providers and learning opportunities and the importance of identifying

and adhering to the boundaries of that role

K3P453 The benefits of a whole team approach to identification and support of

parents who may have some literacy, numeracy or language needs, whilst

ensuring appropriate confidentiality

K3P454 The key role that the setting and colleagues working within the setting can

play in the identification and support of parents with various basic skill and

language needs

K3P455 Recognition that parents will have a variety of skills and may also have

some literacy, numeracy or language needs, that identification of an

individual profile of needs is important

K3P456 The stigma that parents may feel in having literacy, numeracy or language

needs and the importance of ensuring that no-one within the setting is

judgmental or stereotypical in their dealings with parents

K3C457 Effective communication with parents who may be hesitant or reluctant to

discuss their personal needs for support in literacy, numeracy or ESOL

K3P458 Strategies for identification of parents who may require support in literacy,

numeracy or ESOL

K3D459 The beneficial effects on children’s learning of parents who can support

them and who can offer confident literacy, numeracy and 

language support

K3P460 The background and influences on parents in local areas and the

acknowledgement that there is an inter-generational cycle of literacy,

numeracy and/or language needs

K3D461 The importance of reflecting on personal and organisational effectiveness

in supporting parents and how this might be undertaken

K3P462 The importance of including parents themselves in evaluating the

effectiveness of the support offered by the setting
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Unit evidence requirements
Unit number: CCLD 315

Unit title: Contribute to supporting parents with literacy, numeracy and

language needs

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below. 

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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. Usually your

assessor or expert witness will observe you in real work activities and this should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 315.1 performance criteria 7, 8

CCLD 315.2 performance criteria 5, 6

CCLD 315.3 performance criteria 1, 2, 4
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent or where observation

or expert witness testimony is not required, your assessor will identify other sources

of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg information for parents, literature about basic-skills, language support

information, evaluations of practice.

• 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 eg individual parent records, notes of meetings,

reports, sensitive or commercial information.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg national and local strategies for improving

adult literacy, numeracy and ESOL, the whole team approach to identification and

support of parents and how this may be managed, the importance of avoiding

judgmental and stigmatising approaches.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg basic-skills training, courses

on ESOL.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg how to use feedback

on effectiveness in supporting parents. Investigations or assignments on 

basic-skills and/or language support.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about?
This unit is about the business side of childminding.

Who is this unit for?
This unit is for childminders who may be new or more experienced.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

316.1 Provide information about your childminding business

316.2 Administer your childminding business

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 3.2, 3.3 Communication: Intermediate 2

Application of Number: 1.1, 1.2, 1.3 Application of Number: Access 3

What we mean by some of the words used in this unit
Develop
Could be new childminding business or developing existing business.

Regulators
Regulatory authorities within your home country.
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Element CCLD 316.1
Provide information about your childminding business

Performance criteria
This is the national standard which you must meet:

1 Investigate the demand for childminders within your local area

2 Identify the types of childminding services that parents require and how you will

be able meet these needs

3 Work with information services to market your childminding business

4 Investigate advertising, such as local newspapers or health clinics

5 Review your fees regularly to make sure they are realistic in relation to your costs

and fees charged by other childminders in your area

6 Provide references from parents or other appropriate sources, where available, to

support your marketing materials 

7 Ensure your home is welcoming and you are supportive when parents make an

initial visit

8 Provide examples of work you have done with children and information about how

you have helped children to learn and develop
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Element CCLD 316.2
Administer your childminding business

Performance criteria
This is the national standard which you must meet:

1 Establish a professional relationship with families

2 Work with families to assess their requirements 

3 Set up formal contracts with families that clearly state the range and boundaries

of your responsibility

4 Set up financial systems, records and paperwork for your childminding business,

including tax, benefits, public liability insurance, home insurance and 

national insurance

5 Negotiate payment arrangements with parents

6 Ensure you have all the necessary information from parents

7 Provide systems for record keeping, appropriate information storage, exchange

and updating, in line with the requirements of the regulatory authority of your

home country
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3P463 The requirements of registration/approval and inspection of your

childminding setting and activity according to the requirements of the

regulatory authority within your home country

K3P464 Necessary training you must undertake for registration/approval and for

continuing your registration/approval

K3P465 Local information sources about demand for childminders and how you

can market your services

K3P466 The legal and financial requirements of running a childminding business

K3P467 The advantages and opportunities that exist for childminders who work

collaboratively or in formal or informal networks with other childminders

K3P468 Further training and qualification opportunities that exist for childminders,

how these can be accessed and funded

K3P469 How to develop attractive and interesting marketing information that

states clearly the advantages of your childminding business

K3P470 How to use your strengths and previous experiences to support and

innovate within your childminding business

K3P471 The advantages of different forms of record-keeping and financial

management of your childminding business

K3P472 How to run a cost-effective childminding business, including tax and

insurance requirements and liabilities

K3P473 The importance and benefit of using a contract for your childminding

service; how to use the contract as a basis for a professional relationship

with parents and to protect yourself

Unit CCLD 316
Maintain and develop a childminding business

04 Unit CCLD 316



Unit evidence requirements
Unit number: CCLD 316 

Unit title: Maintain and develop a childminding business

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

Required sources of performance and knowledge evidence:
Observation and/or expert witness testimony is the preferred assessment

method to be used to evidence some part of this unit.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 316.1 performance criteria 1, 2, 3, 4, 5, 6, 7

CCLD 316.2 performance criteria 3, 4, 5, 7
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Your assessor will observe you in real work activities and this should provide most of

the evidence for the performance criteria for the elements in this unit. Your assessor

will also decide what knowledge and understanding you have demonstrated through

your work practice.

• Work products: These are non-confidential records made, or contributed to, by

you, eg marketing materials, advertising, records of contact with information

services, references from parents and others, examples of work with children,

specimen contract.

• 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 eg commercially sensitive material, financial

information, contracts with individual parents.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg the requirements of regulation and

inspection authorities within own home country, the role of childminding services

and how the service can be developed, how to ensure childminding business is

cost effective and sustainable.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg first aid courses, 

pre-registration childminding courses, vocationally related childminding

qualifications, marketing courses.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg the effectiveness of

marketing information, how to work with families to assess their requirements and

establish a professional relationship.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is concerned with developing families’ realistic expectations of children’s

development and achievements and enhancing children’s learning and development

opportunities through play and activities.

Who is this unit for?
This unit is for you if you work with families to enhance children’s learning and

development in any setting or service whose main purpose is children’s care,

learning and development.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

317.1 Liaise with families about their expectations of their child

317.2 Encourage families to be involved with their children’s learning 

and development

317.3 Review children’s progress with families

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 2.1b Communication: Intermediate 2, Higher

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 1

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

What we mean by some of the words used in this unit
Families
Includes parents (fathers and mothers) and carers and extended and chosen families

who contribute significantly to the well-being of individual children and who may or

may not have legal responsibility.
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Element CCLD 317.1
Liaise with families about their expectations of their child

Performance criteria
This is the national standard which you must meet:

1 Through discussion, gather information to establish how families view their child 

2 Listen carefully to families and acknowledge their feelings and experiences

3 Recognise and value diverse family structures and the impact these may have on

families’ expectations for their child

4 Encourage families to recognise the unique qualities, skills and capabilities of 

their child

5 Assess families’ knowledge of their child’s development

6 Enable families to access sources of knowledge and information about children’s

learning and development

7 Talk to children to ensure their views are heard, according to their age, needs 

and abilities
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Element CCLD 317.2
Encourage families to be involved with their children’s learning and development

Performance criteria
This is the national standard which you must meet:

1 Promote the value of involvement in learning and development for both children

and families

2 Identify opportunities for families to be involved with children’s learning 

and development

3 Discuss and agree developmentally appropriate games, books and toys, learning

and development activities with families

4 Identify any obstacles to families’ involvement with children’s learning and

development and discuss the options available 

5 Positively reinforce families’ efforts at supporting children’s learning 

and development
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Element CCLD 317.3
Review children’s progress with families

Performance criteria
This is the national standard which you must meet:

1 Agree a plan for reviewing children’s progress with families and children

themselves, according to their age needs and abilities

2 Agree a timescale within which progress will be measured

3 Agree how help, support and advice will be provided and by whom

4 Agree how children’s progress should be monitored

5 Assess children’s progress against initial information

6 Provide feedback and positive reinforcement to families about children’s progress
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3D474 The factors that influence parents’/families’ perception of their children eg

ante-natal and birth experiences, comparisons with other children, both

within and outside the family etc

K3P475 Cultural and religious influences on family expectations of children and the

impact of these on parental involvement 

K3C476 How to involve families in multilingual or bilingual settings and/or where

children are learning through an additional language

K3D477 How families’ expectations for children might vary according to the child’s

gender, religion, culture and ethnicity, background, needs and abilities

K3P478 How you might demonstrate that you recognise and value diverse 

family structures

K3D479 How you can encourage families to recognise the unique skills and

capabilities of their children, eg family resemblances

K3D480 Where information on child development is available to families in an

appropriate format and how they can access this

K3D481 The link between parental/family expectations for their children, their own

childhood experiences and knowledge of child development

K3D482 How you can positively reinforce parents’ efforts and involvement

K3D483 What obstacles to family involvement there might be and how these can

be overcome

K3D484 Types of developmentally appropriate books, games, toys and learning

activities that families might use

K3C485 The importance of hearing the child’s voice when working with families
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Unit evidence requirements
Unit number: CCLD 317

Unit title: Work with families to enhance their children’s learning and development

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit. 

If your 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. Usually your

assessor or expert witness will observe you in real work activities and this should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 317.1 performance criteria 3

CCLD 317.2 performance criteria 4
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent or where observation

or expert witness testimony is not required, your assessor will identify other sources

of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg information about children’s learning and development, plans and

activities for children.

• 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 eg records or notes of interaction with parents,

individual child or family records.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg social, cultural and religious influences on

family expectations of children, diverse family structures.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Progression

Award Level 3 in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg reflecting on barriers

and obstacles to family involvement.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about identifying the play needs and preferences of children and young

people, developing play spaces that will meet these needs and supporting children

and young people during play.

Who is this unit for?
The unit is for you if you work directly with children on a day-to-day basis and have a

responsibility for developing and maintaining play spaces.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Origin of unit
This unit originated from the National Occupational Standards for Playwork: PW9 

Content of unit
The elements are:

318.1 Collect and analyse information on play needs and preferences 

318.2 Plan and prepare play spaces 

318.3 Support self-directed play

318.4 Help children and young people to manage risk during play

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 2.1a, 2.1b, 3.1a Communication: Intermediate 2

Working with Others: 2.1, 2.2, 2.3 Working with Others: Intermediate 2

What we mean by some of the words used in this unit
Children and young people
The children and young people with whom you work, except where 

otherwise stated.

Resources
Equipment and materials for play.
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Element CCLD 318.1
Collect and analyse information on play needs and preferences

Performance criteria
This is the national standard which you must meet:

1 Collect information on children and young people’s play using a range of methods

2 Make sure you take account of children and young people who may experience

barriers to access

3 Analyse information to identify play needs 

4 Consult with children and young people and take account of their ideas on play

needs and preferences

5 Research and identify a range of play spaces and resources that will meet the play

needs of children and young people

Range
From your work you must show that you have collected information using 

the following:

1 Methods

a Researching playwork theory and practice

b Observing children and young people at play

c Interacting with children and young people
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Element CCLD 318.2
Plan and prepare play spaces

Performance criteria
This is the national standard which you must meet:

1 Plan play spaces that will meet the needs of children and young people and can be

adapted by them to meet new needs

2 Make sure the play spaces provide for a range of different play types

3 Obtain the resources needed for these play spaces

4 Work within the available budget or find other creative ways of obtaining or

making resources

5 Create the planned play spaces involving children and young people 

wherever possible

6 Make sure that the range of play environments will be accessible for all children

and young people

7 Make sure the play spaces take account of health and safety requirements

Range
From your work you must show that you have planned and created the following

types of:

1 Play spaces

a For physical play

b For affective play

c Transient

d Permanent
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Element CCLD 318.3
Support self-directed play

Performance criteria
This is the national standard which you must meet:

1 Encourage children and young people to choose and explore the range of play

spaces for themselves, providing support when necessary

2 Leave the content and intent of play to the children and young people

3 Enable play to occur uninterrupted

4 Enable children and young people to explore their own values

5 Allow children and young people to develop in their own ways

6 Hold children and young people’s play frames when necessary

7 Observe play and respond to play cues according to the stage in the play cycle

Range
From your work you must show that you have supported self-directed play using the

following types of:

1 Play spaces

a For physical play

b For affective play

c Transient

d Permanent
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Element CCLD 318.4
Help children and young people manage risk during play

Performance criteria
This is the national standard which you must meet:

1 Allow children and young people to experience and explore risk during play

2 Identify hazards when they occur

3 Assess the risks that these hazards pose in a way that is sensitive to the nature of

the children and young people involved

4 Raise children and young people’s awareness of hazards and how to manage 

risk themselves 

5 Balance the risks involved with the benefits of challenge and stimulation 

6 Only intervene if the level of risk becomes unacceptable

Range
From your work you must show that you managed risk for the following types of:

1 Hazard

a Physical 

b Emotional

c Behavioural

d Environmental
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What you must know and understand
To be competent in this unit, you must know and understand the following:

318K01 The short and long-term benefits of play

318K02 The worker’s role in supporting play

318K03 Indicators/objectives you can use to evaluate play provision

318K04 How you adapt play opportunities according to the age, needs and

abilities of the children and young people you work with

318K05 Behavioural modes associated with play:

a Personally directed

b Intrinsically motivated

c In secure context

d Spontaneous

e Goalless

f Where the content and intent is under the control of the children and

young people

318K06 The range of play types and how to provide for these:

a Communication play

b Creative play

c Deep play

d Dramatic play

e Exploratory play

f Fantasy play

g Imaginative play

h Locomotor play

i Mastery play

j Object play

k Role play

l Rough and tumble

m Social play

n Socio-dramatic play

o Symbolic play

318K07 The mood descriptors associated with play and how to recognise these:

a Happy

b Independent

c Confident

d Altruistic

e Trusting

f Balanced

g Active or immersed

h At ease

318K08 The main stages of child development and how these affect children’s play

needs and behaviours

318K09 Why it is important to identify children and young people’s play needs 

and preferences

318K10 The types of information you can use to identify play needs and

preferences and how to access these
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318K11 The barriers to access that some children and young people may

experience and how to address these

318K12 Why it is important to consult with children and young people on play

needs and preferences, using methods appropriate for their age, needs

and abilities

318K13 Effective methods of consulting with children and young people

318K14 The range of different types of play spaces that can meet children and

young people’s needs and preferences

318K15 How to plan play spaces that meet children and young people’s play needs

318K16 Why it is important to create spaces that children and young people can

adapt to their own needs, according to their age, needs and abilities

318K17 How to obtain and/or create resources needed for a range of play spaces

318K18 How to involve children and young people in the creation of play spaces

318K19 The importance of access for all children and how to ensure this happens

318K20 The health and safety requirements that are relevant to play spaces and

how to ensure you take account of these

318K21 Why it is important for children and young people to choose and explore

play spaces for themselves, according to their age, needs and abilities

318K22 The types of support you may need to provide and how to decide when it is

appropriate to provide support

318K23 Why it is important to leave the content and intent of play to children and

young people

318K24 Why it is important to allow play to continue uninterrupted

318K25 Why it is important to allow children to develop in their own ways and not

to show them ‘better’ ways of doing things when they are playing, unless

they ask

318K26 The main stages of the play cycle

318K27 How to define a play frame

318K28 How to identify play cues

318K29 How to identify when and how to respond to a play cue

318K30 Why risk is important in play and how to encourage and support

acceptable risk taking

318K31 Levels of risk acceptable according to setting policies and procedures

318K32 The range of hazards that may occur during children’s play and how to

recognise these

318K33 The basic stages of child development and the implications these have for

levels of risk

318K34 How to assess risk according to age and stage of development

318K35 The importance of balancing risk with the benefits of challenge 

and stimulation
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Unit evidence requirements
Unit number: CCLD 318

Unit title: Plan for and support self-directed play

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge. Your evidence must also cover the additional requirements listed

against each element under ‘From your work you must show’.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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. Usually your

assessor or expert witness will observe you in real work activities and this should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 318.2 performance criteria 5

CCLD 318.3 performance criteria 6

CCLD 318.4 performance criteria 2, 6
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg play plans, risk assessments, information on children and young people’s

play, budgets and resources.

• 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 eg individual child records, commercially

sensitive material.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg health and safety legislation affecting the

play space; knowledge, understanding and recognition of the behavioural modes

and mood descriptors associated with play; the range of play types the play cycle.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Progression

Award Level 3 in Playwork.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg levels of supervision

and intervention in play, adapting play opportunities according to the age, needs

and abilities of the children and young people.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is concerned with supporting healthy living, working with families to

identify options, access information and make changes.

Who is this unit for?
This unit is suitable for you if you work with children and families either assisting

health professionals or within programmes such as Sure Start or related activities.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are:

319.1 Enable children and families to identify healthy living options

319.2 Encourage and support children and families to implement healthy lifestyles

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 3.1a, 3.1b, 3.3 Communication: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

What we mean by some of the words used in this unit
Healthy living
Adopting ways of life that help to maintain or bring about good health and extend 

life expectancy.

Lifestyle
The choices people make about how they live their lives.

Life-limiting health conditions
Chronic illnesses, diseases and health conditions that shorten life expectancy.

Unit CCLD 319
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Element CCLD 319.1
Enable children and families to identify healthy living options

Performance criteria
This is the national standard which you must meet:

1 Discuss with families the long and short-term health implications of different

lifestyles on adults and children and the benefits of healthy living

2 Identify opportunities to raise awareness of healthy living choices during regular

routines and activities

3 Identify and select opportunities to discuss healthy changes to lifestyle with

individual children and their families

4 Plan and implement programmes and activities that demonstrate aspects of

healthy living

5 Provide information to raise awareness and facilitate change
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Element CCLD 319.2
Encourage and support children and families to implement healthy living

Performance criteria
This is the national standard which you must meet:

1 Help families to identify realistic changes to their lifestyle

2 Help families plan and implement recognised healthy choices 

3 Acknowledge, support and reward families’ efforts to make changes to 

their lifestyle

4 Assist families to recognise and monitor the benefits to their health and well-being

of lifestyle changes

5 Direct families towards additional help and assistance, when required, to help

them implement lifestyle changes
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3H504 What is meant by healthy lifestyles according to government guidelines

recommendations; what these are 

K3H505 That recommendations about health are based on evidence from research

and the key features of such evidence in relation to diet and exercise, rest

and relaxation 

K3H506 The major life-limiting health conditions that can be minimised or

prevented by lifestyle changes

K3P507 What is meant by realistic changes to lifestyle and how these are

dependent on the personal circumstances of the children and 

families involved

K3H508 Why healthy lifestyles are particularly important for children

K3H509 The type of routines and activities that could be used to demonstrate

healthy living: regularly as part of normal daily activities and occasionally

eg as part of a health promotion campaign

K3H510 How you can discuss healthy living with families and children in ways that

encourage families to attempt change

K3H511 Where information can be obtained about health and healthy living that is

independent and unbiased

K3D512 Ways in which you can motivate and encourage families and children in

their efforts to make changes 

K3H513 What additional help families might need to implement healthy changes

and where this might be available locally

K3P514 Your own support needs, whether you have a peripatetic or setting based

role, how you might access support and from whom
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Unit evidence requirements
Unit number: CCLD 319

Unit title: Promote healthy living for children and families

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit. 

If your 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. Usually your

assessor or expert witness will observe you in real work activities and this should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 319.2 performance criteria 5
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg information sheet developed to promote healthy living options.

• 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 eg individual child and family records, 

health reports.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg what is meant by healthy living, the role of

the practitioner in supporting children and families wishing to make changes to

their lifestyles.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Progression

Award Level 3 in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg assignments or

investigations into specific areas of health and well-being and how to promote the

need for change.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit covers providing positive environments for children in the home, general

care, everyday relationships with parents and external activities such as outings in

which the practitioner may be transporting children in a private vehicle.

Who is this unit for?
This unit is for those practitioners who care for children in home based settings. 

This could mean childminder’s homes or in the child’s own home, as for example, 

a nanny.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

320.1 Implement the requirements of parents in line with current best 

practice guidance

320.2 Create positive environments for children within the home setting

320.3 Take children outside the home

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 2.1b, 2.2, 2.3 Communication: Intermediate 2
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What we mean by some of the words used in this unit
Children
Children with whom you work, except where otherwise stated.

Parents
Those (mothers and fathers) who have formally and legally acknowledged parental

responsibility for the continuous care and well-being of the child in question,

whether biologically related or not.

Outings
Visits to places outside the home, such as friends, relatives, parks or recreation.

Routine activities outside the home
Examples would be swimming lessons, music or learning activities.
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Element CCLD 320.1
Implement the requirements of parents in line with current best practice guidance

Performance criteria
This is the national standard which you must meet:

1 Establish a professional relationship with parents 

2 Work with parents to assess their requirements in relation to their children

3 Identify and agree the range and boundaries of your responsibilities

4 Agree formal contract and insurance liability with parents, including cover outside

the home

5 Negotiate and agree a plan for the physical care of children with their parents in

line with current best practice guidance

6 Discuss how outings for children will be provided and agree the details 

with parents

7 Ensure agreements are documented and signed by both parties

8 Implement plan as agreed

9 Review plans periodically with parents and agree any necessary changes
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Element CCLD 320.2
Create positive environments for children within the home setting

Performance criteria
This is the national standard which you must meet:

1 Communicate with and relate to children in ways which promote trusting and

emotionally safe relationships

2 Involve children in the planning of daily activities and routines appropriate to their

developmental capabilities and level of understanding

3 Help children to be independent and carry out self-care where they are able to 

do so

4 Assist children with washing, dressing and toileting in a respectful and

considerate manner

5 Deliver stimulating, interesting and developmentally appropriate activities 

for children

6 Involve children in preparing food and drink

7 Provide healthy food and drink for children as agreed, in line with current best

practice concerning diet and hygiene 

8 Implement routines that allow opportunities for exercise and rest

9 Ensure that appropriate measures to supervise and keep children safe at all times

are in place 
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Element CCLD 320.3
Take children outside the home

Performance criteria
This is the national standard which you must meet:

1 Make suggestions or respond to parents’ requests to take children on outings or

routine activities outside the home

2 Involve children in choosing outings 

3 Agree mode of transport with parents and ensure appropriate safety equipment 

is used

4 Ensure children are appropriately dressed for outings and routine activities

outside the home

5 Identify opportunities to enhance children’s learning and development 

during outings

6 Identify opportunities for children to practise physical skills and develop

competence during outings

7 Ensure you supervise children and keep them safe at all times
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3C515 What is meant by a professional relationship with parents and techniques

you can use to establish this

K3D516 Why it is important to establish the boundaries of your responsibilities with

parents and the importance of documenting agreements which are signed

by both parties

K3P517 Why it is important to have a formal contract and insurance arrangements

with parents and what these should contain 

K3D518 Why plans for children cared for at home should be reviewed and in what

situations they may need to be adapted

K3C519 How to communicate with children in ways that enable trusting and

emotionally safe relationships to develop and why this is important 

to children

K3D521 Why it is important to involve children in planning activities and routines

K3D522 How to establish the level of assistance with self-care that children require.

Why it is important for them to be independent

K3D523 How to encourage and help children become continent and use the toilet

K3D524 What is meant by stimulating, culturally and developmentally appropriate

activities, and examples of these

K3H525 Why it is important to provide diet and exercise according to best practice

and what this is

K3H526 Why it is important to follow good hygiene practice and what this means

K3H527 What is meant by safety measures, both indoors and outdoors and how

you would implement these 

K3D528 The reasons for taking children on outings and the suitable types of

outings for children

K3H529 Why it is important that you supervise children yourself when on outings

from home

K3H530 What issues to consider when transporting children during outings and

why these need to be agreed with parents

K3S531 How to safeguard children and respond appropriately when there are

concerns affecting the child’s well-being within its family

K3D541 The expected pattern of development for the children for whom you 

are responsible
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Unit evidence requirements
Unit number: CCLD 320

Unit title: Care for children at home

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below. 

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your assessor is unable to observe you s/he will wherever possible identify an

expert witness in your workplace who will provide testimony of your work-based

performance. Usually your assessor or expert witness will observe you in real work

activities and this should provide most of the evidence for the performance criteria

for each element in this unit. Your assessor will also decide what knowledge and

understanding you have demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 320.2 performance criteria 3
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent or where observation

or expert witness testimony is not required, your assessor will identify other sources

of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg formal contracts with parents, documented routines and plans for

physical care agreed with parents.

• 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 eg sensitive information about the child 

or family.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg legislation and regulation that affect some

types of home-based care, issues that arise from working in the child’s own home,

roles and responsibilities for children in the absence of their parents.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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 reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg accounts of outings

with children reflecting on the opportunities that they provide to enhance

children’s learning and development.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about supporting children with disabilities and/or children with special

educational needs (or equivalent terminology used in your home country). It involves

establishing the strengths and needs of children in partnership with their families

and in collaboration with other agencies. It also includes the identification and

provision of resources to enable inclusion and participation. 

Who is this unit for?
This unit is for you if you work in a setting or service whose main purpose is to

support the care, learning and development of children in partnership with their

families. This is suitable for you if you work with children with disabilities and/or

children with special educational needs either as a supervisor in a setting, or have a

high degree of autonomy in a setting where you are not a supervisor or work

unsupervised either within a setting or within a peripatetic service in settings 

or homes.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

321.1 Contribute to the inclusion of children with disabilities or special 

educational needs

321.2 Help children with disabilities or special educational needs to participate in

the full range of activities and experiences

321.3 Support families to respond to children’s needs

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 3.2, 3.3 Communication: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2
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What we mean by some of the words used in this unit
Attention deficits
A group of symptoms sometimes related to hyperactivity where it is hard for the

child to organise or finish a task, to pay attention to details, or to follow instructions

or conversations: the child is easily distracted or forgets details of daily routines.

Augmentative and Alternative Communication (AAC)
This refers to any device, system or special method of communication that helps

individuals with communication difficulties to communicate more easily and

effectively: eg symbols, communication boards, voice output communication aids,

sign language or facial expressions and gestures.

Barriers to communication
Anything that prevents the child communicating with others or making relationships

eg hearing, speech or visual loss, mental health issues, learning disabilities.

Barriers to participation
Anything that prevents the child participating fully in activities and experiences

offered by the setting or service.

Children
Children with whom you work, except where otherwise stated.

Disability
A physical or mental impairment which has a substantial and long-term adverse

effect on the child’s ability to carry out normal day-to-day activities.

Equality of access
Ensuring that discriminatory barriers to access are removed and that information

about provision is accessible to all families in the community.

Integration/inclusion
Children with disabilities or special educational needs belonging to 

mainstream settings.

Social and medical models of disability
The medical model reflects the traditional view of disability that it is something to be

‘cured’, treating the child as a sick patient; the social model considers that it is

society that needs to change and that disabled people have rights and choices.
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Special educational needs
Children with special educational needs learn differently from most children of the

same age. These children may need extra or different help from that given to 

other children.

Transitions
Changing, moving between different stages of life (growing up) or physical places

(home-nursery-school).
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Element CCLD 321.1
Contribute to the inclusion of children with disabilities or special educational needs

Performance criteria
To meet the national standard you must:

1 Seek information about children from families and external support agencies in

order to assess and respond to the child’s individual needs 

2 Identify barriers to participation; take steps to remove these and support

children’s participation and equality of access

3 Involve and consult children and families at each stage of determining the steps

that have to be taken to support participation and access

4 Develop individual plans to meet each child’s needs

5 Request additional resources or a statutory assessment where appropriate

6 Support children appropriately through transitions to ensure continuity 

of experiences

7 Refer concerns about children, according to setting procedures
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Element CCLD 321.2
Help children with disabilities or special educational needs to participate in the full

range of activities and experiences

Performance criteria
To meet the national standard you must: 

1 Identify and take steps to overcome barriers to communication 

2 Identify and take steps to overcome barriers to participation in the full range of

activities and experiences 

3 Offer alternative activities if appropriate

4 Implement adaptations that can be made without the use of special aids 

and equipment 

5 Identify and deploy specialist aids and equipment as necessary

6 Adapt the environment, including layout of furniture and accessibility of

equipment, where this is necessary and within your role and responsibility

7 Ensure adults involved are knowledgeable about children’s disabilities or special

educational needs and confident in their roles and responsibilities

8 Agree boundaries for behaviour with children and families
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Support children with disabilities or special educational
needs and their families

05Unit CCLD 321



Element CCLD 321.3
Support families to respond to children’s needs

Performance criteria
To meet the national standard you must:

1 Encourage family members to participate in observing and identifying the needs

of children

2 Actively encourage family members to participate in activities with children

3 Establish partnerships with families in recognition that they are the child’s primary

carers and may have detailed specialist knowledge about their child

4 Tailor support to families’ different needs, recognising that the material and

personal resources available to them will vary 

5 Encourage family members to express their feelings in a 

non-judgmental environment

6 Adapt your use of complex specialist language to ensure clarity 

and understanding
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3D549 The possible impact of having a child with a disability or special

educational needs within a family and the varied responses of carers,

siblings, and the wider family

K3P532 Legislation, regulations and codes of practice affecting provision for

disabled children and children with special educational needs within your

home country

K3D533 Assessment and intervention frameworks for children with special

educational needs 

K3D534 The rights of all children to participation and equality of access and how

this affects provision

K3M535 Specialist local and national support and information that is available for

you and for the children and families

K3D536 Partnerships with parents and families are at the heart of provision as they

know most about their child

K3D537 There are ‘expert parents’ with wide-ranging and in-depth knowledge of

their child and the disability or special educational need, who can offer

support to others

K3D539 How integration/inclusion works in your setting and local area and the

reasons for its benefits or otherwise

K3D540 Details about particular disabilities or special educational needs as they

affect the children in your care and your ability to provide a high 

quality service

K3D541 The expected pattern of development for the children for whom you 

are responsible

K3C542 The possible effects of communication difficulties and attention deficits

K3C543 The purpose and use of Alternative and Augmentative Communication

and assisting children through use of all available senses and experiences

K3D544 Planning for each child’s individual requirements according to their age,

needs, gender and abilities

K3D545 How to adapt your practice to meet the needs of all the children for whom

you are responsible, according to their age, needs and abilities

K3D547 What specialist aids and equipment are relevant and available for the

children you work with and how to use these safely

K3D548 The importance of early recognition and intervention to prevent learning

or other difficulties from developing

K3C550 Awareness of, and ability to use, specialist terminology in the interest of

the children with whom you work, whilst ensuring that use of such

terminology does not act as a barrier to communication
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Unit evidence requirements
Unit number: CCLD 321

Unit title: Support children with disabilities or special educational needs and 

their families

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit. 

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 321.1 performance criteria 5

CCLD 321.2 performance criteria 3, 5, 6
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg information for children and families about the setting, policies and

procedures for inclusion and anti discriminatory practice, information about

augmentative and alternative communication, information on specialist aids 

and adaptations.

• 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, eg plans for individual children, reports on

children’s or family circumstances.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 of principles which support practice,

policies, procedures and legislation, and their application eg legislation,

regulation and codes of practice affecting provision for disabled children and

children with special educational needs within your home country.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Level 3

Progression Award in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg your effectiveness in

increasing participation and inclusion for children or families, your interactions

with other agencies and disciplines, how well you have supported families to

respond to children’s needs. Assignments, projects or investigations into

specialist relevant forms of support.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about developing parents’ confidence and practical parenting skills,

enabling them to support their children’s care and development effectively and in

doing so support and empower the family.

Who is this unit for?
This unit is for you if you work in a setting or service whose main purpose is to

support the care, learning and development of children in partnership with their

families. This unit will be useful for practitioners working with parents in different

settings, but particularly for those whose focus is on developing children through

supporting their parents.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

322.1 Promote parents’ self-confidence in the parenting role 

322.2 Encourage parents to relate positively to their children 

322.3 Support parents in play activities with their children

322.4 Support parents in accessing information and community support 

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 2.2 Communication: Intermediate 1

Unit CCLD 322
Empower families through the development of 
parenting skills

01Unit CCLD 322



What we mean by some of the words used in this unit
Families
Includes parents and carers and extended and chosen families who contribute

significantly to the well-being of individual children and who may or may not have

legal responsibility.

Parents
Those (fathers and mothers) who have formally and legally acknowledged parental

responsibility for the continuous care and well-being of the child in question,

whether biologically related or not.
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Element CCLD 322.1
Promote parents’ self confidence in the parenting role

Performance criteria
This is the national standard which you must meet:

1 Communicate with parents in ways that help them recognise, understand and

accept their feelings and own needs

2 Establish and develop open and trusting relationships with parents 

3 Encourage parents to develop skills, support networks and resilience to cope with

the emotional demands of parenting

4 Provide a supportive environment in which parents are able to discuss any

difficulties with parenting safely and in confidence

5 Acknowledge the universal difficulties experienced when parenting, the diversity

in patterns of parenting and that sometimes there are particular pressures 

6 Encourage parents to recognise and value the significance of their contributions

to children’s development, care and well-being 

7 Provide opportunities for parents to discuss their perceptions of their children’s

characteristics and behaviour

8 Involve parents in the assessment of their children’s needs
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Element CCLD 322.2
Encourage parents to relate positively to their children

Performance criteria
This is the national standard which you must meet:

1 Provide information and help parents access additional information about 

child development 

2 Encourage parents to develop realistic expectations of their children’s behaviour,

progress and individual needs

3 Help parents to identify agreed limits and boundaries for children’s behaviour,

involving and consulting children according to the child’s age, needs and abilities

4 Assist parents to identify flexible strategies for promoting positive behaviour that

do not involve physical punishment or humiliate and degrade the child

5 Demonstrate a non-judgmental attitude when parents express negative and

difficult feelings about their children 

6 Help parents to recognise and value their child’s individual characteristics 

and capabilities 

7 Identify, acknowledge and promote the positive aspects of parents’ relationship

and interactions with their children
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Element CCLD 322.3
Support parents in play activities with their children

Performance criteria
This is the national standard which you must meet:

1 Help parents to recognise the value and importance of play in 

children’s development 

2 Emphasise the exploratory nature of play to parents and the contribution this

makes to development 

3 Help parents and children to identify opportunities for sharing play and 

activities together 

4 Encourage parents to consider a wide range of activities including 

non-stereotypical opportunities and experiences 

5 Encourage parents to become involved in their children’s play activities in ways

that enhance their development and extend skills and capabilities 

6 Discuss and emphasise the enjoyable nature of play for adults and children

7 Help parents to identify resources and opportunities for play during 

everyday activities

8 Help parents to recognise the contribution of play in reinforcing positive

relationships with their children
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Element CCLD 322.4
Support parents in accessing information and community support

Performance criteria
This is the national standard which you must meet:

1 Help parents to identify sources of useful information and support for parenting 

2 Help parents to identify local facilities that support parents and children 

3 Help parents to identify local resources to support play and learning with 

their children 

4 Help parents to identify and access agencies providing community support 

5 Provide parents with accurate and up-to-date information about professional

services provided locally 

6 Assist parents to access local services, resources and facilities 

7 Encourage parents to share information about local services, resources and

facilities with other parents
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3C551 How you establish and develop open and trusting relationships with

parents and why this is important

K3D552 The importance of involving parents in the assessment of their children’s

needs and how you might do this

K3D553 How to identify, acknowledge and promote the positive aspects of

parents’ management of their children and how you help parents to

recognise the value and significance of their contributions

K3D554 Why it is important to provide an environment in which parents are able to

discuss their difficulties, and how to create this

K3C555 How parents might build up skills to deal with their own feelings, such as

assertiveness, talking through problems, negotiation, developing 

support networks

K3D556 Strategies that are available for the promotion of positive behaviour, that

do not involve physical punishment or humiliating children and are

sensitive to the level of challenge in the child’s behaviour

K3D481 The link between parental/family expectations for their children, their own

childhood experiences and knowledge of child development

K3C558 How to demonstrate a non-judgmental attitude when parents express

negative and difficult feelings

K3D559 The link between children’s play, learning and development, the

importance of allowing children to play and how this information is best

shared and negotiated with parents

K3D560 How you can encourage parents to become involved in children’s play

activities and identify resources that are easily available

K3H561 How you raise awareness with parents of the range of common safety

issues that may affect their children inside and outside the home,

according to the child’s age, needs and abilities

K3D562 How you help parents to recognise and value their child’s individual

characteristics and capabilities and why it is important to acknowledge the

positive aspects of parents’ relationships with their children

K3P563 Strategies for coping when the pressures of parenting seem overwhelming

K3D564 Why it is important to encourage parents to consider a wide range of 

non-stereotypical opportunities and experiences and strategies for 

doing this

K3M565 Knowledge of local facilities to support parents and children

K3D566 Where parents might obtain information about parenting and 

child development

K3M567 What agencies are available locally to support individual parents

K3D568 How increased confidence in the parenting role has positive benefits to the

parents’ own personal development and aspirations

K3P569 How to find out whether parents or other family members have a basic

skills need in ways that are sensitive, how to work with them and signpost

to sources of appropriate information
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Unit evidence requirements
Unit number: CCLD 322

Unit title: Empower families through the development of parenting skills

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below. 

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit. 

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 322.1 performance criteria 4
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg information about children’s development and behaviour relevant to

parents, curriculum plans, policies and procedures such as behaviour,

partnerships with parents, information about professional services and

information on agencies providing community support.

• 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 eg child and family records.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg the values and principles underpinning work

with parents, how to build parents self-confidence in their parenting role, the

range of parental responses encountered and how to adapt approaches to meet

the needs of individuals.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Level 3

Progression Award in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg Effective support

mechanisms for parents, approaches to family interaction where behaviour 

is challenging.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about using Information and Communication Technology (ICT) to promote

children’s learning. It includes the use of a range of ICT equipment, including

computers, in settings where children are involved in early learning. The unit relates

mainly to work with young children involved in early education, according to the

requirements within the home country concerned, but could be used in other

circumstances with any child in the early stages of learning.

Who is this unit for?
This unit is for you if you work in a setting or service whose main purpose is to

support the care, learning and development of children in partnership with their

families. This unit is suitable for you if you have supervisory responsibilities or work

unsupervised promoting children’s early learning in ICT.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are:

323.1 Plan to use ICT in support of children’s early learning 

323.2 Implement ICT activities 

323.3 Evaluate children’s learning through ICT

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Improving Own Learning Working with Others: Intermediate 1

and Performance: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Application of Number: Intermediate 1

Working with Others: 3.1, 3.2, 3.3 Information Technology: Intermediate 2

Application of Number: 2.1, 2.2, 2.3

Information and Communication 

Technology: 3.1, 3.2, 3.3
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What we mean by some of the words used in this unit
Children
The children with whom you are working, unless otherwise stated.

Equality of access
Ensuring that discriminatory barriers to access are removed and allowing for

children’s individual needs in terms of access to ICT eg taking action to ensure that

girls participate equally with boys.

First-hand experiences
Hands-on experience with real objects.

ICT resources
Range of different activities, equipment and technological devices, such as

programmable toys, telephones, videos, timers, keyboard, keypads, computers,

digital cameras.

Imaginative play
Pretending, acting the role of another person, either alone or in groups, acting out

difficult scenarios.

Intuitive
Functions are easily defined, not overly complex and often work in a single operation

eg drag and drop.
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Element CCLD 323.1
Plan to use ICT in support of children’s early learning

Performance criteria
This is the national standard which you must meet:

1 Plan to use ICT in your setting in ways that enhance and do not replace adult

support and first-hand experiences 

2 Explore and evaluate available ICT resources and consider how these can be

integrated into your provision in order to support early learning

3 Check that those involved are clear about their roles and responsibilities and

confident in using ICT to promote learning 

4 Take opportunities to encourage children’s learning about ICT 

5 Use ICT to support play and learning in other curriculum subjects in ways that are

stimulating and enjoyable for children, according to their age, needs and abilities

6 Work in partnership with families to support children’s learning through ICT

7 Plan to provide opportunities for families to participate in ICT provision
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Element CCLD 323.2
Implement ICT activities

Performance criteria
This is the national standard which you must meet:

1 Integrate ICT into daily activities, providing required adult support

2 Engage children in ICT activities by providing interesting and stimulating

opportunities and allowing them to work alone, in pairs or in small groups if 

they wish

3 Use ICT to support children’s imaginative play

4 Support children’s self confidence and self-esteem by the use of ICT

5 Allow children time to explore and become familiar with ICT activities 

and equipment 

6 Encourage children to use ICT to solve problems, work collaboratively and find out

new information

7 Make sure that all the children in your setting have equality of access to ICT

provision, encouraging those who may be reluctant to participate
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Element CCLD 323.3
Evaluate children’s learning through ICT

Performance criteria
This is the national standard which you must meet:

1 Develop a strategy for monitoring and evaluating children’s learning of new skills

and knowledge through the use of ICT 

2 Develop a strategy for monitoring and evaluating learning about ICT itself

3 Observe and monitor children’s use of ICT noting how they use equipment and

whether they are engaged and involved

4 Ensure a balanced and effective approach to the use of ICT within your setting by

reflecting on and taking steps to improve practice in this area
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3D570 How good quality ICT provision promotes children’s physical, creative,

social and emotional and communication development alongside their

thinking and learning 

K3D571 How to adapt use of ICT for children of different ages, gender, needs 

and abilities

K3C572 How to make best use of ICT in bilingual or multilingual settings

K3D573 In order to use some ICT equipment children will need to develop a range

of skills eg fine motor skills to use keyboard and mouse, and will need time

to explore the equipment before they are able to use it

K3D574 How children use ICT as a tool to support learning in many curriculum

areas and in doing this what they learn about ITC as a subject in its 

own right

K3D575 How to involve families in ICT in ways that are sensitive to their prior

knowledge and level of confidence

K3S576 Use of screening devices to prevent access to unsuitable material via 

the internet 

K3S577 Safety issues for children who access the internet

K3P578 Useful online and offline resources that support appropriate use of ICT

K3P579 As ICT is a rapidly developing and changing area how you will keep 

up-to-date in order to ensure you provide the best service to children 

and families

K3D580 Ways of selecting good quality ICT resources that encourage positive

learning for children by applying selection criteria eg

a Allows the child to be in control

b Has more than one solution

c Not violent or stereotyped

d Easy to use, ‘intuitive’

e Fun
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Unit evidence requirements
Unit number: CCLD 323

Unit title: Use information and communication technology to support children’s

early learning

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below. 

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit. 

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 323.2 performance criteria 7
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg integrating ICT into curriculum plans to support a range of areas of

learning, plans for developing and extending ICT use, records of ICT usage in 

the setting.

• 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 eg colleague training plans, individual 

child records.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg effective uses of ICT that enhance and do

not replace first-hand experiences for children, the difference between ICT as a

tool for learning and learning to use ICT, the scope of ICT learning opportunities in

the setting, how to make a qualitative judgments about ICT for children such as

appropriate types of software.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds e-Quals.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg Strategies for involving

families in their child’s ICT learning and experience, reflecting on the effectiveness

of the use of ICT in your setting, Investigations and projects on specific aspects of

ICT for early learning.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about supporting professionals in delivering a range of services within a

community setting. Services include those that are provided universally as well as

specialised services to particular children and families.

Who is this unit for?
This unit is for practitioners who assist professionals and may work unsupervised on

occasion, for example when providing information and advice to families as agreed

with professionals, undertaking follow-up visits or implementing an agreed strategy.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

324.1 Work with other professionals to deliver community services to families

324.2 Work with families to provide advice, guidance and support

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 2.2 Communication: Intermediate 1

What we mean by some of the words used in this unit
Community services
Services delivered for families either within their own homes or at a nearby location

such as a health centre, clinic, community centre or outreach branch. Services may

be health services, screening services, treatment services or support services and

may be delivered by professionals in health, education, social work, mental health,

physiotherapy, occupational or speech therapy. They may be provided as statutory,

voluntary or private services. This list is indicative only.

Families
Includes parents (mothers and fathers) and carers and extended and chosen families

who contribute significantly to the well-being of individual children and who may or

may not have legal responsibility.

Unit CCLD 324
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Element CCLD 324.1
Work with other professionals to deliver community services to families

Performance criteria
This is the national standard which you must meet:

1 Clearly identify the aims and purpose of the service with those responsible for

delivering it 

2 Discuss details of how the service is to be delivered with the relevant professional

3 Clearly identify the boundaries and limits of your responsibility with professionals

4 Reach agreement on how you will report and record the details of your contact

with families and children, in line with organisational policy

5 Identify the mechanisms and timescales for reporting concerns

6 Contribute to evaluating and reviewing the quality of the service delivered

Unit CCLD 324
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Element CCLD 324.2
Work with families to provide advice, guidance and support

Performance criteria
This is the national standard which you must meet:

1 Initiate, develop and maintain a supportive relationship with families

2 Encourage families to share information

3 Ensure that families understand the issues around confidentiality, including the

boundaries and limits to this 

4 Identify with families their requirements for advice, guidance and support

5 Provide information, or direct families to sources of information that are 

evidence-based, in line with best practice and relevant to their needs

6 Ensure that information is provided in an ethical way, consistent with professional

guidance and within the boundaries of your role and responsibilities

7 Refer issues which are outside your remit to the appropriate professional,

informing families and seeking their agreement

8 Complete records of your contact with individual families clearly and legibly,

involving them according to organisational policy and procedure

9 Report back to the key worker or relevant professional within agreed timescale

Unit CCLD 324
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3M581 The range and purpose of services that are delivered in the community for

children and families

K3M582 Why it is important to clarify and agree details of how the service for

families is to be provided and the limits of your role and responsibilities

with the key professional concerned

K3M583 Why it is important to keep records, document information clearly and

legibly following agreed formats; how and why families should be involved

in recording information about themselves

K3M584 The importance of understanding and following organisational procedure

and mechanisms for reporting concerns within agreed timescales

K3P585 Why it is important to review the quality of services and how you might

contribute to this

K3C586 Strategies you use to ensure you develop and maintain a supportive

relationship with families and why this is important

K3P587 Sources of evidence-based information on a range of common issues of

relevance to community based provision for children and families

K3M588 What is meant by providing information ethically

K3P589 The limits and boundaries of your role and why it is important for families

to understand this 

K3M590 Why it is important to feed back information from your contact with

families receiving community based services to the key professional within

agreed timescales

Unit CCLD 324
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Unit evidence requirements
Unit number: CCLD 324

Unit title: Support the delivery of community based services to children and families

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below. 

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 324.2 performance criteria 7
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg details and information about community service, confidentiality policy,

procedures for referral, report formats.

• 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 eg plans for individual families, records of

contact with individual families, reports to relevant professionals.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg the purpose of the service and your role

within it, working in a multi-disciplinary team, how to access and use evidence

based information for work.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Level 3

Progression Award in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg effective ways to share

information with other professionals, how to recognise and implement the

boundaries and limits of role responsibility.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about?
This unit is about supporting children and young people through transitions in 

their lives.

Who is this unit for?
This unit is for you if your work role involves preparing children and young people for

transitions in settings or services whose main purpose is children’s care, learning

and development. It is suitable for you if you have supervisory responsibilities,

significant responsibility or work unsupervised, in peripatetic or setting 

based environments.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are:

325.1 Plan for transfer and transition

325.2 Support the child or young person to prepare for transfer or transition

325.3 Monitor the success of transfer and transition and identify continued 

support needs

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Origin of this unit
This unit originates from the National Occupational Standards for Learning,

Development and Support Services for children, young people and those who care

for them which were developed by ENTO, TOPSS and Paulo. The unit appears as Unit

10 in Level 3 optional pathway for Learning Mentors.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 3.1a, 3.3 Communication: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Unit CCLD 325
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Element CCLD 325.1
Plan for transfer and transition

Performance criteria
This is the national standard which you must meet:

1 Assess the family situation of the child or young person and the implications of

this for transfer or transition

2 Identify the changes in expectations and activities required of children and young

people at entry to or progress through a phase of learning and development and

assess their implications

3 Gather and review relevant information with an individual child or young person to

ensure it is comprehensive and helpful to the transfer or transition process

4 Work with families and carers to ensure a full understanding of the process of

transfer or transition

5 Identify any special requirements needed to assist the child or young person to

make a successful transfer or transition and how they will be provided

6 Prepare a transition plan that assists others to develop a full understanding of the

experiences and achievements of the child or young person prior to transfer or

transition and the support they will need to make a successful transfer 

or transition

7 Assist others to develop an effective induction programme for children and young

people that helps them to understand the new expectations and ways of working

at the point of transfer or transition

8 Assist others to assess the child’s or young person’s current levels of achievement

and learning experience and to provide a programme that will provide continuity

in learning

9 Contribute to the prompt transfer of information as an aid to effective planning,

following agreed confidentiality protocols and legislative requirements

Unit CCLD 325
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Element CCLD 325.2
Support the child or young person to prepare for transfer or transition

Performance criteria
This is the national standard which you must meet:

1 Explore with the child or young person his/her wishes and expectations about the

transfer or transition

2 Present the transfer or transition in a positive and supportive way with the child or

young person

3 Review the major differences in experiences and learning expectations required at

the point of transfer or transition and the child’s or young person’s level of

confidence about managing the process

4 Identify and explore any particular needs or perceived barriers with the child and

possible ways of meeting and overcoming them

5 Work closely with families or carers to identify issues and concerns and to ensure

a smooth transfer or transition process

6 Work closely with other agencies and professionals as necessary to assist in the

effective implementation of the transition plan

7 Agree with the child or young person how support will be provided to him/her

immediately after the transfer or transition and take appropriate action to ensure

the support is available

8 Provide opportunities to experience the new learning environment and explore

any questions or issues raised by the child or young person as a result

9 Ensure that the child or young person knows how they can access further support

and raise any concerns

Unit CCLD 325
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Element CCLD 325.3
Monitor the success of transfer and transition and identify continued support needs

Performance criteria
This is the national standard which you must meet:

1 Review progress with the child or young person, their families or carers and other

professionals after an appropriate period of familiarisation and agree any

continuing support

2 Ensure that the child or young person knows how to make use of support systems

within the new learning environment

3 Review transfer arrangements with relevant agencies and identify any improved

ways of working together

Unit CCLD 325
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What you must know and understand
To be competent in this unit, you must know and understand the following:

325K01 Relevant legislation covering data protection, confidentiality and

information transfer in relation to children and young people

325K02 Specific legislation and formal processes governing transfer and 

transition between learning and development environments, including

special needs

325K03 Statutory responsibilities for specific groups of children and young people

and their implications for transfer and transition

325K04 Roles and responsibilities of different agencies at points of transfer 

and transition

325K05 Models of good practice in relation to transfer and transition

325K06 Equality of opportunity and its implications for transfer and transition

325K07 Information exchange protocols in place between agencies, learning

environments and their implications

325K08 The policies and practices of learning providers and their implications for

children and young people transferring into them

325K09 The culture, values and ethos of different learning environments and how

these can be conveyed to children and young people

325K10 The likely causes of tension, conflict and difficulty that may arise during

transfer or transition and how they can be minimised

325K11 Understanding of appropriate methods of assessing a child’s or young

person’s level of attainment and personal development

325K12 The likely emotional and personal issues that may arise before and after

transfer or transition and how they can be addressed

325K13 Sources of specialist support that can be called upon to meet the special

educational and/or additional needs of individual children or young people

325K14 Appropriate forms and levels of communication that will assist the

individual child or young person to understand the process and be able to

express their concerns

325K15 The nature of the information to be exchanged at points of transfer 

and transition
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Unit evidence requirements
Unit number: CCLD 325

Unit title: Support the child or young person’s successful transfer and transition in

learning and development contexts.

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge within the unit.

The format of the evidence requirements are different for this unit which originates

from the National Occupational Standards as Unit 10 in Level 3 optional pathway for

Learning Mentors. You must carefully follow the evidence requirements below which

state what you must provide.

Required sources of performance and knowledge evidence:
All performance evidence must be generated from a real working environment.

Simulation is allowed for this unit for the following performance criteria:

Element CCLD 325.1
4 Work with families and carers to ensure a full understanding of the process of

transfer and transition 

Element CCLD 325.2
5 Work closely with families and carers to identify issues and concerns and to

ensure a smooth transfer or transition process

Where the candidate does not have direct contact with the families and carers of

children and young people the candidate must be able to identify the types of issues

and concerns families or carers are likely to have in relation to transfer and transition.

The candidate must demonstrate to his/her assessor or expert witness how he/she

would go about ensuring families and carers fully understand the transfer and

transition process.

Element CCLD 325.3
3 Review transfer arrangements with relevant agencies and identify any improved

ways of working together

Where the candidate does not have the opportunity to review transfer arrangements

then he/she should demonstrate to his/her assessor or expert witness which aspects

of the transfer process should be reviewed, with whom and indicate the measures

that would be used to evaluate effectiveness.

Unit CCLD 325
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Candidates must provide performance evidence to meet the following 

minimum requirements:

1 plan the transfer needs of 3 children or young people 

2 plan the transition needs of 3 children or young people

3 monitor the success of the transfer or transition of 3 children and young people

4 provide and seek feedback on transfer and feedback arrangements with 2 other

relevant agencies 

The same evidence can be used to meet each of the above categories.

Candidates must provide evidence to demonstrate that they are competent in a

range of situations. Wherever possible, assessors should follow the

recommendations for range given below. Where a candidate’s work activities do not

allow evidence to be collected across the recommended range, other situations may

be accepted provided sufficient evidence is available to demonstrate that the

candidate can undertake the unit in a range of situations.

Candidates must also provide evidence to show that they possess the knowledge

specified for each element across a range of situations.
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Recommendations for range
Transfer arrangements
• between different learning environments 

• transfer into a new learning environment

• working with children and young people

• working with families and carers

• working with other professionals in the same agency

• working with professionals from different agencies

Transition arrangements
• between different stages and phases in learning and development 

• working with children and young people

• working with families and carers

• working with other professionals in the same agency

• working with professionals from different agencies

Transfer and transition planning
• identifying implications for children and young people

• establishing implications for families and carers

• assessing changes in expectations and activities of the new learning environment

• identifying particular needs and perceived barriers in relation to transfer 

or transition

• identifying information, advice and support needs of the child or young person

before, during and after transfer or transition

• ensuring a full understanding of the child’s or young person’s experiences and

achievements promoting improved provision by those in the new 

learning environment

• contributing information to assist the development of an effective 

induction programme

Monitoring and review arrangements
• progress of child or young person after transfer or transition

• support needs of families and carers

• effectiveness of induction programme

• information exchange arrangements between learning and 

development providers
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Guidance
Examples of assessment methods

Not all the assessment methods need be

used: it is up to the assessor to

determine a suitable mix of methods.

• performance observed by assessor

• review of relevant documents

• review of case studies 

Examples of types of evidence

Not all types of evidence are required: it

is up to the assessor to determine a

suitable mix of evidence. Note that the

same evidence can be used for any

other relevant units. 

• planning sessions with children and

young people

• reviews of transfer and transition

arrangements with families and carers 

• planning meetings with other

professionals and agencies 

• review and evaluation meetings with

learning and development providers

• one-to-one support sessions with

children or young people

• post transfer or transition interviews

with children and young people

• transfer and transition plans

• notes/records of meetings with

families and carers

• logs and internal memoranda and

case notes between colleagues 

• special requirements assessments

• statements of experiences and

achievements of individual children

and young people

• induction programmes from receiving

learning and development providers

• case notes for individual children and

young people at different stages of

the transfer or transition process

• reviews and evaluations of

effectiveness with other

professionals, learning and

development providers and agencies 

• records of changes made to transfer

and transition arrangements
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Examples of assessment methods

• witness testimony 

• oral questioning by assessor or

expert witness

• written questions

• written or spoken reports

Examples of types of evidence

• from colleagues and other

professionals involved in planning

transfer and transition

• from receiving learning and

development providers

• from specialists who provided

additional support to children and

young people

• from children and young people

• how you prepared children and young

people for transfer or transition

• how you assessed the family situation

of the child or young person and

established the implications for

transfer or transition 

• how you gathered and presented

relevant information about children

and young people for use by others

involved in transfer and transition

• how you identified additional sources

of support for children and young

people before, during and 

after transfer

• how you planned contacts with other

professionals during and after

transfer and transition

• how you raised problems and issues

with relevant people during transfer

and transition



What is this unit about? 
This unit is about working with those professionals who have the statutory

responsibility to safeguard children, to contribute to all stages of the process of

keeping children safe and protected from abuse or neglect. The unit covers all

aspects of safeguarding children and promoting their welfare.

Who is this unit for?
This unit is for you if you make contributions to safeguarding children by referring

concerns about their welfare, by participating in the assessment or planning process

or by contributing to the review process.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are:

326.1 Refer concerns about the welfare of children

326.2 Share information for the purpose of assessing children in need and 

their families

326.3 Support plans, interventions and reviews that safeguard children and

promote their welfare

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ and an optional unit in the level 4

NVQ in Children’s Care, Learning and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 4.1, 4.2, 4.3 Communication: Higher

Working with Others: 4.1, 4.2, 4.3 Working with Others: Higher

Problem Solving: 4.1, 4.2, 4.3 Problem Solving: Higher

Unit CCLD 326
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What we mean by some of the words used in this unit
Procedures and protocols
The way things are done in your setting: these may the way things are done

throughout a large organisation, or just in your own setting.

At risk of harm
A child who may be in danger of physical, sexual or emotional injury, assault 

or damage.

Age, understanding and preference
Talking, or communicating so that you do not use words or phrases that children or

parents cannot understand: this includes using jargon or some professional terms. 

It is also about using the language and method of communication that is the choice

of the child or parents you are communicating with.

Contemporary notes
Notes written immediately an event or occurrence has happened: notes can 

only be contemporary if they are written at the time, otherwise they are

‘retrospective’ notes.

Parents
Those (mothers and fathers) who have formally and legally acknowledged parental

responsibility for the continuous care and well-being of the child in question,

whether biologically related or not.

Relevant professionals
People such as social workers, police officers, health professionals.

Unit CCLD 326
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Element CCLD 326.1
Refer concerns about the welfare of children

Performance criteria
This is the national standard which you must meet:

1 Follow your setting’s procedures and protocols for expressing concerns about a

child’s welfare

2 Refer and discuss your concerns with the appropriate person in your setting, or

with another agency if you are the person responsible in your setting

3 If appropriate to the child’s age and understanding, and not placing the child at

risk of harm, discuss your concerns with the child and parents 

4 Communicate with the child in a way that is appropriate to their age,

understanding and preference

5 Communicate with parents in a way that is appropriate to their understanding

and preference

6 Try to gain parental agreement to a referral being made

7 Agree with the person to whom you make the referral what the child and

parents will be told, by whom and when

8 Confirm verbal or telephone referrals in writing within the time limits in your

procedures or protocols, or at least within 48 hours

9 Record details of all concerns about the welfare of a child, regardless of 

the outcome

Unit CCLD 326
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Element CCLD 326.2
Share information for the purpose of assessing children in need and their families

Performance criteria
This is the national standard which you must meet:

1 Follow your setting’s procedures and protocols for sharing information

2 Provide clear, verified information as requested by those carrying out initial or

core assessments of children

3 Provide clear, verified information about the child’s developmental needs and

their parents’ capacity to respond to their needs 

4 Provide clear, verified information about the child’s wider family 

and environment

5 Share information with parents and others only in agreement with those

carrying out the initial or core assessment

6 Provide clear, verified information, including your professional judgments,

which will contribute to agreeing further action

7 Contribute to a strategy discussion if requested to do so, or provide clear,

verified information to enable an appropriate person from your setting 

to contribute

8 Keep detailed, timed, dated and signed contemporary notes about any relevant

or unusual events and occurrences

9 Keep any notes and records securely and take steps to prevent 

unauthorised access

Unit CCLD 326
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Element CCLD 326.3
Support plans, interventions and reviews that safeguard children and promote 

their welfare

Performance criteria
This is the national standard which you must meet:

1 Contribute to discussions and decisions with other professionals and parents

about the best ways to meet the needs of the child

2 Participate as requested in the development of a plan to promote the welfare

and future safety of the child

3 Provide any agreed interventions, services or monitoring of development as

requested, or re-negotiate any commitments that cannot be met

4 Prepare, or contribute to, any written report your setting is asked to provide for

a child protection conference

5 Discuss and agree with the relevant professionals whether your conference

report can be shared with the parents

6 If you are invited, attend the conference and participate fully in the 

decision-making process

7 Participate in a core group where appropriate and support the implementation

of a child protection plan 

8 Communicate with children and parents as agreed with the other professionals

involved in the development of plans and interventions

9 Participate in the process of reviewing interventions and plans

10 Maintain detailed records of all your actions and any reports or information 

you provide
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3S344 The legislation, guidelines and policies which form the basis for action to

safeguard children

K3S345 The Children’s Assessment Framework process and how it is used to

safeguard children and promote their welfare

K3S346 The procedures and protocols in your setting for safeguarding and

protecting children and expressing concerns about children’s welfare

K3S347 The definitions of a ‘child in need’ and ‘child at risk of significant harm’

K3S348 The nature and forms of abuse

K3S349 The nature and forms of neglect

K3S350 The reasons why and circumstances in which, information about concerns

may not be shared with children and parents

K3M351 The legal and organisational responsibilities regarding confidentiality,

limits and boundaries and why these are important

K3C352 The methods of communication that may be appropriate in working with

professionals with statutory responsibility for safeguarding and 

protecting children

K3S353 The roles and responsibilities of all those involved in safeguarding children

and promoting their welfare

K3M354 Methods of recording and storing information, including the importance of

contemporary notes in cases of protection and safeguarding

K3S355 The purpose and procedures of an initial assessment

K3S356 The purpose and procedures of a core assessment

K3S357 The purpose and procedures of a strategy discussion

K3D358 The factors that influence parents’ capacity to meet children’s needs

K3D359 The influence of environment and wider family on children’s development

K3S360 The purpose and procedures of a child protection conference, key worker

and core group

K3S361 The importance and process of reviewing plans and interventions for

safeguarding children
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Unit evidence requirements
Unit number: CCLD 326

Unit title: Safeguard children from harm

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge. 

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
Simulation is permitted for element 326.3 of this unit.

The nature of this unit means that most of your evidence must come from real work

activities. Simulation is permitted for element 326.3 of this unit. It cannot be used

anywhere else in the unit and must meet the criteria for its use which can be found in

the assessment guidance. 

The evidence must reflect, at all times, the policies and procedures of the workplace,

as linked to current legislation and the values and principles for good practice in

children’s care, learning and development.

Required sources of performance and knowledge evidence:
Observation or expert witness testimony is the preferred assessment method

to be used to evidence some part of this unit.

If your 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

should provide most of the evidence for the performance criteria for the elements in

this unit. Your assessor will also decide what knowledge and understanding you

have demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 326.1 performance criteria 3

CCLD 326.3 performance criteria 6, 7
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg policies and procedures for safeguarding children. 

• 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 eg individual child or family records, notes of

case conferences.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg legislation that supports the protection and

safeguarding of children, setting policies and procedures.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg child protection and

safeguarding training, multi-agency training.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg the effectiveness of

policies and procedures designed to protect children, required response to a

concern or disclosure of or about abuse.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about working with children who have had traumatic experiences or been

in traumatic situations. Such experiences can range from having been exposed to

domestic or criminal violence or being abused, being in an armed conflict, or fleeing

violence or terror and coming to a new country as a refugee. It covers the skills you

will need to provide support for children and to work alongside others who may be

supporting them.

Who is this unit for?
This is for you if you work with children who have experienced trauma, either

individually or as part of a group. It is most useful for you if you work in a setting or

service whose main purpose is supporting children’s care, learning 

and development.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

327.1 Recognise the needs of children who have experienced trauma

327.2 Respond to the needs of children who have experienced trauma

327.3 Seek support for your own practice and development

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 4.1, 4.2, 4.3 Communication: Higher

Working with Others: 4.1, 4.2, 4.3 Working with Others: Higher

Problem Solving: 4.1, 4.2, 4.3 Problem Solving: Higher
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What we mean by some of the words used in this unit
Advocate
Someone who can speak for the child, where this is required.

Children
Children with whom you work, except where otherwise stated.

Trauma
Physical or emotional shock, damage or hurt that may have severe long-term effects.
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Element CCLD 327.1
Recognise the needs of children who have experienced trauma

Performance criteria
This is the national standard which you must meet:

1 Actively listen to what the child can tell you of their experience

2 Communicate with the child in a manner appropriate to their age,

understanding and preference

3 Consult with parents, family members, other members of the child’s community

or other professionals to find out information about the child’s experience

4 Consult with parents, family members, other members of the child’s community

or other professionals to find out information about the child’s 

present circumstances

5 Work with others as appropriate to assess the needs of the child 

6 Check that the child is able to exercise their rights

7 Check that the child has access to medical and legal support as appropriate

8 Check that the child has access to an advocate if necessary

9 Share information with colleagues, parents or carers if appropriate in order to

promote the welfare and meet the needs of the child

10 Record information about the child’s needs accurately and securely
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Element CCLD 327.2
Respond to the needs of children who have experienced trauma

Performance criteria
This is the national standard which you must meet:

1 Reassure the child that they are safe and secure in the setting

2 Provide an environment that is consistent and as familiar as possible for 

the child

3 Work with others to develop a plan to meet the assessed needs and promote

the welfare of the child

4 Provide services and commitments as agreed in the plan, or re-negotiate those

that cannot be delivered

5 Enable the child to express their feelings about their experience

6 Respond consistently and positively to challenging behaviour

7 Support the child in developing a positive view of themselves

8 Participate in a regular review and evaluation of the child’s plan in order to

assess how well the child’s needs are being met

9 Maintain secure records concerning the child’s response and development
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Element CCLD 327.3
Seek support for your own practice and development

Performance criteria
This is the national standard which you must meet:

1 Seek support from appropriately experienced colleagues

2 Regularly reflect on your practice with children who have experienced trauma

3 Deal with emotional issues and the strong feelings aroused by this work using

support systems

4 Take opportunities to develop and improve your practice 

5 Acknowledge the impact of this work on your own feelings

Unit CCLD 327
Support children who have experienced trauma

05Unit CCLD 327



What you must know and understand
To be competent in this unit, you must know and understand the following:

K3P362 The rights children have

K3P363 The legislation, policies, frameworks and guidelines relevant to the child’s

situation in your own home country

K3P364 The legal position of the child and their family

K3P365 How children’s rights can be exercised

K3S366 The role of an advocate for children or families

K3D367 Theories of attachment and bonding and the impact on children if this

process is interrupted or fails

K3S368 The importance of trust in adults and the impact on children if this is lost 

or betrayed

K3D369 The impact of hopelessness on children and ways this can be expressed

K3D370 The impact of fear on children and ways this can be expressed

K3D371 The impact of exposure to violence and conflict on children and ways this

can be expressed

K3D372 The impact of enforced participation in violence and conflict on children

and ways this can be expressed

K3D373 The impact of violence based on ethnicity, religion and/or gender

K3D591 The ways in which feelings are expressed through behaviour

K3C592 Methods of communicating with children appropriately for their age 

and understanding

K3P593 Ways of accessing professional support systems within and outside your

own work setting

K3S594 The strong feelings which can be aroused by working with children who

have experienced trauma

K3P595 Methods of dealing with your own feelings and emotions when dealing

with children who have experienced trauma
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Unit evidence requirements
Unit number: CCLD 327

Unit title: Support children who have experienced trauma

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 327.1 performance criteria 8, 9

CCLD 327.2 performance criteria 4
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent or where observation

or expert witness testimony was not required, your assessor, will identify other

sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg report formats and pro-formas, details of appropriate medical and legal

support that is available locally.

• Confidential records: These may be used as evidence but must not be placed in

the portfolio, they must remain in their usual location and be referred to in the

assessor records in your portfolio eg information about individual children, their

backgrounds and experiences, case conferences and reviews, sensitive

information from families or other community members, personal diaries or logs

reflecting your work.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg legislation, policy frameworks and guidance

relevant to support for children who have experienced trauma, access to external

support systems for children and/or their families, theoretical perspectives such

as attachment and loss and their relevance.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds 

VRQ Counselling.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. Your

assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about everyday administration of provision designed to support

children’s care, learning and development. The unit is appropriate for a small-scale

setting as well as other types of setting.

Who is this unit for?
This unit is for you if you have supervisory responsibilities in a setting or service

whose main purpose is to support the care, learning and development of children in

partnership with their families.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

328.1 Maintain access procedures

328.2 Collect and store information

328.3 Administer budgets and financial arrangements, according to the

procedures of the setting

328.4 Operate systems for the supply of materials and equipment

328.5 Supervise the work of others

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 3.2, 3.3 Communication: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Application of Number: 2.1, 2.2, 2.3 Application of Number: Intermediate 1
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What we mean by some of the words used in this unit
Information
This would include contact details of staff, volunteers and other adults who may

have contact with children, records of visitors, all information required by legislation,

regulation and setting procedures.

Budgets
Financial planning for income and expenditure.
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Element CCLD 328.1
Maintain access procedures

Performance criteria
This is the national standard which you must meet:

1 Answer enquiries about access promptly and courteously, following

organisational procedures

2 Collect the necessary information about the children and their families

3 Record this information and pass on to responsible colleagues (or those to whom

you report and are accountable) clearly and fully 

4 Provide clear and accurate information about access to the person enquiring
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Element CCLD 328.2
Collect and store information

Performance criteria
This is the national standard which you must meet:

1 Make sure information is complete, legible and up-to-date

2 Store information securely but in a way which allows it to be quickly found 

and retrieved

3 Restrict access to information according to the agreements on confidentiality and

organisational and legal requirements

4 Promptly provide information to authorised people and agencies 

when necessary
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Element CCLD 328.3
Administer budgets and financial arrangements according to the procedures of 

the setting

Performance criteria
This is the national standard which you must meet:

1 Clarify and identify the available budget and the limits of your discretion and

financial responsibility

2 Comply with the setting’s budgetary requirements

3 Use financial resources effectively and efficiently

4 Share information about budgets with colleagues

5 Make sure expenditure is made only as authorised and agreed

6 Collect money and make payments, according to the procedures of the setting

7 Keep records and receipts of income and spending under appropriate 

budget headings
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Element CCLD 328.4
Operate systems for the supply of materials and equipment

Performance criteria
This is the national standard which you must meet:

1 Monitor requirements for equipment and materials at regular intervals

2 Accurately record requirements and decisions to purchase, complying with

agreed priorities for the setting and within the constraints of the available budget

3 Place orders with reliable suppliers accurately and legibly

4 Check delivered goods immediately and deal with discrepancies promptly

5 Promptly follow up non-delivery 

6 Safely store purchases of materials and new equipment

7 Ensure you keep up-to-date records and inventories of materials and equipment

for which you are accountable

Unit CCLD 328
Administer provision within the childcare setting

06 Unit CCLD 328



Element CCLD 328.5
Supervise the work of others

Performance criteria
This is the national standard which you must meet:

1 Allocate work to colleagues to support the plans of the setting and the needs of

children and families

2 Allocate work to colleagues fairly, taking account of their skills, knowledge and

understanding, experience and current workloads 

3 Make the best use of available resources

4 Check progress and quality of colleagues’ work as required

5 Be flexible and responsive to changing circumstances and colleagues’ needs
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3M339 The basic provisions of Data Protection Legislation relevant to your work

K3P596 Legislation and regulatory requirements affecting administration of 

the setting

K3P598 The limits of your responsibility in terms of administration of the setting 

K3P599 The importance of transparent access procedures and how this may 

be ensured

K3M600 How to reach groups that have not been involved in your setting through

disseminating information and different forms of outreach

K3M601 The information which needs to be collected about children and their

families and why

K3M538 Why it is important to record information clearly and fully in order to

ensure efficient organisation and administration

K3M602 Organisational procedures for processing and communicating information

K3P603 Why it is important to keep accessible records that are complete, legible,

organised and up-to-date

K3C604 Different methods of secure storage and retrieval of information

K3M605 When information must remain confidential or be passed on to colleagues

and other agencies

K3M606 The types of information which may need to be passed on to authorised

people in the organisation and why requests should be dealt 

with promptly

K3P607 Methods and systems of recording financial transactions and dealing 

with money

K3P608 Methods and systems of ensuring financial accountability

K3P609 Methods and systems for dealing with purchases of materials 

and equipment

K3P610 Methods, systems and inventories of assets within the setting, according

to your role and responsibility

K3P611 How to ensure the best use and deployment of colleagues for the benefit

of children and families within the setting and to meet 

regulatory requirements
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Unit evidence requirements
Unit number: CCLD 328

Unit title: Administer provision within the childcare setting

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 328.2 performance criteria 4
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg equipment and materials inventories, purchase orders, dated invoices

and receipts, policies and procedures for access or information storage and

retrieval, colleague rosters and timetables.

• 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 eg budgetary details, records, reports, sensitive

commercial information, human resources files.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg data protection legislation, details of

financial transactions and tracking mechanisms, systems for communicating

information.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds NVQs in

Business and Administration.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit. 

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. Your

assessor will help you to identify the appropriate use of witnesses.
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What is this unit about?
This unit is about working in an organisation or group that is run by a management

committee, normally within community-based provision.

Who is this unit for?
This unit is for you if you work in a setting whose main purpose is to support the care,

learning and development of children in partnership with their families.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

329.1 Prepare and present operational plans and reports to 

management committees

329.2 Implement management committee policies and procedures 

329.3 Work with management committees to identify funding streams

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 3.1a, 3.1b, 3.2, 3.3 Communication: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

What we mean by some of the words used in this unit
Committee reports
Reports about a range of issues required by a committee eg finance, children’s

progress, human resource issues.

Operational plans
Plans about how your provision will function and deliver an effective service.

Funding streams 
Sources of income for the provision.
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Element CCLD 329.1
Prepare and present operational plans and reports to management committees

Performance criteria
This is the national standard which you must meet:

1 Prepare operational plans and committee reports as frequently as required and in

the format requested by the committee

2 Ensure that the information provided is correct, relevant, up-to-date and clearly

understandable by the committee

3 Provide operational plans that are flexible and can accommodate change

4 Make sure the plans make the best use of resources

5 Ensure operational plans meet the requirements of regulatory authorities and link

to recognised curriculum frameworks

6 Consult with colleagues and other adults when preparing operational plans and

committee reports

7 Consult with children and actively seek their views, according to their age, needs

and abilities

8 Actively participate in the presentation of operational plans to the management

committee, according to your role and responsibility, being willing to provide

reasons for your plans
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Element CCLD 329.2
Implement management committee policies and procedures

Performance criteria
This is the national standard which you must meet:

1 Be clear about the management committee’s wishes for implementation of 

the plan

2 Monitor and report upon the use of resources during the implementation of the

operational plan

3 Ensure the management committee is kept fully informed with respect to

implementation issues

4 Suggest new ideas and innovation to the management committee as a result of

your experience during implementation

5 Identify training needs for yourself and others as appropriate to the

implementation of the operational plans
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Element CCLD 329.3
Work with management committees to identify funding streams

Performance criteria
This is the national standard which you must meet:

1 Identify and suggest potential sources of funding to support the provision

2 Investigate funding streams in partnership with others

3 Check that your provision is eligible for funding
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3P612 The importance of community-based provision and its positive effects on a

local community

K3M613 How to prepare clear reports and planning documents linked to the

requirements of the management committee and the best interests of

children and families

K3P614 The types of plans which are most suitable and useful for your provision 

eg long-term plans, medium or short-term plans

K3P615 The centrality of the needs and achievements of children and families

within your planning and reporting

K3P616 How to build flexibility, innovation and responsiveness into your plans 

for provision

K3P617 The importance of considering available resources when developing plans

and presenting succinct and cogent arguments to support your plan

K3M618 Issues of responsibility within your provision, the lines of reporting 

and accountability

K3D619 Curriculum frameworks and regulations that affect your provision

K3P620 Local training opportunities

K3P320 Requirements of the relevant inspectorates

K3P621 The need for compliance with other government requirements such as

implementing an equality strategy

K3P622 Potential sources of funding to support the provision

K3M623 How to access different funding streams and balance the opportunities

and demands these may present

K3P624 The difficulties of sustainability of provision and of dependence on 

short-term funding
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Unit evidence requirements
Unit number: CCLD 329

Unit title: Work with a management committee

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg planning formats, policies and procedures for consulting with children and

other adults.

• 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 eg operational plans and reports.
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• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg the role and purpose of community-based

provision, curriculum frameworks, legislation and regulation that affect 

your provision.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg previous vocationally related

qualifications, management training, small business training, training in 

accessing funding.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg how to gain

sustainable funding, your role in respect of the management committee. 

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about establishing services for children and families to meet the

requirements of either first-time or established users.

Who is this unit for?
This unit will be useful for practitioners working in a variety of settings whose main

focus is children’s care, learning and development and who are responsible for

agreeing the requirements of children with their families and providing services to

meet these.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

330.1 Identify and negotiate requirements with children and their families

330.2 Establish and maintain agreements with children and families

330.3 Establish and maintain systems for the exchange of information with children

and families

330.4 Monitor and evaluate services to ensure the needs of children and families

are met

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 2.2 Communication: Intermediate 1

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

What we mean by some of the words used in this unit
Families
Includes parents (mothers and fathers) and carers and extended and chosen families

who contribute significantly to the well-being of individual children and who may or

may not have legal responsibility.

Children
Children with whom you are working, except where otherwise stated.

Unit CCLD 330
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Element CCLD 330.1
Identify and negotiate requirements with children and families

Performance criteria
This is the national standard which you must meet:

1 Encourage families to express their requirements of the service for their children 

2 Provide detailed and accessible information about the service to families

3 Communicate with families using an open and welcoming approach that is likely to

promote trust

4 Demonstrate a non-judgmental attitude that values diversity and recognises

cultural, religious and ethnic differences

5 Discuss the options and choices available with families, encourage them to ask

questions, clarify any details and agree any recorded information

6 Encourage families to share information about their child’s preferences, habits

and routines 

7 Encourage families to express any concerns or worries about their child and any

special considerations relevant to the child’s care

8 Accurately record the information provided by families, reassuring them of the

confidentiality of such information 

9 Ensure colleagues are aware of the details of the care that is to be provided for 

the child
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Element CCLD 330.2
Establish and maintain agreements with children and families

Performance criteria
This is the national standard which you must meet:

1 Identify and agree the roles and responsibilities of family members 

and practitioners 

2 Ensure that families are aware of the policies and procedures employed in the

setting that are in line with regulatory requirements and current best practice

3 Establish that families’ contact details are correct and that they understand the

policy in relation to contacting them

4 Ensure that families understand and agree the details of the contract, and that

they have been given a copy signed by both parties

5 Make arrangements for reviewing the agreement with families on a regular basis

and amend accordingly
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Element CCLD 330.3
Establish and maintain systems for the exchange of information with children 

and families

Performance criteria
This is the national standard which you must meet:

1 Discuss and agree with families the information that needs to be exchanged in

order to provide optimum care for the individual child

2 Help families to identify the benefits to themselves and their children of sharing

and exchanging information

3 Agree with families what information should be provided daily, weekly or in the

longer term

4 Agree with families the format for exchanging different information

5 Arrange regular opportunities for exchanging information at times which 

are convenient

6 Ensure families understand policies in relation to confidentiality, and the

boundaries and limits of confidentiality
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Element CCLD 330.4
Monitor and evaluate services to ensure the needs of children and families are met

Performance criteria
This is the national standard which you must meet:

1 Regularly review children’s individual needs to ensure that they are being met

through the practices and procedures employed within the setting 

2 Examine written documentation to confirm the child is thriving 

3 Discuss services with individual families and seek their views

4 Regularly liaise with colleagues to discuss issues affecting the provision of

services and to obtain their views on improvements

5 Agree and implement any changes in order that the requirements of families and

the needs of their children can be met

6 Keep accurate records of meetings and discussions
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3C625 Why it is important that information is provided so that it can be

understood by everyone; issues that may affect the way in which

information is provided to individual families

K3P626 What is meant by a non-judgmental attitude and why it is important to

demonstrate to families that you value diversity

K3M627 The type of information that should be shared between setting’s families

and why

K3D628 What is meant by special considerations in relation to individual children

K3M629 Why it is important that responsibilities for sharing information between

practitioners and families are clearly stated and understood by 

both parties

K3H630 What is considered to be effective practice in relation to policies and

procedures to ensure children’s health and well-being

K3P631 The setting’s policy in relation to contacting families about their child;

when families will be contacted and under what circumstances and why it

is important to be clear about this with families

K3P632 The importance of signed agreements; why it is important to review

agreements and under what circumstances they may need amending

K3M633 What information should be shared on a daily or weekly basis and what

should be shared in the longer term

K3M634 Why it is important to keep accurate records of the information shared

with families
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Unit evidence requirements
Unit number: CCLD 330

Unit title: Establish and maintain a service for children and families

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below. 

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events.

CCLD 330.1 performance criteria 7

CCLD 330.4 performance criteria 5

Unit CCLD 330
Establish and maintain a service for children and families

07Unit CCLD 330



Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg pro formas for family and child details, information about the service to

families, specimen contracts.

• 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 eg individual child and family records.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg legislation and regulation that affects the

provision, why child and family information is required and how it is used.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Level 3

Progression Award in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg effectiveness in

establishing and maintaining a particular aspect of the service.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about?
This unit is about visiting families in their homes to provide support for parents and

families experiencing difficulties for a variety of reasons and needing extra help.

Who is this unit for?
This unit will be useful for you if you work without direct supervision, in a paid or

unpaid capacity, and are required to offer support for families in their home as part of

your role.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

331.1 Establish, develop and maintain relationships with families

331.2 Provide support to families

331.3 Liaise with colleagues, professionals and agencies to support families

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1 2.2, 2.3 Communication: Intermediate 1

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

What we mean by some of the words used in this unit
Families
Includes parents (mothers and fathers) and carers and extended and chosen families

who contribute significantly to the well-being of individual children and who may or

may not have legal responsibility.

Parents
Those (mothers and fathers) who have formally and legally acknowledged parental

responsibility for the continuous care and well-being of the child in question,

whether biologically related or not.

Unit CCLD 331
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Element CCLD 331.1
Establish, develop and maintain relationships with families

Performance criteria
This is the national standard which you must meet:

1 Initiate relationships with families by communicating in a respectful and

professional manner, using preferred names and titles

2 Make arrangements to visit families at a time that is convenient to them, as agreed

with the service

3 Clearly recognise the rights of families and your responsibilities when in 

their home

4 Negotiate and agree with families what action to take to facilitate understanding

when communication difficulties are experienced

5 Demonstrate a non-judgmental attitude that values diversity and recognises

cultural, religious and ethnic differences

6 Communicate with families using an open and welcoming approach that is likely to

promote trust

7 Discuss confidentiality issues with families in a way which ensures discretion

whilst making boundaries, limits and responsibilities clear

8 Discretely observe interaction between family members and note any issues that

may affect your relationship with the family

9 Ensure colleagues are aware of the details and arrangements of the visit

Unit CCLD 331
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Element CCLD 331.2
Provide support to families

Performance criteria
This is the national standard which you must meet:

1 Help families explore their difficulties and identify and express their needs 

2 Demonstrate empathy and sensitivity when encouraging families to discuss their

family lives

3 Help families explore options and agree the type and level of support they require

4 Clearly identify and agree roles and responsibilities with families 

5 Discuss and agree plans for providing support with family members and agree

individual goals

6 Help families to access information, and provide support that enhances 

self-confidence and independence

7 Encourage families to develop personal support networks

8 Provide positive encouragement and recognition of families’ efforts 

9 Adapt and amend plans and agreements in line with families’ 

changing circumstances
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Element CCLD 331.3
Liaise with colleagues, professionals and agencies to support families

Performance criteria
This is the national standard which you must meet:

1 Report progress with families to colleagues and managers regularly, in

accordance with agreed policy and practice

2 Inform families and seek their agreement to share information, within the

boundaries of confidentiality and without compromising the well-being of children

3 Ensure that information shared with others is accurate and recorded in line with

organisational policy

4 Refer concerns about families to colleagues and other professionals, in line with

organisational policy and practice

5 Contribute to professional support for families within the boundaries of your role

and in agreement with all concerned

6 Contribute to decisions about the continuation or withdrawal of formal support 

Unit CCLD 331
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3D648 Ways in which children benefit through support for their parents 

and families

K3D649 How children who themselves act as carers might be identified 

and supported 

K3C650 How to communicate with families in a professional and respectful manner

and why this is important to the development of relationships

K3C651 The importance of effective communication and where possible and

appropriate using people who speak the home language of the family

K3C652 Why it is important to arrange visits to suit families, what action to take if

arrangements fail and the likely impact on the development 

of relationships

K3M653 Why it is important to be clear about roles and responsibilities, boundaries

and confidentiality

K3M351 The legal and organisational responsibilities regarding confidentiality,

limits and boundaries and why these are important

K3P655 The ethical issues relating to home visits, families’ rights and your

responsibilities in relation to this

K3P656 Why it is important to let colleagues know your visiting arrangements

K3P657 Understand the purpose of visiting individual families and the level and

type of support they are likely to require

K3D658 How you can encourage families to discuss their problems and concerns

with you

K3D659 Why it is important to plan and agree goals with families and how to

approach this

K3M660 The type of information families may need to achieve their goals and likely

sources of such information

K3D661 Ways in which you can provide motivation and encouragement to

individual family members

K3D662 The importance of supporting families in ways that enhance their self

confidence and how you would do this

K3S663 Issues which may give cause for concern when home visiting and

mechanisms for reporting these

K3M664 Organisational and legal requirements of recording information

K3M665 Why it is important to share with families the information you pass on with

regard to home visiting

K3M666 Roles and responsibilities of professionals and other agencies that may be

involved in supporting families

K3P569 How to find out whether parents or other family members have a basic

skills need in ways that are sensitive, how to work with them and signpost

to sources of appropriate information
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Unit evidence requirements
Unit number: CCLD 331

Unit title: Support children and families through home visiting

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below. 

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 elements 1 and 2 in this unit.

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criterion may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 331.2 performance criteria 9
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, or where

observation or expert witness testimony is not required, your assessor will identify

other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg records of contacts made, policies and procedures for home visiting,

report formats, procedures for referrals.

• 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 eg family records, referral details.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg the role, purpose and background of the

service, the value of multiagency and interdisciplinary working in relation to own

role, the principles of effective home visiting and family support.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Level 3

Progression Award in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg reflection on a visit/s to

a family, how your practice values diversity and recognises cultural, religious and

ethnic differences.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about involving families in both formal and informal contexts. The unit

applies to a wide range of contexts, settings and types of involvement.

Who is this unit for?
This unit is for you if you work in a setting or service whose main purpose is to

support the care, learning and development of children in partnership with their

families. The unit will be useful if you are working without direct supervision, with

families in groups. This may be in a paid or unpaid capacity.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

332.1 Provide information and establish relationships with families

332.2 Encourage families to attend and participate in groups

332.3 Monitor provision and evaluate the involvement of families

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 3.1a, 3.1b, 2.2, 2.3 Communication: Intermediate 1

Improving Own Learning Working with Others: Intermediate 2

and Performance: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Working with Others: 3.1, 3.2, 3.3

What we mean by some of the words used in this unit
Participants
All those involved within a group, including both parents, children and other 

family members.

Families
Includes parents (mothers and fathers) and carers and extended and chosen families

who contribute significantly to the well-being of individual children and who may

have legal responsibility.
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Element CCLD 332.1
Provide information and establish relationships with families

Performance criteria
This is the national standard which you must meet:

1 Clearly identify and target families who are likely to benefit most from the

provision offered

2 Prepare and provide publicity information in a way that is accessible to all and

clearly identifies the purpose of the group

3 Demonstrate a non-judgmental attitude that values diversity and recognises

cultural, religious and ethnic differences

4 Communicate with families using an open and welcoming approach that is likely

to promote inclusion

5 Respond to enquires promptly, giving accurate and clear information to families 

6 Ensure that facilities are available if communication difficulties are likely to 

be experienced

7 Discuss confidentiality with families in a way which ensures discretion, whilst

making boundaries, limits and responsibilities clear
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Element CCLD 332.2
Encourage families to attend and participate in groups

Performance criteria
This is the national standard which you must meet:

1 Provide information to individual families who could benefit from participating

in groups

2 Identify a suitable venue that is accessible to all

3 Ensure that events and activities provided are inclusive, stimulating and of

interest to all participants

4 Help family members settle into the group 

5 Agree ground rules that will apply during group’s sessions with participants

6 Encourage families to share their experiences, skills and views with other

participants, ensuring that everyone has an opportunity to contribute

7 Demonstrate empathy and sensitivity when encouraging families to discuss

issues that are important to them

8 Provide group support that enhances members’ self-confidence 

9 Effectively manage and minimise dissent within the group

10 Involve families in the running of group sessions
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Element CCLD 332.3
Monitor provision and evaluate the involvement of families

Performance criteria
This is the national standard which you must meet:

1 Discuss the positive benefits of group participation with family members

2 Provide opportunities for individual discussions with participants

3 Evaluate each session with participants and record the outcome and any 

issues arising

4 Use the information to amend and adapt sessions to meet participants’

identified needs

5 Identify successful and less successful strategies and activities 

6 Discuss and agree future activities with participants

7 Monitor the use of the provision by families who may find provision difficult 

to access 

8 Identify the reasons for reluctance of families to participate, and make changes

to encourage participation
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3C668 Different methods you could use to provide information to 

local communities

K3P669 How to present information that is inclusive and appropriate to the 

families involved

K3P670 Barriers to participation for families in the setting and how to manage

reluctance to attend

K3C671 How you communicate with families in ways that are non-judgmental and

value difference and diversity and the importance of this to 

successful relationships

K3P672 What to consider when identifying a venue for families and why

compromises might need to be made to the programme

K3C673 Resources that might be available in your local area to facilitate

communication where there are likely to be difficulties

K3P674 The importance of ground rules and confidentiality in group work and how

you control this

K3D675 Activities and events that could be provided to meet different needs 

K3P676 How you encourage group members to share information and experiences

and why this is important to group work

K3C677 Why it is important to ensure everyone in a parent/family group can have

opportunities to be heard

K3P678 How family members can be involved in the running of the group and why

this is beneficial

K3P679 Why you need to evaluate different methods of involving families
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Unit evidence requirements
Unit number: CCLD 332

Unit title: Involve families in the childcare setting

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 332.1 performance criteria 6

CCLD 332.2 performance criteria 9

CCLD 332.3 performance criteria 7, 8
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg report formats, evaluation forms, publicity information.

• 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 eg individual family records, notes or minutes 

of meetings.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg reasons for involving families in the setting,

the principles and practice of effective group work, the benefits to families of

group activities.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg group work training, family

support courses.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg reflection and analysis

of group/s, effectiveness methods for reaching families who may find provision

difficult to access, effective methods for involving families in the running of 

the group.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about?
This unit is mainly about recruiting and selecting people to undertake identified

activities or work-roles within your area of responsibility. It involves taking a fair and

objective approach to recruitment and selection to ensure that individuals with the

required skills, knowledge and understanding and who are likely to perform

effectively are appointed.

As recruitment and selection can be expensive and time-consuming activities, the

unit also involves taking action to understand why colleagues are leaving and taking

action to keep colleagues.

Whilst you would be expected to draw on the expertise of personnel specialists, you

are not expected to be a personnel specialist yourself. 

For the purposes of this unit, ‘colleagues’ means those people for whom you have

line management responsibility.

Who is this unit for?
The unit is recommended for supervisors, leaders or managers of settings or

services whose main aim is children’s care, learning and development, and who have

some responsibility for selecting, recruiting and keeping colleagues.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Origin of unit
This unit originates from the National Occupational Standards for Management and

Leadership D3.

Content of unit
This unit is not divided into individual elements.

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.
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Links to Key and Core Skills
This unit will provide some evidence for the following: 

Key Skills Core Skills:
Communication: 3.1a, 3.2, 3.3 Communication: Intermediate 2

Working with Others: 4.1, 4.2, 4.3 Working with Others: Higher

Skills
Listed below are the main generic ‘skills’ which need to be applied in recruiting,

selecting and keeping colleagues. These skills are explicit/implicit in the detailed

content of the unit and are listed here as additional information:

• Reviewing 

• Interviewing

• Negotiating

• Planning

• Team building

• Communicating

• Valuing and supporting others

• Decision making

• Consulting

• Problem solving

• Information management

• Obtaining feedback
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Outcomes of effective performance (performance criteria)
This is the national standard which you must meet:

1 Talk with colleagues who are leaving your area of responsibility to identify and

discuss their reasons for leaving

2 Identify ways of addressing staff turnover problems, implementing those which

clearly fall within your authority and communicating others to the relevant

people for consideration

3 Review, on a regular basis, the work required in your area of responsibility,

identifying any shortfall in the number of colleagues and/or the pool of skills

knowledge, understanding and experience

4 Identify and review the options for addressing any identified shortfalls and

decide on the best option(s) to follow

5 Consult with others to produce or update job descriptions and person

specifications where there is a clear need to recruit

6 Consult with others to discuss and agree stages in the recruitment and

selection process for identified vacancies, the methods that will be used, the

associated timings and who is going to be involved

7 Ensure that any information on vacancies is fair, clear and accurate before it

goes to potential applicants

8 Seek and make use of specialist expertise in relation to recruiting, selecting and

keeping colleagues

9 Participate in the recruitment and selection process, as agreed, making sure

that the process is fair, consistent and effective

10 Make sure that applicants who are offered positions are likely to be able to

perform effectively and work with their new colleagues

11 Judge whether the recruitment and selection process has been successful in

relation to recent appointments in your area and identify any areas 

for improvements

Behaviours which underpin effective performance
1 You recognise the opportunities presented by the diversity of people

2 You work to turn unexpected events into opportunities rather than threats

3 You try out new ways of working

4 You identify people’s information needs

5 You seek to understand people’s needs and motivations

6 You comply with, and ensure others comply with, legal requirements, industry

regulations, organisational policies and professional codes

7 You take and implement difficult and/or unpopular decisions, if necessary

8 You act within the limits of your authority

9 You show integrity, fairness and consistency in decision making
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What you must know and understand
To be competent in this unit, you must know and understand the following:

General knowledge and understanding
333K01 Why it is important to identify and understand why colleagues are leaving

and how to do so constructively and sensitively

333K02 The types of reasons colleagues might give for leaving

333K03 How to measure staff turnover

333K04 The causes and effects of high and low staff turnover

333K05 Measures which can be undertaken to address staff turnover problems

333K06 How to review the workload in your area in order to identify shortfalls in

the number of colleagues and/or the pool of skills, knowledge,

understanding and experience

333K07 Different options for addressing identified shortfalls and their associated

advantages and disadvantages

333K08 What job descriptions and person specifications should cover and why it is

important to consult with others in producing or updating them

333K09 Different stages in the recruitment and selection process and why it is

important to consult with others on the stages, recruitment and selection

methods to be used, associated timings and who is going to be involved

333K10 Different recruitment and selection methods and their associated

advantages and disadvantages

333K11 Why it is important to give fair, clear and accurate information on

vacancies to potential applicants

333K12 How to judge whether applicants meet the stated requirements of 

the vacancy

333K13 Sources of specialist expertise in relation to recruitment, selection 

and retention

333K14 How to take account of equality and diversity issues, including legislation

and any relevant codes of practice, when recruiting and selecting people

and keeping colleagues

333K15 How to review the effectiveness of recruitment and selection in your area

Sector specific knowledge and understanding
333K16 Turnover rates within similar organisations in the industry/sector

333K17 Recruitment, selection and retention issues and specific initiatives and

arrangements within the industry/sector

333K18 Working culture and practices of the industry/sector
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Context specific knowledge and understanding
333K19 Current people resources available to your area, including skills,

knowledge, understanding and experience of colleagues

333K20 Work requirements in your area

333K21 Agreed operational plans and changes in your area

333K22 The staff turnover rate in your area

333K23 Job descriptions and person specifications for confirmed vacancies

333K24 Local employment market conditions

333K25 The organisation’s structure, values and culture

333K26 Employment policies and practices within the organisation – including

recruitment, selection, induction, development, promotion, retention,

redundancy, dismissal, pay and other terms and conditions

333K27 Sources of specialist expertise in relation to recruitment, selection and

retention used by your organisation
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Unit evidence requirements
Unit number: CCLD 333

Unit title: Recruit, select and keep colleagues

Evidence requirements for this unit:
The format of the evidence requirements are different for this unit which originates

from the National Occupational Standards for Management and Leadership where it

appears as Unit D3.

In order to achieve this unit, you must demonstrate that you meet all the

requirements of the unit. This means all of the stated outcomes and behaviours and

every item of knowledge and understanding. Your assessor must be able to observe

you in the workplace or you must provide the following tangible evidence to 

your assessor.

Please note that simulation is not allowed for this unit ie all your evidence must

relate to real work activities.

Required sources of performance and knowledge evidence:

Unit CCLD 333
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Outcomes

01

02

03

04

• spreadsheets and other records of staff turnover you have

compiled and analyses to identify patterns and trends

• notes or records of formal staff exit interviews and informal

feedback from staff leaving the organisation, and

summaries or analyses of the information collected

• reports, proposals, action plans and other records of

strategies you have developed for reducing staff turnover

• analyses of business and/or operational plans to identify

likely future employment requirements (numbers of people,

skills levels, employment patterns, etc)

• reviews of current workforce profile (numbers, skill levels,

age, etc) to identify any potential shortfalls in requirements

• notes, emails, memos or other records of discussions with

colleagues to identify possible solutions to current or

potential workforce requirements

• reports or proposals you have prepared for addressing

current or potential workforce requirements 

(eg recruitment, transfer or promotion, training,

redundancy, early retirement, etc)

2, 4

2, 5

2, 3, 8

2, 3, 6, 9,

1, 6, 9

1, 6, 9

1, 3, 6, 7, 9

01, 03, 04

01, 02, 03,

04

01, 02, 03,

04, 05

06

06

07

07

16

16, 17

16, 17

18

18

18

18

22

22

19, 20, 22,

27

19, 20, 21

19, 20, 21

19, 20, 21,

27

19, 20, 21

Evidence of outcomes:
possible examples of evidence Behaviours

Knowledge and understanding
See note1

General

Industry

specific

Context

specific

1 The numbers of the knowledge and understanding items matches those in the standards where they can be found with the 

prefix 333K

Data on staff turnover, records of exit interviews and strategies for retaining staff:

Reviews of the workforce in your area of responsibility that you have organised or prepared:
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Records of your role in the recruitment and selection of new staff:

Outcomes

05

06

07

08

09

10

11

• personal statement (reflection on your role in developing

strategies to address current or potential 

workforce requirements)

• notes of discussions about, and copies of, job descriptions

and person specifications you have developed

• notes, emails, memos or other records of discussions about

the recruitment and selection process for new staff and your

proposals for selection criteria

• notes of interviews or records of other selection process

you have engaged in

• reports, emails, memos or other records of your evaluation

of the recruitment and selection process

• personal statement (reflection on your role in recruiting and

selecting new staff)

1, 3, 6

1, 3, 4, 6, 7

1, 4, 6, 8, 9

5, 6, 9

9

1, 3, 9

06, 07

08, 13, 14

09, 10, 11,

13, 14

10, 12, 14

13, 14, 15

08, 09, 10,

11, 12, 13,

14, 15

18

17, 18

17, 18

17, 18

17, 18

17, 18

19, 20, 21

23

24, 26, 27

25, 26

26

24, 25, 26

Evidence of outcomes:
possible examples of evidence Behaviours

Knowledge and understanding
See note1

General

Industry

specific

Context

specific
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What is this unit about? 
This unit is about delivering services for children and families whose first, preferred

or home language is not English or Welsh. It may also include sign language users

and may involve accessing services from other agencies.

Who is this unit for?
This unit is for you if you work in a setting or service whose main purpose is to

support the care, learning and development of children in partnership with their

families. This unit will be useful for practitioners working in settings where additional

resources, facilities or arrangements must be made in order to provide inclusive

services for children and families.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are:

334.1 Work with children and families to assess communication needs 

334.2 Establish and maintain communication to support service delivery

334.3 Monitor and evaluate communication support to ensure the needs of

children and families are met

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 2.2 Communication: Intermediate 1

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Unit CCLD 334
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What we mean by some of the words used in this unit
Alternative communication
This refers to any device, system or method of communication that helps individuals

with communication difficulties to communicate more easily and effectively: 

eg communication boards, voice output communication aids, sign language or facial

expressions, using symbols and gestures.

Communication
Verbal and non-verbal, speaking, listening, reading, writing.

Families
Includes parents (mothers and fathers) and carers and extended and chosen families

who contribute significantly to the well-being of individual children and who may or

may not have legal responsibility.

Unit CCLD 334
Deliver services to children and families whose preferred
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Element CCLD 334.1
Work with children and families to assess communication needs

Performance criteria
This is the national standard which you must meet:

1 Identify a range of possible options to support communication with families and

between children in the setting 

2 Demonstrate a non-judgmental attitude that values diversity and recognises

cultural, religious and ethnic differences

3 Explore different communication methods with families and children, to 

facilitate communication 

4 Establish and agree families’ and children’s requirements for 

communication support

5 Identify resources to encourage and support communication and enable families

and children to use these in the setting

6 Provide information to families and children about local language and

communication support services in a format that can be easily understood
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Element CCLD 334.2
Establish and maintain communication to support service delivery

Performance criteria
This is the national standard which you must meet:

1 Provide detailed and accessible information about the service to families

2 Encourage families to express their requirements of the service, using alternative

communication methods they find acceptable

3 Communicate with families using agreed methods and adopting an open and

welcoming approach that is likely to promote trust 

4 Encourage families to share information about their child’s preferences, habits

and routines, using alternative communication

5 Help children to communicate with others in the setting, using agreed methods

6 Accurately record the information provided by families, and the communication

methods used
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Element CCLD 334.3
Monitor and evaluate communication support to ensure the needs of children and

families are met

Performance criteria
This is the national standard which you must meet:

1 Monitor children’s and families’ progress with communication in the setting

2 Identify any communication problems or issues arising as a result of

communication differences

3 Agree with families and colleagues how such difficulties might be solved

4 Evaluate the effectiveness of resources and services used to 

support communication

5 Discuss families’ and children’s views on the effectiveness of 

communication resources

6 Agree and implement any changes to communication services or resources

7 Modify how services are delivered in order to support communication
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3C680 Why it is important to work with families and children to assess their

communication needs and how you can do this

K3P626 What is meant by a non-judgmental attitude and why it is important to

demonstrate to families that you value diversity

K3C682 Methods that can be used to communicate with adults and children whose

first or preferred language is not English or Welsh

K3M683 Services that may be available locally for children and families

K3D331 Specific issues for children’s development and learning in multilingual or

bilingual settings or where children are learning through an 

additional language

K3M685 The advantages and disadvantages of using outside agencies or services

to support communication in the setting

K3C686 The resources you may need in the childcare setting to encourage and

support communication

K3C687 How you can encourage children in the setting to communicate with

children whose first or preferred language is not English or Welsh and to

value linguistic diversity.

K3C688 How to recognise communication differences and difficulties, and the

possible reasons for these

K3C689 Why it is important to evaluate the effectiveness of communication, and

strategies you can use to do this

K3C690 Ways in which you could adapt the setting to support communication

Unit CCLD 334
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Unit evidence requirements
Unit number: CCLD 334

Unit title: Deliver services to children and families whose preferred language is not

English or Welsh

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below. 

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit. 

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 334.3 performance criteria 2, 3, 6
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg communication strategies, policies and procedures for delivering services

using alternative methods of communication or different languages, evaluation

and monitoring pro formas.

• 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 eg individual child or family records,

confidential reports from other agencies.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg the methods and approaches used to

communicate with children and families, the resources required to deliver an

effective service.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds qualifications,

ESOL training in alternative and augmented communication, courses in family

support, effective communication training.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg how to deal with

specific barriers to communication, how to modify the service to support 

effective communication.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about?
This unit is about ensuring that the work required of your team is effectively and fairly

allocated amongst team members. It also involves checking on the progress and

quality of the work of team members to ensure that the required level or standard or

performance is being met.

Who is this unit for?
The unit is recommended for supervisors or team leaders within settings or services

whose main purpose is children’s care, learning and development and who have

some responsibility for other people and their work.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Origin of unit
This unit is the same as unit D5 from the National Occupational Standards for

management and leadership with the addition of item 335K30 and a change to item

335K17 in the knowledge and understanding.

Content of unit
This unit is not divided into individual elements.

Place in the N/SVQ framework
This is a group 2 optional unit within the level 3 N/SVQ in Children’s Care, Learning

and Development.

Links to Key and Core Skills
This unit will provide some evidence for the following QCA Key Skills:

Key Skills Core Skills:
Communication: 3.1a, 3.2, 3.3 Communication: Intermediate 2

Working with Others: 4.1, 4.2, 4.3 Working with Others: Higher

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2
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Skills
Listed below are the main generic ‘skills’ which need to be applied in allocating and

checking work in your team. These skills are explicit/implicit in the detailed content

of the unit and are listed here as additional information:

• Valuing and supporting others

• Communicating

• Providing feedback

• Planning

• Reviewing

• Motivating

• Problem solving

• Monitoring

• Decision making

• Prioritising 

• Team building

• Managing conflict

• Information management

• Leadership

• Coaching

• Delegating

• Setting objectives

• Stress management
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Outcomes of effective performance (performance criteria)
This is the national standard which you must meet:

1 Confirm the work required of the team with your manager and seek

clarification, where necessary, on any outstanding points and issues

2 Plan how the team will undertake its work, identifying any priorities or critical

activities and making best use of the available resources

3 Allocate work to team members on a fair basis, taking account of their skills,

knowledge and understanding, experience and workloads and the opportunity

for development

4 Brief team members on the work they have been allocated and the standard or

level of expected performance

5 Encourage team members to ask questions, make suggestions and seek

clarification in relation to the work they have been allocated

6 Check the progress and quality of the work of team members on a regular and

fair basis against the standard or level of expected performance and provide

prompt and constructive feedback

7 Support team members in identifying and dealing with problems and

unforeseen events

8 Motivate team members to complete the work they have been allocated and

provide, where requested and where possible, any additional support and/or

resources to help completion

9 Monitor the team for conflict, identifying the cause(s) when it occurs and

dealing with it promptly and effectively

10 Identify unacceptable or poor performance, discuss the cause(s) and agree

ways of improving performance with team members

11 Recognise successful completion of significant pieces of work or work activities

by team members and the overall team and advise your manager

12 Use information collected on the performance of team members in any formal

appraisal of performance

Behaviours which underpin effective performance
1 You make time available to support others

2 You clearly agree what is expected of others and hold them to account

3 You prioritise objectives and plan work to make best use of time and resources

4 You state your own position and views clearly and confidently in 

conflict situations

5 You show integrity, fairness and consistency in decision-making

6 You seek to understand people’s needs and motivations

7 You take pride in delivering high quality work

8 You take personal responsibility for making things happen

9 You encourage and support others to make the best use of their abilities

10 You are vigilant for possible risks and hazards

Unit CCLD 335
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What you must know and understand
To be competent in this unit, you must know and understand the following:

General knowledge and understanding
335K01 Different ways of communicating effectively with members of a team

335K02 The importance of confirming/clarifying the work required of the team

with your manager and how to do this effectively

335K03 How to plan the work of a team, including how to identify any priorities or

critical activities and the available resources

335K04 How to identify and take due account of health and safety issues in the

planning, allocation and checking of work

335K05 Why it is important to allocate work across the team on a fair basis and

how to do so

335K06 Why it is important to brief team members on the work they have been

allocated and the standard or level of expected performance and how to

do so

335K07 Ways of encouraging team members to ask questions and/or seek

clarification and make suggestions in relation to the work which they have

been allocated

335K08 Effective ways of regularly and fairly checking the progress and quality of

the work of team members

335K09 How to provide prompt and constructive feedback to team members

335K10 How to select and apply a limited range of different methods for

motivating, supporting and encouraging team members to complete the

work they have been allocated, improve their performance and for

recognising their achievements

335K11 The additional support and/or resources which team members might

require to help them complete their work and how to assist in 

providing this

335K12 Why it is important to monitor the team for conflict and how to identify the

cause(s) of conflict when it occurs and deal with it promptly and effectively

335K13 Why it is important to identify unacceptable or poor performance by

members of the team and how to discuss the cause(s) and agree ways of

improving performance with team members

335K14 The type of problems and unforeseen events that may occur and how to

support team members in dealing with them

335K15 How to log information on the ongoing performance of team members

and use this information for performance appraisal purposes

Sector specific knowledge and understanding
335K16 Sector specific legislation, regulations, guidelines, codes of practice

relating to carrying out work

335K17 Continuing professional development opportunities within the sector
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Context specific knowledge and understanding
335K18 The members, purpose and objectives of your team

335K19 The work required of your team

335K20 The available resources for undertaking the required work

335K21 The organisation’s written health and safety policy statement and

associated information and requirements

335K22 Your team’s plan for undertaking the required work

335K23 The skills, knowledge and understanding, experience and workloads of

team members

335K24 Your organisation’s policy and procedures in terms of 

personal development

335K25 Reporting lines in the organisation and the limits of your authority

335K26 Organisational standards or levels of expected performance

335K27 Organisational policies and procedures for dealing with poor performance

335K28 Organisational grievance and disciplinary policies and procedures

335K29 Organisational performance appraisal systems

335K30 The importance of including the views of children and families, 

as appropriate
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Unit evidence requirements
Unit number: CCLD 335

Unit title: Allocate and check work in your team

Evidence requirements for this unit:
The format of the evidence requirements are different for this unit which originates

from the National Occupational Standards for Management and Leadership where it

appears as Unit D5.

In order to achieve this unit, you must demonstrate that you meet all the

requirements of the unit. This means all of the stated outcomes and behaviours and

every item of knowledge and understanding. Your assessor must be able to observe

you in the workplace or you must provide the following tangible evidence to 

your assessor. 

Please note that simulation is not allowed for this unit ie all your evidence must

relate to real work activities.

Required sources of performance and knowledge evidence:
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Records of work allocation to your team and its members:

Outcomes

01

02

03

04

05

• notes of meetings with your manager, schedules and other

documents recording the work required from your team,

and any priorities

• detailed work schedules, timetables and other plans for

individual and team work activities, tasks, production

targets or other ways of defining workloads

• notes of team briefings to allocate individual and team work

activities, tasks, targets, etc

• personal statements (reflections on the process and

reasoning behind work allocation, including work priorities,

availability of resources, and the relative abilities and

development needs of team members)

• witness statements (comments on the process of work

allocation and perceptions of its fairness, appropriateness

and clarity)

7, 8

2, 3, 5, 7,

8, 10

1, 2, 3, 4,

5, 6, 7, 9

3, 5, 7, 8,

10

1, 4, 5, 6, 9

02, 03, 04,

11

03, 04, 05,

11

01, 05, 06,

07, 09, 11

03, 04, 05,

06, 11

–

16

16, 17

16, 17

16, 17

–

18, 19, 20,

21, 30

18, 19, 20,

21, 22, 23,

25, 26

18, 19, 20,

21, 22, 23,

24, 

18, 19, 20,

21, 22, 23,

24, 25, 26,

30

30

Evidence of outcomes:
possible examples of evidence Behaviours

Knowledge and understanding
See note1

General

Industry

specific

Context

specific

1 The numbers of the knowledge and understanding items matches those in the standards where they can be found with the 

prefix 335K
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Records of the quality and quantity of the team’s output:

Outcomes

05

06

07

08

09

10

11

12

• records of the monitoring of work output/production for

quality, consistency with specifications, etc (eg quality

control charts, etc) that you have collected

• records of individual and team work output or production

records, production/operational reports that you have

prepared, etc

• notes, reports, recommendations to managers or other

records of problems or critical incidents and action you have

taken in relation to supplied materials; equipment, vehicles

or facilities; product/service quality; health, safety or

security; customers; or team members’ work performance

(including issues requiring disciplinary action, and training

or coaching activity you have undertaken)

• notes, emails, memos or other records of formal or informal

feedback or performance appraisal of team members

• personal statement (reflections on your own role in dealing

with problems or critical incidents affecting the team and its

performance, and how you encourage the team and

individual members to work to the best of their ability to

achieve or exceed targets for quality and quantity of

products or services)

• witness statements (comments on your own role in dealing

with problems or critical incidents affecting the team and its

performance, and how you encourage the team and

individual members to work to the best of their ability to

achieve or exceed targets for quality and quantity of

products or services)

2, 5, 7, 8

2, 5, 7, 8

4, 5, 7, 8

2, 5, 9

1, 2, 3, 4,

5, 6, 7, 8, 9

1, 2, 4, 5,

6, 9

01, 08, 09,

12, 13, 14,

15

01, 08, 09,

12, 13, 14,

15

04, 08, 12,

12, 14, 15

01, 06, 07,

08, 09, 10,

13, 15

04, 08, 12,

12, 14, 15

–

16

16, 17

16

16, 17

16, 17

–

18, 19, 20,

21

18, 19, 20,

21, 22, 23,

25

18, 19, 20,

22, 23, 24,

25, 26, 27,

28, 29, 30

18, 19, 22,

23, 24, 25,

26, 27, 28,

29

18, 19, 22,

23, 24, 25,

26, 27, 28,

29, 30

–

Evidence of outcomes:
possible examples of evidence Behaviours

Knowledge and understanding
See note1

General

Industry

specific

Context

specific
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What is this unit about? 
This unit is about contributing to practice that promotes group care as a positive

experience, where children and young people feel valued and safe.

Who is this unit for?
This unit is for you if you work face-to-face with children and contribute to childcare

practice in group living.

Origin of unit
This unit originates from the Health and Social Care National Occupational 

Standards HSC323.

Scope
The scope is here to give you guidance on possible areas to be covered in this unit.

The terms in this section give you a list of options linked with items in the

performance criteria. You need to provide evidence for any option related to your

work area.

Communicate using: the child/young person’s preferred spoken language; the use

of signs; symbols; pictures; writing; objects of reference; communication passports;

other non-verbal forms of communication; human and technological aids 

to communication.

Harm and abuse within this unit will cover neglect; physical, emotional and sexual

abuse; bullying; self-harm; reckless behaviour.

Risks could include the possibility of: danger, damage and destruction to the

environment and goods; injury and harm to people; self-harm and abuse.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

336.1 Contribute to planning, implementing and reviewing daily living programmes

for children and young people

336.2 Work with groups to promote individual growth and development

336.3 Contribute to promoting group care as a positive experience

Unit CCLD 336
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Place in the N/SVQ framework
This is a group 2 optional unit within the level 3 N/SVQ in Children’s Care, Learning

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills:
Communication: 1.1, 3.2, 3.3 Communication: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

What we mean by some of the words used in this unit
Abuse
Abuse is causing physical, emotional and/or sexual harm to an individual and/or

failing/neglecting to protect them from harm.

Active support
Support that encourages children and young people to do as much for themselves

as possible to maintain their independence and physical ability and encourages

people with disabilities to maximise their own potential and independence.

Carer
Any person who cares for the physical, social and emotional well-being of children

and young people.

Children and young people
Children and young people from birth to 18 years of age who require health and care

services; also where the children and young people are still eligible through

legislation or policy to receive children and young people’s services, until they 

reach 21. Where children and young people use advocates/interpreters to enable

them to express their views, wishes or feelings and to speak on their behalf, the term

child/young person within this standard may cover the children and young people

and their advocate/interpreter.

Daily living programmes
Inclusive programmes set up for groups of children and young people.

Danger
The possibility of harm and abuse happening.

Families
Include the people who are legally related to children and young people and those

who through relationships have become an accepted part of their family.
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Harm
The short, medium and long-term effects of a child/young person being physically or

mentally injured or abused.

Level of development and understanding
Covers the physical, social, emotional and intellectual level of children and 

young people.

Life chances
Aspects of children and young people’s lives that can inhibit or promote the chance

they have to maximise and realise their full potential, educationally and socially.

Others
Other people within and outside your organisation who are necessary for you to fulfil

your job role.

Rights
The rights that children and young people have to:

• Be respected 

• Be treated equally and not be discriminated against

• Be treated as an individual

• Be treated in a dignified way

• Privacy

• Be protected from danger and harm

• Be cared for in a way that meets their needs, takes account of their choices and

also protects them

• Access information about themselves

• Communicate using their preferred methods of communication and language

Risks
The likelihood of danger, harm and/or abuse arising from anything or anyone.
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Element CCLD 336.1
Contribute to planning, implementing and reviewing daily living programmes for

children and young people

Performance criteria
This is the national standard which you must meet:

1 You contribute to planning and implementing daily living programmes that:

a Are appropriate to the age, abilities and level of development and

understanding of children and young people

b Allow the needs and personal preferences of children and young people to be

met flexibly 

2 You balance group needs against the preferences of individual children and 

young people

3 You participate in assessing the strengths and weaknesses of the 

provision’s programmes 

4 You take part and encourage children and young people to meet with you and

other staff regularly, both individually and in groups, to:

a Obtain views of others on the running of the provision and the quality of care

b Plan activities 

c Make their views known

5 You contribute to continuity of care provision for children and young people by

providing information at handover meetings about:

a The outcomes from daily events 

b Any problems/issues that have emerged 

6 You contribute to planning and carrying out care programmes, taking account of

the overall needs of the children and young people 
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Element CCLD 336.2
Work with groups to promote individual growth and development

Performance criteria
This is the national standard which you must meet:

1 You support the development of a positive and appropriate culture for groups of

children and young people 

2 You provide active support to enable children and young people to be involved in

identifying and implementing group work activities that they feel would be

beneficial to the group

3 You assess and balance the opportunities for children and young people to

achieve positive outcomes within self-established groups and from the group as 

a whole

4 You contribute to identifying, planning and evaluating how individual growth and

development can be met by groups within the provision and from the group as 

a whole 

5 You take action to moderate any adverse effects on the children and young people

from belonging to groups within the provision and from the whole 

group experience
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Element CCLD 336.3
Contribute to promoting group care as a positive experience

Performance criteria
This is the national standard which you must meet:

1 You work with children and young people to:

a Evaluate the outcomes from group activities

b Identify and take action to address conflict, crisis and tensions in group living

c Identify and take action where there is a risk of danger, harm and abuse 

2 You ensure group members are safe and protected from danger, harm and abuse 

3 You work constructively with group dynamics

4 You contribute to maintaining a culture in which group experiences are positively

valued and promoted

5 You encourage children and young people to be involved in decisions about group

care experiences and how these can be improved and promoted 

6 You record and report on the effectiveness of the provision to promote group care

as a positive experience within confidentiality agreements and according to legal

and organisational requirements
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What you must know and understand
To be competent in this unit, you must know and understand the following:

336K01 Legal and organisational requirements on equality, diversity,

discrimination, rights, confidentiality, sharing of information and the rights

of children and young people nationally, and through the UN convention

on the Rights of the Child

336K02 How to provide active support and place the preferences and best

interests of children and young people at the centre of everything you do

when contributing to childcare practice in group living

336K03 How to ensure that you protect the rights and the interests of children and

young people, taking account of any limitations on the child/young

person’s rights and those of parents 

336K04 How to work in partnership with children and young people, parents,

families, carers and those within and outside your organisation to enable

the children and young people’s needs, wishes and preferences to be met

336K05 Dilemmas between:

a The children and young people’s views, preferences, aspirations and

expectations, and your role and responsibilities for their care 

and protection

b Your own values and those of children and young people, their parents,

families, carers and key people 

c Your own professional values and those of others within and outside

your organisations

336K06 Methods that are effective in promoting equality and diversity and dealing

with and challenging discrimination when supporting children and young

people to manage their lives

Legislation and organisational policy and procedures
336K07 Codes of practice and conduct, and standards and guidance relevant to

your own and the roles, responsibilities, accountability and duties of

others when contributing to childcare practice in group living

336K08 Current local, national and European legislation and organisational

requirements, procedures and practices for:

a Data protection, including recording, reporting, storage, security and

sharing of information

b Health and safety

c Risk assessment and management 

d Dealing with comments and complaints

e Promoting the well-being and protection of children and young people

f Parental rights and responsibilities

g Working with parents, families and carers to promote the well-being 

and life chances of children and young people

h Contributing to childcare practice in group living

i Developing programmes and activities to support group care practice
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336K09 Frameworks and guidance on:

a Assessment

b Education

c Health

336K10 Practice and service standards relevant to your work setting and relating

to supporting children and young people to manage their lives

336K11 How to access records and information on the needs, views, wishes and

preferences of children and young people, parents, families and carers

Theory and practice
336K12 How and where to access information and support that can inform your

practice when contributing to childcare practice in group living

336K13 Government reports, inquiries and research reports into serious failures to

protect children and young people in group care

336K14 Theories relevant to children and young people with whom you 

work, about:

a Group care living and practice for children and young people

b Human growth and development related to children and young people,

including factors and conditions that can benefit and/or 

inhibit development

c Identity and self-esteem 

d Loss and change 

e Conflicts and dilemmas 

f Power, and how it can be used and abused when contributing to

childcare practice in group living 

g The effects of stress and distress 

336K15 Working in integrated ways that promote children and young people’s 

well-being

336K16 Factors that cause risks and those that ensure safe and effective care for

children and young people

336K17 The importance of stable family, adult and peer relationships and the

impact of disruption, including placement disruption

336K18 Types of support for disabled children, young people and parents

336K19 How to work with and resolve conflicts that you are likely to meet

336K20 Methods of:

a Effective communication and engagement with children and young

people, their parents, families and carers

b Involving children and young people in assessing, planning,

implementing, reviewing group care practice and activities, in ways that

are appropriate to the age of the child and young person and their

development level and understanding

c Working with parents, families and carers to support the children and

young people

336K21 The impact that both positive and negative group living/care experiences

have on individuals and group behaviour and on developmental outcomes
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336K22 The impact that programmes for daily living in residential care have on

behaviour and optimum developmental outcomes

336K23 Group work methods and dynamics relating to: 

a Working with children and young people who have been abused,

persecuted, are at risk of significant harm, and/or are at risk of

becoming involved in offending behaviour

b Enabling children and young people to participate actively 

c Meeting the developmental needs of children and young people

through daily living programmes 

d The development of social and behavioural skills that are socially

acceptable in children and young people and which reduce the risk of

behaviour that is harmful to self or others 

e The development of skills for independent living and citizenship

f Working with discrimination, deprivation, bullying, self-harm, violence,

mental health issues, and substance misuse

336K24 Understanding the impact that group care experiences may have on the

development of children and young people 
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Unit evidence requirements
Unit number: CCLD 336

Unit title: Contribute to childcare practice in group living

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge and those parts of the scope that are applicable to your work.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit. 

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 336.2 performance criteria 5

CCLD 336.3 performance criteria 1c
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg plans for daily living programmes, personal diary records, plans for 

group work.

• 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 eg individual child records, sensitive information,

reports on an individual’s background, case material, reports from other agencies.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg descriptions of practice in particular

situations such as providing active support for group living, how to address

conflict situations, the basis for decisions about referrals, legislative and

organisational requirements affecting provision, the rights of children and young

people and the basis of those rights

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Level 3

Progression Award in Early Years Care and Education.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg dilemmas between the

children and young people’s views, preferences and aspirations and

responsibilities for their care and protection. Assignments or projects on current

frameworks for assessment, education and health. Assignments covering

theories relevant to children and young people regarding identity and self esteem.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. Your

assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about supporting and implementing behaviour policies for children 

who challenge.

Who is this unit for?
This unit is for you if you work in a setting or service whose main purpose is to

support the care, learning and development of children in partnership with their

families. This unit is for those who have some supervisory responsibilities or who

work unsupervised with children.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

337.1 Implement behaviour policies, procedures and strategies

337.2 Promote positive aspects of behaviour

Place in the N/SVQ framework
This is a group 2 optional unit within the level 3 N/SVQ in Children’s Care, Learning

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 2.2, 2.3 Communication: Intermediate 1

Working with Others: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

What we mean by some of the words used in this unit
Compliance
Children co-operating with requests.

Evidence-based programmes
Structured approaches and strategies for the development of positive behaviour

that have been shown to work through research.
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Element CCLD 337.1
Implement behaviour policies, procedures and strategies

Performance criteria
This is the national standard which you must meet:

1 Identify appropriate policies and procedures for behaviour in the setting,

according to best practice

2 Liaise with professionals, families and children to plan the implementation of

evidence-based programmes for responding to challenging behaviour in

individual children 

3 Implement the agreed approach in partnership with colleagues and families

4 Listen to children’s points of view and negotiate with them, checking

understanding when agreeing an approach, taking into account the child’s age,

needs and abilities

5 Monitor the effect of behaviour strategies, policies and programmes on 

individual children

6 Adapt and modify the planned approach in consultation with colleagues,

professionals and families, as required
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Element CCLD 337.2
Promote positive aspects of behaviour

Performance criteria
This is the national standard which you must meet:

1 Adopt a firm and respectful approach when promoting positive aspects of the

behaviour of children

2 Give children unambiguous directions and choices within clearly defined

boundaries of acceptable behaviour

3 Ensure you are effectively communicating and exchanging information with

children according to their age, needs and abilities

4 Set limits and firm boundaries as agreed with children, other professionals,

colleagues and families

5 Implement agreed procedures when children continue to challenge 

6 Encourage co-operation and problem solving between children 

7 Positively reward compliance in ways that demonstrate the child is valued as 

an individual
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3C542 The possible effects of communication difficulties and attention deficits

K3D691 The different approaches to encouraging positive behaviour, according to

children’s age, needs and abilities

K3D692 Policies and procedures that enable a structured approach to encouraging

positive behaviour

K3D693 Why it is important to agree approaches to behaviour with children,

families and colleagues

K3D694 Situations in which programmes for positive behaviour might 

be necessary

K3D695 How you would monitor the effects of programmes on individual 

children’s behaviour

K3D696 Under what circumstance might programmes for encouraging positive

behaviour be modified 

K3D697 What is meant by a firm and respectful approach

K3D698 What is meant by unambiguous directions, limited choices and defined

boundaries for children; why these are important in your responses 

to behaviour

K3D699 The links between behaviour, self-esteem and relationships with others

K3D700 Possible reasons for children’s challenging behaviour, how behaviour links

to other things that are happening in the child’s life 

K3D701 How adults’ expectations affect children’s behaviour and can (where

inappropriate) reinforce challenging behaviour
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Unit evidence requirements
Unit number: CCLD 337

Unit title: Create environments that promote positive behaviour

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below. 

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events.

CCLD 337.2 performance criteria 5
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg recording formats, behavioural policies.

• 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 eg individual child records, reports and minutes

of confidential meetings, diary evidence of day-to-day practice dealing with

different types of behaviour.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg how to implement programmes for positive

behaviour, approaches which encourage positive behaviour and deal with

challenging behaviour. The value of evidence based programmes when

responding to challenging behaviour.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Level 3

Progression Award in Early Years Care and Education and/or behaviour

management, negotiating skills certificates.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg effective approaches

to promote positive aspects of behaviour for individuals or groups of children, the

basis on which limits and boundaries are set, effective listening and negotiation

skills, the evaluation of different theoretical approaches to managing behaviour.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about?
This unit is about developing working relationships with colleagues within your own

organisation and within other organisations that are productive in terms of

supporting and delivering your work and that of the overall organisation.

Colleagues are any people you are expected to work with, whether they are in a

similar position or in other positions.

Who is this unit for?
The unit is recommended for people such as supervisors of nursery settings or those

contributing to managing settings or services for children and families where the

primary focus is children’s care, learning and development.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Origin of unit
This unit originates from the National Occupational Standards for Management and

Leadership D1.

Content of unit
This unit is not divided into individual elements.

Place in the N/SVQ framework
This unit is a group 2 option unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 3.1a, 3.2, 3.3 Communication: Intermediate 2

Working with Others: 4.1, 4.2, 4.3 Working with Others: Higher

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2
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Skills
Listed below are the main generic ‘skills’ which need to be applied in developing

productive working relationships with colleagues. These skills are explicit/implicit in

the detailed content of the unit and are listed here as additional information:

• Communicating

• Managing conflict

• Empathising

• Networking

• Information management

• Leading by example

• Valuing and supporting others

• Involving others

• Providing feedback

• Obtaining feedback

• Stress management

• Prioritising
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Outcomes of effective performance (performance criteria)
This is the national standard which you must meet:

1 Establish working relationships with all colleagues who are relevant to the work

being carried out

2 Recognise, agree and respect the roles and responsibilities of colleagues

3 Understand and take account of the priorities, expectations, and authority of

colleagues in decisions and actions

4 Fulfil agreements made with colleagues and let them know

5 Advise colleagues promptly of any difficulties or where it will be impossible to 

fulfil agreements

6 Identify and sort out conflicts of interest and disagreements with colleagues in

ways that minimise damage to the work being carried out

7 Exchange information and resources with colleagues to make sure that all

parties can work effectively

8 Provide feedback to colleagues on their performance and seek feedback from

colleagues on your own performance in order to identify areas for improvement

Behaviours which underpin effective performance
1 You present information clearly, concisely, accurately and in ways that 

promote understanding

2 You seek to understand people’s needs and motivations

3 You make time available to support others

4 You clearly agree what is expected of others and hold them to account

5 You work to develop an atmosphere of professionalism and mutual support

6 You model behaviour that shows respect, helpfulness and co-operation

7 You keep promises and honour commitments

8 You consider the impact of your own actions on others

9 You say no to unreasonable requests

10 You show respect for the views and actions of others
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What you must know and understand
To be competent in this unit, you must know and understand the following:

General knowledge and understanding
338K01 The benefits of developing productive working relationships 

with colleagues

338K02 Principles of effective communication and how to apply them in order to

communicate effectively with colleagues

338K03 How to identify disagreements with colleagues and the techniques for

sorting them out

338K04 How to identify conflicts of interest with colleagues and the measures that

can be used to manage or remove them

338K05 How to take account of diversity issues when developing working

relationships with colleagues

338K06 The importance of exchanging information and resources with colleagues

338K07 How to get and make use of feedback on your performance 

from colleagues

338K08 How to provide colleagues with useful feedback on their performance

Sector specific knowledge and understanding
338K09 Regulations and codes of practice that apply in the industry or sector

338K10 Standards of behaviour and performance in the sector

338K11 Working culture, values and principles of the sector

Context specific knowledge and understanding
338K12 Current and future work being carried out

338K13 Colleagues who are relevant to the work being carried out, their work roles

and responsibilities

338K14 Processes within the organisation for making decisions

338K15 Line management responsibilities and relationships within 

the organisation

338K16 The organisation’s values and culture

338K17 Power, influence and politics within the organisation

338K18 Standards of behaviour and performance expected in the organisation

338K19 Information and resources that different colleagues might need

338K20 Agreements with colleagues
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Unit evidence requirements
Unit number: CCLD 338

Unit title: Develop productive working relationships with colleagues

Evidence requirements for this unit:
The format of the evidence requirements are different for this unit which originates

from the National Occupational Standards for Management and Leadership where it

appears as Unit D1.

In order to achieve this unit, you must demonstrate that you meet all the

requirements of the unit. This means all of the stated outcomes and behaviours and

every item of knowledge and understanding. Your assessor must be able to observe

you in the workplace or you must provide the following tangible evidence to 

your assessor. 

Please note that simulation is not allowed for this unit ie all your evidence must

relate to real work activities.

Required sources of performance and knowledge evidence:
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Develop productive working relationships with colleagues

05Unit CCLD 338

Outcomes

01

02

03

04

05

08

• notes, minutes or other records of formal and informal

meetings with colleagues relating to agreements for 

action by you and your performance in relation to 

these agreements

• emails, memos and other correspondence with colleagues

relating to actions you have agreed to undertake and your

performance in relation to these agreements

• personal statements (reflections on the nature and

effectiveness of your relationships with work colleagues and

your fulfilment of your commitments to them)

• witness statements (comments by colleagues on the nature

and effectiveness of your relationships with them and your

fulfilment of your commitments to them)

1, 2, 3, 4,

5, 6, 7, 8,

9, 10

1, 2, 3, 4,

5, 6, 7, 8,

9, 10

5, 6, 7, 8,

9, 10

1, 2, 3, 4,

6, 7, 10

01, 02, 03,

04, 05, 06,

07, 08

01, 02, 03,

04, 05, 06

01, 02, 03,

04, 05, 06,

07

–

9, 10, 11

9, 10, 11

9, 10, 11

–

12, 13, 14,

15, 16, 17,

18, 19, 20

12, 13, 14,

15, 16, 17,

18, 19, 20

12, 13, 14,

15, 16, 17,

18, 19

–

Evidence of outcomes:
possible examples of evidence Behaviours

Knowledge and understanding
See note1

General

Sector

specific

Context

specific

1 The numbers of the knowledge and understanding items matches those in the standards where they can be found with the 

prefix 338K

Records of activities and agreements with work colleagues that you have completed successfully:
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Records of relationship difficulties or conflicts at work that you have successfully addressed and
feedback you have given and received:

Outcomes

01

02

03

05

06

07

08

• notes, minutes or other records of formal and informal

meetings with colleagues relating to relationship difficulties

or conflicts

• emails, memos and other correspondence with colleagues

relating to relationship difficulties or conflicts

• notes or other records of verbal feedback and copies of

memos, emails and letters you have sent in which you have

given feedback to colleagues

• notes or other records of verbal feedback and copies of

memos, emails and letters you have received in which

colleagues have given feedback to you

• personal statements (reflections on your ability to deal

effectively with relationship difficulties or conflicts)

• witness statements (comments by colleagues on your ability

to deal effectively with relationship difficulties or conflicts)

1, 2, 4, 5,

6, 7, 8, 9,

10

1, 2, 4, 5,

6, 7, 8, 9,

10

1, 2, 3, 4,

5, 6, 8, 10

10

5, 6, 7, 8,

9, 10

1, 2, 3, 4,

6, 7, 10

01, 02, 03,

04, 05, 06,

07, 08

01, 02, 03,

04, 05, 06

01, 02, 03,

04, 05, 06,

08

01, 02, 03,

04, 05, 06,

07

01, 02, 03,

04, 05, 06,

07

–

9, 10, 11

9, 10, 11

10, 11

10, 11

9, 10, 11

–

12, 13, 14,

15, 16, 17,

18, 19, 20

12, 13, 14,

15, 16, 17,

18, 19, 20

16, 17, 18,

19

16, 17, 18

12, 13, 14,

15, 16, 17,

18, 19

–

Evidence of outcomes:
possible examples of evidence Behaviours

Knowledge and understanding
See note1

General

Sector

specific

Context

specific



What is this unit about? 
This unit is about co-ordination of special educational needs (or equivalent

terminology within your home country) in an early education setting. When

undertaking this unit you will need to ensure that you are working within the

framework for special educational needs within your home country.

Who is this unit for?
This unit is for you if you have responsibility for co-ordinating special educational

needs in an early education setting.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are:

339.1 Liaise with parents and other professionals in respect of children with special

educational needs

339.2 Advise and support colleagues in the setting

339.3 Ensure that individual education plans for children are in place and 

regularly reviewed

339.4 Collect, record and update relevant background information about children

with special educational needs

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication; 3.1a, 3.2, 3.3 Communication: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Problem Solving: 3.1, 3.2, 3.3 Problem Solving: Intermediate 2

Unit CCLD 339
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What we mean by some of the words used in this unit
Additional interventions
Additional to what is normally provided as part of the setting’s usual curriculum.

Behavioural difficulties
Persistent difficulties not dealt with through the setting’s usual behaviour

management techniques.

Children
Children with whom you work, unless otherwise stated.

Differentiated curriculum
The curriculum that is responsive to the learner’s needs ie not presenting the same

curriculum to everyone.

Graduated approach
A step-by-step approach trying and evaluating new strategies and following the

requirements of codes of practice or legal requirements within your home country.

Realistic developmental and learning goals
Goals that are realistic for the child to achieve and still provide challenge.

Parents
Those (mothers and fathers) who have formally and legally acknowledged parental

responsibility for the continuous care and well-being of the child in question,

whether biologically related or not.

Unit CCLD 339
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Element CCLD 339.1
Liaise with parents and other professionals in respect of children with special

educational needs

Performance criteria
This is the national standard which you must meet:

1 Take steps to clarify the scope and purpose of your role and available 

support systems

2 Establish positive relationships with children with special educational needs and

their parents

3 Identify and liaise with other professionals and agencies involved with the children

and parents for whom you are responsible
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Element CCLD 339.2
Advise and support colleagues in the setting

Performance criteria
This is the national standard which you must meet:

1 Support and advise colleagues who have concerns about the progress of

individual children

2 Advise colleagues who are providing additional interventions or a 

differentiated curriculum

3 Support colleagues working with children who have emotional or 

behavioural difficulties

4 Provide support for colleagues working with children who have 

communication difficulties

5 Advise colleagues on available training and occupational updating for work with

children with special educational needs
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Element CCLD 339.3
Ensure that individual education plans for children are in place and 

regularly reviewed

Performance criteria
This is the national standard which you must meet:

1 Consult with children, parents and colleagues when developing individual plans

for children

2 Develop individual education plans, according to local and national requirements

3 Review individual education plans at regular intervals in consultation with children

and parents

4 Have high expectations of children and commitment to raising their achievement,

based in a realistic appraisal of their capabilities and what they might achieve
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Element CCLD 339.4
Collect, record and update relevant background information about children with

special educational needs

Performance criteria
This is the national standard which you must meet:

1 Collect relevant background information from available sources, including parents

and families, health and social services and from children themselves, according

to their age, needs and abilities

2 Ensure records are kept according to the procedures of the setting

3 Observe confidentiality and data protection requirements 

4 Regularly update children’s records

5 Record information according to agreed setting format and procedures
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3P702 Legislation, regulation and codes of practice for special educational needs

in early education settings in your home country

K3P703 Policies and procedures of your setting or service in respect of special

educational needs

K3M156 Relevant legal requirements and procedures covering confidentiality and

the disclosure of information

K3D705 Realistic developmental and learning goals for children with special

educational needs

K3C706 Resources that may be useful when dealing with children who have

communication difficulties

K3D707 Strategies and resources that may be useful when dealing with children

who have social, emotional or behavioural difficulties

K3D708 The curriculum offered in your early education setting and strategies 

you might use to ensure appropriate differentiation and 

additional interventions

K3D709 Appropriate specialist aids and adaptations that are available to support

children, parents and colleagues and the circumstances in which they may

be used

K3D710 How to implement a graduated approach to meet children’s need and the

actions to take if initial interventions are not successful

K3D711 How to support parents of children with special educational needs, using

sensitive and non-judgmental approaches

K3D712 The importance of consultation with parents as partners in the care and

education of their children and with the children themselves, according to

their age, needs and abilities

K3D713 How to adapt practice and support colleagues to adapt theirs to meet the

special educational needs of children in the setting

K3M714 How to keep records that are clear, factual and objective in order to inform

children, parents and external agencies

K3C550 Awareness of, and ability to use specialist terminology in the interest of

the children with whom you work, whilst ensuring that use of such

terminology does not act as a barrier to communication

Unit CCLD 339
Co-ordinate special educational needs in early 
education settings

07Unit CCLD 339



Unit evidence requirements
Unit number: CCLD 339

Unit title: Co-ordinate special educational needs in early education settings

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg policies and procedures of the setting or service affecting special

educational needs, curriculum plans, information on training and 

occupational updating.

• 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 eg differentiated curriculum plans for individual

children, children’s records, individual educational plans.
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• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg legislation, regulation and codes of practice

for special educational needs in early education, data protection and

confidentiality requirements, how to implement a graduated approach to meet

children’s needs.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg training in special educational

needs and codes of practice, previous vocationally related qualifications, specific

training on areas of special educational needs.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg support for colleagues

working with children who have emotional or behavioural difficulties, roles in

multiagency working and the sharing of information.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about?
This unit is about establishing, developing and promoting quality systems in settings

whose main purpose is children’s care, learning and development. It is most useful

for quality systems and procedures relating to externally validated quality assurance

schemes. This involves maintaining quality systems, assessing services, monitoring

and reviewing policies practices and procedures.

Who is this unit for?
This unit will be useful for you if you are required to establish and develop quality

systems in settings or services whose main purpose is children’s care, learning 

and development.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

340.1 Establish quality systems for the delivery of childcare services 

340.2 Maintain quality systems

340.3 Evaluate and review quality systems and procedures 

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 4.1, 4.2, 4.3 Communication: Higher

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Problem Solving: 4.1, 4.2, 4.3 Problem Solving: Higher

What we mean by some of the words used in this unit
Quality schemes/criteria
Formal schemes for quality of provision, based on best practice (as opposed to

minimum standards).

Unit CCLD 340
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Element CCLD 340.1
Establish quality systems for the delivery of childcare services

Performance criteria
This is the national standard which you must meet:

1 Assess requirements for quality systems in childcare 

2 Access information and compare different quality systems 

3 Evaluate quality systems against requirements 

4 Identify appropriate quality systems to meet the requirements of the setting 

5 Identify roles and responsibilities in relation to delivering quality systems and

implementing procedures 

6 Identify and obtain resources necessary to implement, monitor and review,

quality systems and procedures 

7 Discuss with colleagues how the quality criteria relate to regulatory requirements

for children’s care and education

8 Negotiate and agree a timed plan with colleagues for implementing and reviewing

quality systems 
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Element CCLD 340.2
Maintain quality systems

Performance criteria
This is the national standard which you must meet:

1 Develop policies, practices and procedures to ensure a quality service 

2 Develop and maintain documentation to provide evidence of service quality, as

required by the quality system 

3 Ensure staff and colleagues are aware of the quality system to be implemented

and the implications for practice 

4 Emphasise to staff the importance of documenting policies and practices and

following the quality procedures 

5 Ensure that evidence relating to the quality system is appropriate and fit 

for purpose 

6 Promote the advantages of quality to staff and service users
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Element CCLD 340.3
Evaluate and review quality systems and procedures

Performance criteria
This is the national standard which you must meet:

1 Assess the setting’s procedures and systems against given quality criteria 

2 Identify areas of non-compliance and evaluate the reasons for this 

3 Discuss the implications of non-compliance with colleagues 

4 Identify changes needed to policies, practices or procedures in order to 

maintain compliance 

5 Discuss and negotiate a plan for implementing changes with staff and colleagues 

6 Identify a timescale for review of the plan
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3P716 The role of quality assurance systems for childcare services

K3P717 The range of quality assurance systems available and the differences

between them

K3P718 Key roles and responsibilities in relation to delivering quality assurance

systems and resources that may be necessary to implement such a system

K3P719 Key policies, practices and procedures which will ensure a quality

childcare service and meet the requirements of quality assurance systems

K3P720 How you will ensure that staff and colleagues understand and are aware of

the implications of quality assurance systems for their practice

K3P721 What documentation is required to provide evidence of service quality and

why documentation is needed

K3P722 Likely sources of evidence that the service meets the requirements of the

quality assurance system

K3P723 Why it is important to have a timed plan for reviewing quality assurance

and implementing any changes
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Unit evidence requirements
Unit number: CCLD 340

Unit title: Establish, develop and promote quality systems and procedures for the

delivery of childcare services

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge 

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
Simulation is permitted for element 340.3 of this unit

The nature of this unit means that most of your evidence must come from real work

activities. Simulation is permitted for element 340.3 of this unit. It cannot be used

anywhere else in the unit and must meet the criteria for its use which can be found in

the assessment guidance for this N/SVQ. 

The evidence must reflect, at all times, the policies and procedures of the workplace,

as linked to current legislation and the values and principles for good practice in

children’s care, learning and development.

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.

Other sources of performance and knowledge evidence:
Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg materials about quality systems and procedures, notes on

implementation of quality systems in your setting, minutes of meetings.

• 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 eg notes of meetings with 

individual colleagues.
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• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg the role and purpose of quality systems and

procedures, policies and practices to implement quality systems, how provision

has changed and must change to meet quality criteria.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg training on quality systems

and procedures.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg managing change with

colleagues in order to improve services

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about providing mentoring support for those involved in implementing

formally recognised systems and procedures within provision for children’s care,

learning and development. It is most useful for quality systems and procedures

relating to externally validated quality assurance schemes. It covers identification of

requirements, collecting and presenting evidence and taking appropriate action to

ensure requirements are met.

Who is this unit for?
This unit will be useful for you if you work in settings whose main purpose is

children’s care, learning and development and are responsible for supporting and

mentoring colleagues in implementing quality systems and procedures.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

341.1 Identify quality assurance requirements 

341.2 Support the collection of evidence 

341.3 Support the development of practice to meet quality 

assurance requirements 

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 4.1, 4.2, 4.3 Communication: Higher

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Problem Solving: 4.1, 4.2, 4.3 Problem Solving: Higher

Unit CCLD 341
Advise and mentor those implementing quality systems
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What we mean by some of the words used in this unit
Quality assurance schemes/criteria
Formal schemes for quality assurance, based on best practice (as opposed to

minimum standards).

Externally validated
Outside agency validates systems and procedures.
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Element CCLD 341.1
Identify quality assurance requirements

Performance criteria
This is the national standard which you must meet:

1 Ensure that information on quality assurance criteria is made available to

colleagues responsible for implementing the scheme

2 Provide detailed information about the requirements of the quality assurance

scheme to colleagues responsible for implementing it in ways that are easy 

to understand

3 Discuss with colleagues how the quality assurance criteria relate to regulatory

requirements for children’s care and education 

4 Assist colleagues to identify links between supervisory systems, colleagues’

training and development, health and safety at work and quality 

assurance systems 

5 Help colleagues to clearly identify the advantages and limitations of a quality

assurance system in providing care for children 

6 Encourage colleagues to identify how the setting’s policies and procedures relate

to quality assurance
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Element CCLD 341.2
Support the collection of evidence

Performance criteria
This is the national standard which you must meet:

1 Help colleagues to identify what evidence is required to demonstrate that quality

assurance procedures are being followed 

2 Assist colleagues to identify individual documents, records and written

information that meet quality assurance requirements 

3 Help colleagues to present the information in a way that meets the stated

requirements for evidence 

4 Help colleagues to review evidence against the criteria of the quality assurance

and identify any gaps 

5 Where gaps are identified in the evidence, colleagues are assisted to identify and

locate alternative evidence wherever possible 

6 Where no alternative evidence is available, colleagues are encouraged and

supported to report and acknowledge the gap to those reviewing the quality

assurance procedures
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Element CCLD 341.3
Support the development of practice to meet quality assurance requirements

Performance criteria
This is the national standard which you must meet:

1 Help colleagues to objectively review policies and practices and to identify

changes in order to meet quality assurance criteria

2 Support colleagues to give positive feedback to their colleagues on the

implementation of quality assurance systems 

3 Help colleagues to give constructive criticism to colleagues using emotionally

neutral language 

4 Assist colleagues to discuss and negotiate changes to their practice 

with colleagues

5 Support colleagues to identify how changes will improve quality of service

delivered to children and families 

6 Help colleagues to identify where systems may be improved
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3P724 Key features of providing advice and support to colleagues

K3P725 How to help colleagues responsible for implementing quality assurance to

understand the requirements for evidence based on the quality 

assurance criteria

K3P726 Types of policies, documents and evidence that could be used to

demonstrate that quality assurance procedures are being followed

K3P727 The role and value of self-assessment both ongoing and for 

specific purposes

K3P728 How to help colleagues identify gaps in evidence for quality assurance

schemes and what these might consist of

K3P729 How to explain the link between quality assurance criteria, the setting’s

policies and procedures and the quality of care and education provided for

children in the setting

K3P730 Why it is important that policies and procedures relate to the actions of

colleagues and that these are documented

K3H630 What is considered to be effective practice in relation to policies and

procedures to ensure children’s health and well-being

K3C732 The key features of providing feedback to include constructive criticism,

and how colleagues can be supported in developing these skills

K3P733 The importance of negotiating changes to policies and procedures with all

colleagues involved, and seeking their agreement

K3M734 Ways in which practice can be developed to improve quality, meet

requirements of quality systems and procedures and contribute to

colleagues’ professional development
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Unit evidence requirements
Unit number: CCLD 341

Unit title: Advise and mentor those implementing quality systems and procedures

for the delivery of childcare services

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 341.2 performance criteria 5, 6
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg information about externally validated quality assurance schemes.

• 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 eg individual colleague records, notes of

meetings, appraisals and job descriptions, training plans for individual colleagues,

diaries of day-to-day practice in supporting and mentoring those involved.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg the purpose and content of quality systems

and procedures, strategies used to help colleagues develop to meet 

new requirements.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg change management, team

building, conflict and anger management, training undertaken to support roles in

the external quality assurance system.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg effectiveness in

supporting colleagues in the collection of evidence and the development of

practice, dealing with conflict situations where colleagues are unwilling to change

or recognise that improvements are necessary.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about meeting regulatory requirements within the setting, according to

the requirements of your home country. It covers evidence gathering, identification

of gaps and taking appropriate actions to meet requirements.

Who is this unit for?
This unit is for you if you work in a regulated setting whose main purpose is to

support the care, learning and development of children in partnership with 

their families.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Content of unit
The elements are: 

342.1 Identify regulatory requirements 

342.2 Plan for inspection, in consultation with colleagues 

342.3 Collect required evidence

342.4 Take appropriate action to meet requirements 

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 3.1a, 3.2, 3.3 Communication: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Problem Solving: 4.1, 4.2 , 4.3 Problem Solving: Higher

Application of Number: 1.1, 1.2 , 1.3 Numeracy: Access 3

What we mean by some of the words used in this unit
Regulatory requirements
Requirements of statutory registration and inspection, according to your 

home country.
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Element CCLD 342.1
Identify regulatory requirements

Performance criteria
This is the national standard which you must meet:

1 Identify and interpret for your setting, the regulatory requirements relating to

a Premises and equipment

b The provision of food and drink, including the guidelines for healthy eating

c Health and safety, including those for first aid and fire safety

d Colleagues’ numbers/ratios, suitability and qualifications

e Management of information systems and records, including those 

of confidentiality

f Curriculum requirements for babies and pre-school children 
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Element CCLD 342.2
Plan for inspection in consultation with colleagues

Performance criteria
This is the national standard which you must meet:

1 Clearly explain to colleagues the purpose and process of inspection and its

benefits for the setting

2 Ensure that colleagues are aware of the policies and procedures employed in

the setting that are in line with regulatory requirements and current 

best practice

3 Make information and guidance on inspections available to colleagues 

4 Work with colleagues to ensure they are confident and well prepared 

for inspection

5 Ensure that colleagues understand their individual responsibilities in relation to

inspection and the language used to describe roles and responsibilities of those

caring for the children

6 Identify with colleagues where you comply with the conditions of registration

and where there are potential weaknesses

7 Consult previous inspection report where appropriate and use to prepare an

inspection plan with colleagues 

8 Ensure that curriculum plans will meet regulatory requirements and 

children’s needs

9 Prepare and complete any forms associated with the inspection

10 Inform families that an inspection is due and that they will be consulted and

their views sought by inspectors
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Element CCLD 342.3
Collect required evidence

Performance criteria
This is the national standard which you must meet:

1 Consider the different sources of evidence that could be put forward to

demonstrate compliance with regulatory requirements 

2 Refer to any guidance to assist in identifying sources of evidence 

3 Ensure the written plans to support curriculum development and delivery are

available for inspection 

4 Ensure that policies in relation to the care and protection of children are

available for inspection

5 Provide documentary evidence of compliance with health and safety,

environmental health and fire regulations 

6 Ensure that information relating to colleagues, their qualifications, health status

and levels of responsibility is made available for inspection 

7 Ensure that records of children’s care and developmental progress are available

for inspection

8 Ensure that management systems reflect best practice and are 

clearly documented
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Element CCLD 342.4
Take appropriate action to meet requirements

Performance criteria
This is the national standard which you must meet:

1 Review and update policies and procedures to ensure they meet 

regulatory requirements 

2 Examine premises and make arrangements for any necessary changes to be

completed prior to the inspection 

3 Liaise with colleagues to ensure that personal details are correct and up-to-date 

4 Ensure that records of children’s development are up-to-date and based 

on observations 

5 Undertake a review of equipment and resources provided for children to ensure

they meet health and safety requirements and are fit for purpose 

6 Review curriculum plans and amend where necessary to ensure they 

meet objectives 

7 Ensure records of children’s attendance, sickness and absence, contact details

and significant information are up-to-date, checking with parents and families

where necessary

8 Keep accurate records of meetings and discussions

9 Work with colleagues to develop confidence in the inspection process in order

to use it positively for children and families 
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What you must know and understand
To be competent in this unit, you must know and understand the following:

K3P735 Details of the standards and criteria for the provision of childcare in 

your setting

K3M736 The different regulatory bodies for each aspect of your provision

K3P737 Appropriate language to describe the setting and the roles and

responsibilities of those caring for children

K3D738 Details of the required curricula for the age range of children in your care

K3P739 What is considered to be good practice in your setting and how this relates

to minimum regulatory standards

K3P740 Why it is important to plan in advance for inspections, and how to involve

colleagues in the planning process

K3P741 Regulatory and employment requirements for regulation

K3P742 The different policies, procedures, records and documents that will

provide evidence against regulatory requirements

K3M743 Why it is important to inform parents of an impending inspection

K3P744 Where to obtain information about the requirements for inspections
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Unit evidence requirements
Unit number: CCLD 342

Unit title: Meet regulatory requirements in the childcare setting

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

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 each element in this unit.

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation

and/or expert witness testimony because they are either contingencies or

infrequently occurring events:

CCLD 342.2 performance criteria 9

CCLD 342.4 performance criteria 2
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Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg plans to meet regulatory requirements, curriculum plans, required

policies and procedures to which you have contributed.

• 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 eg individual child records, minutes of

meetings, notes or records of work with individual colleagues to develop

confidence in the inspection process.

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg the purpose and requirements of inspection

and regulation for the sector, the legislative base for inspection activity,

communication activities with colleagues, parents and families to explain the

requirements and purpose of inspection.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg City & Guilds Conflict

Management, training in relevant curriculum frameworks, inspection

requirements and change management.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg effective approaches

to colleagues who are less ready and confident, reflections on interpretations of

the requirements and how outcomes of inspection will be used to improve 

the service.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about supporting learners by mentoring in the work place.

Who is this unit for?
This unit is appropriate for you if your role involves mentoring trainees in the

workplace, supporting personal development through learning in the workplace.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

The activities you are likely to be involved in:
• Agreeing the nature of mentoring in the workplace

• Creating an appropriate environment in which mentoring can take place

• Mentoring trainees as they put their training plan into practice

• Giving trainees information, advice and guidance on their work roles 

and expectations

• Reviewing the potential for technology-based support for the mentoring process,

including mentoring on-line

• Identifying and providing resources and facilities that meet the needs of 

the trainee

• Giving trainees encouragement and support to stay motivated

Content of unit
The elements are: 

343.1 Plan the mentoring process

343.2 Set up and maintain the mentoring relationship

343.3 Give mentoring support 

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Origin of unit
This unit originates from the National Occupational Standards for Learning and

Development developed by ENTO where it appears as Unit L14.
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Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 3.2, 3.3 Communication: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2
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Element CCLD 343.1
Plan the mentoring process

Performance criteria
This is the national standard which you must meet:

1 Explain your role as a mentor in the workplace and the activities everyone 

will perform

2 Identify how mentoring can contribute to the training programme in 

the workplace

3 Identify the resources and facilities needed to perform your role as a mentor

4 Identify who else could be involved in mentoring in the workplace and what

their role should be

5 Explain the relationship between the mentor, the people the mentor is helping

and other people in the organisation

6 Identify sources of information and support to help you in your role as mentor

7 Agree how you will keep to the ethical code for mentoring in your organisation

8 Plan when, where and how often mentoring sessions should be arranged to

ensure an appropriate environment for mentoring

9 Ensure you have prepared documents and activities which will help trainees in

the early stages of mentoring
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Element CCLD 343.2
Set up and maintain the mentoring relationship

Performance criteria
This is the national standard which you must meet:

1 Behave in a way that shows you accept the trainee you are supporting

2 Discuss, explain and agree the roles and expectations involved in the 

mentoring relationship

3 Agree the aims of the mentoring process and the rules that you will both 

work within

4 Agree the mentoring support which will help trainees meet the needs of their

workplace programme

5 Agree the boundaries of the mentoring relationship and how they will be

recognised and maintained

6 Agree with trainees where and how often mentoring sessions take place

7 Agree how progress and any problems will be reviewed during 

mentoring sessions
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Element CCLD 343.3
Give mentoring support

Performance criteria
This is the national standard which you must meet:

1 Set aside enough time for each mentoring session

2 Help trainees to express and discuss ideas and any concerns affecting their

experience in the workplace

3 Give trainees information and advice that will help them to be effective in 

the workplace

4 Give trainees the opportunities which help them understand and adapt to the

working environment

5 Identify ways of developing trainees’ confidence in performing activities in 

the workplace

6 Help trainees take increasing responsibility for developing their skills in 

the workplace

7 Give trainees the opportunities to get experience in the workplace to increase

their confidence and self-development

8 Help trainees look at issues from an unbiased point of view that helps them

make informed choices

9 Give trainees honest and constructive feedback

10 Identify when the mentoring relationship needs to change to still be effective,

and agree any changes with the trainee

11 Identify when the mentoring relationship has reached its natural end and

review the process with the trainee

12 Agree what extra support and help the trainee needs or can access. 

13 Plan how to provide extra support and help
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What you must know and understand
To be competent in this unit, you must know and understand the following:

343K01 How to give an overview of the training programme and see how the

different areas of the workplace fit together

343K02 How to identify appropriate mentoring activities in relation to the training

programme in the workplace

343K03 How to identify opportunities to develop skills and increase confidence in

the workplace, such as changes to work roles, job shadowing and setting

specific tasks

343K04 How to monitor how effective, and how appropriate the mentoring

relationship is

343K05 How to explain and agree your role as mentor within the organisation

343K06 How to promote the interests of the trainee in the organisation

343K07 How to show you use good practice in the workplace

343K08 How to identify and involve other people in the workplace in the 

mentoring process

343K09 How to identify and secure the resources and facilities needed for the

mentoring process

343K10 How to identify the information and advice trainees are likely to need, and

the expectations of your own role, the mentoring scheme and the

organisation you are working with

343K11 How to identify and use sources of support

343K12 How to identify and apply an appropriate code of practice for mentoring

which deals with:

a Commitment to best practice

b Recognising the limits of your own experience and competence

c Setting and maintaining boundaries within the mentoring relationship

d Being open and truthful within the mentoring relationship

e Monitoring and evaluating your own performance throughout the

mentoring process

f Using appropriate sources of support

g Managing differences between your own values and beliefs and the

agreed ethical code

h Answering to the trainee and their organisation for your 

mentoring activities

343K13 How to work out mutual roles and responsibilities in the 

mentoring relationship

343K14 How to realistically assess the technical and personal skills needed in

acting as a mentor to a trainee

343K15 How to listen, ask questions and negotiate

343K16 How to gain and keep the enthusiasm and commitment of trainees

343K17 How to explore issues with trainees without judging them

343K18 How to motivate trainees and develop their self-confidence

343K19 How to agree you will keep information confidential during the 

mentoring process

343K20 How to encourage trainees to express themselves

Unit CCLD 343
Support learners by mentoring in the work place

06 Unit CCLD 343



343K21 How to identify and give trainees appropriate information

343K22 How to use reviews and evaluations to encourage trainees to 

be independent

343K23 How to identify sources of extra support that are available to the trainee

343K24 How to identify and use sources of and procedures for referral to 

other agencies

343K25 How to identify and use technology-based support for the 

mentoring process

343K26 How to identify and apply responsibilities in relation to health, safety and

environmental protection legislation

343K27 How to agree rules on confidentiality and data protection within the

mentoring relationship

343K28 How to identify and act within the requirements of a mentoring scheme

and the organisation’s policies
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Unit evidence requirements
Unit number: CCLD 343

Unit title: Support learners by mentoring in the workplace

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge within the unit.

The format of the evidence requirements are different for this unit which originates

from the National Occupational Standards for Learning and Development where it

appears as Unit L 14. You must carefully follow the evidence requirements below

which state what you must provide as evidence. 

Product evidence
A mentoring plan for each of two individual learners plus one record of how you

prepare to mentor learners in the workplace plus a record of an observation of you

mentoring learners by an assessor or a witness (this witness must have been agreed

by the assessor prior to the observation taking place).

This record, mentoring plans and observation must include the following
evidence of:

Record
It is expected that this will show:

How you will:

• Explain your role as a mentor in the workplace and the activities everyone 

will perform

• Identify how mentoring can contribute to the training programme in 

the workplace

• Identify the resources and facilities needed to perform your role as a mentor

• Explain the relationship between the mentor, the people the mentor is helping and

other people in the organisation

• Identify sources of information and support to help you in your role as mentor

• Agree to keep the ethical code for mentoring in your organisation

• Set aside enough time for each mentoring session

• Help trainees to express and discuss ideas and any concerns affecting their

experience in the workplace

• Give trainees information and advice that will help them to be effective in 

the workplace

• Give trainees the opportunities which help them understand and adapt to the

working environment
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• Identify ways of developing trainees’ confidence in performing activities in 

the workplace

• Help trainees take increasing responsibility for developing their skills in 

the workplace

• Give trainees the opportunities to get experience in the workplace to increase

their confidence and self-development

• Help trainees look at issues from an unbiased point of view that helps them make

informed choices

• Identify when the mentoring relationship needs to change to still be effective

• Identify when the mentoring relationship has reached its natural end, and review

the process with the trainee

• Plan how to provide extra support and help

Mentoring plan
This should show

• When, where and how often mentoring sessions should be arranged to ensure an

appropriate environment for mentoring

• The prepared documents and activities which will help your trainees in the early

stages of mentoring

Observation
How you

• Behaved in a way that showed you accept the trainee you are supporting

• Discussed, explained and agreed the roles and expectations involved in the

mentoring relationship

• Gave trainees honest and constructive feedback

How you agreed

• The aims of the mentoring process and the rules that you will both work within

• The mentoring support which will help trainees meet the needs of their 

workplace programme

• The boundaries of the mentoring relationship and how they will be recognised 

and maintained

• With trainees where and how often mentoring sessions take place

• How progress and any problems will be reviewed during mentoring sessions

• Any changes with the trainee

• What extra support and help the trainee needs or can access
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In preparing the mentoring plans, the record and for the observation you
should consider the following:

• How to give an overview of the training programme and see how the different

areas of the workplace fit together

• How to show you use good practice in the workplace

• How to identify and use sources of support

• How to identify and apply an appropriate code of practice for mentoring which

deals with:

– Commitment to best practice

– Recognising the limits of your own experience and competence

– Setting and maintaining boundaries within the mentoring relationship

– Being open and truthful within the mentoring relationship

– Monitoring and evaluating your own performance throughout the 

mentoring process

– Using appropriate sources of support

– Managing differences between your own values and beliefs and the agreed

ethical code

– Answering to the trainee and their organisation for your mentoring activities

• How to realistically assess the technical and personal skills needed in acting as a

mentor to a trainee

• How to agree you will keep information confidential during the 

mentoring process

• How to identify and apply responsibilities in relation to health, safety and

environmental protection legislation

• How to agree rules on confidentiality and data protection within the 

mentoring relationship
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What is this unit about? 
This unit is about enabling individual learning through coaching.

Who is this unit for?
This unit is appropriate for you if your role involves using coaching as a way of

encouraging individual learning.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

The activities you are likely to be involved in
• Identifying individual needs and learning styles

• Choosing the manner and speed of coaching

• Checking on the progress of learners

• Giving feedback to learners

• Reviewing the potential for e-learning support for learners

• Helping learners to apply their learning

• Giving ongoing support to learners

Content of unit
The elements are: 

344.1 Coach individual learners

344.2 Assist individual learners to apply their learning

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Origin of unit
This unit originates from National Occupational Standards for Learning and

Development developed by ENTO where it appears as Unit L12.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 1.1, 3.2, 3.3 Communication: Intermediate 2

Working with others: 3.1, 3.2, 3.3 Working with others: Intermediate 2
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Element CCLD 344.1
Coach individual learners

Performance criteria
This is the national standard which you must meet:

1 Identify individual needs and learning styles

2 Choose a style of coaching which meets the learning objectives of 

the organisation

3 Coach in a manner and at a speed which is appropriate to learners

4 Analyse the skills needed and the order they need to be learned in

5 Regularly check that learners are making progress towards learning outcomes

6 Give learners positive feedback on the learning process

7 Alter coaching in the light of learners’ progress and feedback

8 Identify anything that prevents learning and review this with learners
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Element CCLD 344.2
Assist individual learners to apply their learning

Performance criteria
This is the national standard which you must meet:

1 Give learners the opportunities to practise skills, apply their knowledge and get

experience in a structured way

2 Consider using technology-based support for learners, including e-support

3 Identify opportunities for learners to achieve agreed learning objectives and give

them positive feedback on their progress

4 Identify opportunities to use different learning opportunities and agree action

with learners

5 Give learners clear and accurate information on the resources available to help

them apply their learning

6 Give learners positive feedback on the learning experience and the 

outcomes achieved

7 Identify anything that prevents learning and review this with learners

8 Explain to learners the ongoing support that is available to them
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What you must know and understand
To be competent in this unit, you must know and understand the following:

344K01 How to match coaching opportunities to individual learning needs 

and objectives

344K02 How to put information in order and decide whether the language you will

be using is appropriate for individual learners

344K03 The separate areas of coaching which encourage learning

344K04 Which types of learning are best achieved and supported 

through coaching

344K05 How to identify the opportunities available for learners to apply 

their learning

344K06 How to put learners at their ease

344K07 How to identify individual learning needs

344K08 What the different learning styles are and how they affect learning

344K09 How to identify and use different learning opportunities

344K10 How to structure learning activities

344K11 How to choose and prepare appropriate materials, including 

technology-based materials

344K12 How to encourage learners to recognise their own achievements

344K13 How to recognise the things that are likely to prevent learning and how to

overcome them

344K14 How to check learners’ understanding and progress

344K15 How to make sure that everyone acts in line with health, safety and

environmental protection legislation and best practice

344K16 How to analyse and use developments in learning and new ways of

delivery, including technology-based learning
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Unit evidence requirements
Unit number: CCLD 344

Unit title: Enable individual learning through coaching

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and

all the knowledge within the unit.

The format of the evidence requirements are different for this unit which originates

from the National Occupational Standards for Learning and Development where it

appears as Unit L12. You must carefully follow the evidence requirements below

which state what you must provide as evidence.

Product evidence
Records for two individual learners which identifies the support you give through

coaching plus one record of an observation for a coaching session with an

individual learner by an assessor or by a witness (this witness must have been

agreed by the assessor prior to the observation taking place).

The records and observation must include the following evidence of:

Record
It is expected that this will show:

How you:

• Identified individual needs and learning styles

• Chose a style of coaching which meets the learning objectives of the organisation

• Analysed the skills needed and the order they need to be learned in

• Regularly checked that learners are making progress towards learning outcomes

• Altered coaching in the light of learners progress and feedback

• Identified anything that prevents learning and reviewed this with learners

• Gave learners the opportunities to practice skills, apply their knowledge and get

experience in a structured way

• Considered using technology-based support for learners including e-support

• Identified opportunities for learners to achieve agreed learning objectives

• Identified opportunities to use different learning opportunities
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Observation
How you:

• Coached in a manner and speed which is appropriate to learners.

• Gave learners positive feedback on the learning process and progress towards

meeting their agreed objectives.

• Gave learners feedback on any alterations to the coaching.

• Reviewed with the learners anything which prevents their learning.

• Identified opportunities to use different learning opportunities and agreed action

with learners.

• Gave learners clear and accurate information on the resources available to help

them apply their learning.

• Gave learners positive feedback on the learning experiences and the 

outcomes achieved.

• Reviewed with the learners anything which prevents their learning.

• Explained to learners the ongoing support that is available to them.

In preparing for the observation and the record you should consider 
the following:

• How to put information in order and decide whether the language you will be

using is appropriate for individual learners

• Which types of learning are best achieved and supported through coaching.

• How to structure learning activities

• How to recognise the things that are likely to prevent learning and how to

overcome them

• How to make sure that everyone acts in line with health, safety and environmental

protection legislation and best practice

• How to analyse and use developments in learning and new ways of delivery,

including technology-based learning.
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What is this unit about?
This unit is about working under the direction of the teacher to support pupils during

whole class, group and individual learning activities for literacy development. It

involves discussing with the teacher how the learning activities are to be organised,

and what your particular role will be, providing the agreed support and giving

feedback to the teacher about pupil’s progress in developing literacy and 

language skills.

Who is this unit for?
Teaching/Classroom assistants who provide support for literacy development. It

covers the support given to pupils to help them develop speaking, listening, reading

and writing skills.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Origin of unit
This unit originates from the National Occupational Standards for

Teaching/Classroom Assistants (Employers’ Organisation for Local Government

standards, unit 3–18).

Content of unit
The elements are: 

345.1 Help pupils to develop their reading skills

345.2 Help pupils to develop their writing skills

345.3 Help pupils to develop their speaking and listening skills

Place in the N/SVQ framework
This is a group 2 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 3.1a, 3.2, 3.3 Communication: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2
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This is what you need to show:
When helping pupils to develop their reading and their writing skills, you will need to

show that you find out from the teacher how the learning activities are to be

organised and your particular role in supporting different activities. You will need to

make sure that you understand not only what the pupils are to do, but what they are

expected to learn and the support they will need. Whilst supporting pupils during

learning activities, you will be monitoring their responses to them and feeding back

to the pupil and the teacher about progress made. You will also need to know when

and how to report problems with providing the agreed support to the teacher.

When helping pupils to develop their speaking and listening skills, you will need to

show that you use strategies agreed with the teacher to encourage and support

pupils in contributing to group and class oral activities. You will help pupils to learn

new words and language structures to extend their vocabulary and structural

command of the language. You will respond to pupil’s use of home language and

dialects in a manner which values cultural diversity and reinforces positive 

self-images.

What we mean by some of the words used in this unit
Literacy
Literacy unites the important skills of reading, writing, speaking and listening.

National policies and frameworks
The relevant national regulatory frameworks and guidelines for the teaching and

learning of English and, where applicable, Welsh.

The relevant policies and frameworks for England include:

• National Curriculum for England

• National Literacy Strategy

• KS3 Strategy and scheme of work for English

In Wales the curriculum framework is defined by the National Curriculum for Wales,

particularly the National Curricula for English and Welsh in Wales.

Schools in Scotland will be working to the 5–14 National Guidelines.

The Northern Ireland Curriculum is relevant to those working in schools in 

Northern Ireland.

Problems
The barriers and hindrances to providing support for pupils during learning

activities. Problems may relate to:

• Learning resources eg quantity, quality, suitability or availability

• The learning environment eg space, comfort, noise level, disruptions

• The pupil’s ability to learn eg home or educational background, cultural and

language heritage, attitude to learning, poor behaviour, low self-esteem, lack 

of concentration.
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Support strategies
The methods and techniques used to support pupils in developing literacy skills, 

for example:

• Use of targeted prompts and feedback to develop use of independent reading and

writing strategies

• Facilitating the participation of individuals or small groups in shared reading and

writing activities

• Using phonics to help pupils understand the sound and spelling system and use

this to read and spell accurately

• Use of specific support strategies eg paired reading, writing frames

• Use of specific support programmes eg graded reading books, differentiated

computer-based learning programmes, Additional Literacy Support programmes

• Prompting shy or reticent pupils to contribute to conversations and discussions

and to respond to questions

• Explaining words and phrases used by the teacher.
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Element CCLD 345.1
Help pupils to develop their reading skills

Performance indicators (performance criteria)
This is the national standard which you must meet:

1 Confirm with the teacher which pupils you will be working with and how this will

be organised in relation to what the teacher and other pupils will be doing

2 Clarify and confirm your understanding of the pupil’s learning needs with 

the teacher

3 Agree the support strategies to be used with individual and groups of pupils

4 Obtain the resources needed to implement the agreed support strategies

5 Implement the agreed strategies correctly to support the pupil’s 

reading development

6 Monitor the pupil’s progress towards the intended learning outcomes and

provide feedback to the pupils in a manner appropriate to their age and

achievements

7 Provide the teacher with the information needed to maintain pupil records 

and reports

8 Promptly report any problems in providing appropriate support to the teacher

Knowledge base
You must know and understand:

i The school policy for English and how this relates to national and local

frameworks and policies for English (and Welsh where applicable)

ii The school’s policy and procedures for developing pupil’s reading skills

iii The basic principles of how children learn to read and the stages of

development expected of, and achieved by, the pupils with whom you work

iv The nature of any special educational needs of pupils with whom you work and

the implications of these for helping them to develop reading skills

v The strategies suitable for supporting reading development and how these

relate to different learning needs

vi The interactive use of listening, speaking, reading and writing to promote

literacy development in pupils

vii The resources for supporting reading development that are available within 

the school

viii How to use praise and constructive feedback to promote further learning

ix How to encourage and support pupils with English as an additional language or,

where relevant, Welsh as a second language, to participate in learning activities

to develop reading skills in English/Welsh

x The sorts of problems that might occur in supporting reading development and

how to deal with these
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Scope of learning needs to which this standard applies
1 To read with confidence, fluency and understanding, using graphic, phonic,

grammatical and contextual reading strategies

2 To identify and explain the key points and ideas in written materials

3 To read and understand a range of different types of written materials

Scope of support strategies to which this standard applies
1 For individual reading

2 For guided reading

3 For developing phonic knowledge and skills

4 Specific reading support strategies

5 Specific reading support programmes

Scope of problems to which this standard applies
1 Related to resources

2 Related to the learning environment

3 Related to the pupil’s ability to learn
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Element CCLD 345.2
Help pupils to develop their writing skills

Performance indicators (performance criteria)
This is the national standard which you must meet:

1 Confirm with the teacher which pupils you will be working with and how this will

be organised in relation to what the teacher and other pupils will be doing

2 Clarify and confirm your understanding of the pupil’s learning needs with 

the teacher

3 Agree the support strategies to be used with individual and groups of pupils

4 Obtain the resources needed to implement the agreed support strategies

5 Implement the agreed strategies correctly to support development of the

pupil’s writing skills

6 Monitor the pupil’s progress towards the intended learning outcomes and

provide feedback to the pupils in a manner appropriate to their age 

and achievements

7 Provide the teacher with the information needed to maintain pupil records 

and reports

8 Promptly report any problems in providing effective reading support to 

the teacher

Knowledge base
You must know and understand:

i The school policy for English and how this relates to national and local

frameworks and policies for English (and Welsh where applicable)

ii The school’s policy and procedures for developing pupil’s writing skills

iii The basic principles of how children learn to write and the stages of

development expected of, and achieved by, the pupils with whom you work

iv The nature of any special educational needs of pupils with whom you work and

the implications of these for helping them to develop writing skills

v How to spell and form grammatically accurate sentences

vi The strategies suitable for developing writing skills and how these relate to

specific learning needs

vii The interactive use of listening, speaking, reading and writing to promote

literacy development in pupils

viii The resources for supporting writing development that are available within 

the school

ix How to use praise and constructive feedback to promote further learning

x How to encourage and support pupils with English as an additional language or,

where relevant, Welsh as a second language, to participate in learning activities

to develop writing skills in English/Welsh

xi The sorts of problems that might occur in supporting writing development and

how to deal with these.
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Scope of learning needs to which this standard applies
1 Letter formation

2 Structure and organisation of written work

3 Writing for different purposes and audiences

4 Punctuation, grammar and spelling

Scope of support strategies to which this standard applies
1 For guided writing

2 For shared writing

3 For individual support

4 For developing phonic knowledge and skills

5 For sentence-level activities

6 Specific writing support programmes

Scope of problems to which this standard applies
1 Related to resources

2 Related to the learning environment

3 Related to the pupil’s ability to learn
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Element CCLD 345.3
Help pupils to develop their speaking and listening skills

Performance indicators (performance criteria)
This is the national standard which you must meet:

1 Provide opportunities for pupils to engage in conversation, discussion 

and questioning

2 Use open-ended questions to encourage pupils to contribute to conversations

and discussions

3 Support shy and reticent pupils in responding to questions

4 Use language and vocabulary which is appropriate to the pupil’s level of

understanding and development

5 Use appropriate strategies for introducing pupils to new words and language

structures to help extend their vocabulary and structural command of language

6 Create opportunities to extend pupil’s understanding about the importance of

attentive listening and taking turns to speak

7 Encourage pupils to contribute to conversations and discussions in a manner

likely to enhance their self-confidence and self-esteem

8 Encourage pupils to respond constructively to other pupil’s contributions to

conversations and discussions

9 Respond to pupil’s use of home language and local accents and dialects in a

manner which values cultural diversity and reinforces positive self images

Knowledge base
You must know and understand:

i The school policy for English and how this relates to national and local

frameworks and policies for English (and Welsh where applicable)

ii The school’s policy and procedures for developing pupil’s speaking and

listening skills

iii Strategies suitable for encouraging pupils to speak and listen to others

iv The interactive use of listening, speaking, reading and writing to promote

literacy development in pupils

v How to use praise and constructive feedback to promote oral communication

which is appropriate to the situation

vi Physical and emotional factors which impact on a pupil’s ability to engage in

oral communication and ways of overcoming or minimising the effects of these

vii The nature of any special educational needs of pupils with whom you work and

the implications of these for helping them to develop speaking and 

listening skills

viii How to encourage pupils with English as an additional language, or, where

relevant, Welsh as a second language, to contribute to group and class oral

activities in English/Welsh

ix The role of communication and self expression in developing a pupil’s 

self-esteem.
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Scope of pupils to which this standard applies
1 Working in small groups

2 Working within a class group
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Unit evidence requirements
Unit number: CCLD 345

Unit title: Help pupils to develop their literacy skills

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria

(indicators), all the scope and all the knowledge and meet the requirements

identified under ‘This is what you need to show’.

The evidence must be provided in the following ways taking into account any of the

special considerations below. 

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

Required sources of performance and knowledge evidence:
Observation is the required assessment method to be used to evidence some part

of each element in this unit.

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg curriculum plans to which you have contributed, materials or activities you

have developed to support pupils literacy skills.
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• 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 eg individual pupil records

• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg roles and responsibilities in supporting

pupils to develop their literacy skills, the technical skills and knowledge acquired in

fulfilling the role, policy and practice involved in developing reading skills, policy

and practice involved in developing writing skills and speaking and listening skills,

strategies employed to help pupils to develop their literacy skills, the range of

resources used in supporting pupils literacy skills.

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg Key Skills 

Teacher Qualifications

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg effectiveness of

specific support strategies for reading and writing, reflecting on work with pupils

with special educational needs, supporting pupils with English as an 

additional language. 

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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What is this unit about? 
This unit is about working under the direction of the teacher to support pupils during

whole class, group and individual learning activities for numeracy development. It

involves discussing with the teacher how the learning activities are to be organised,

and what your particular role will be, providing the agreed support and giving

feedback to the teacher about pupil progress in developing mathematical

knowledge and skills.

Who is this unit for?
Teaching/Classroom assistants who provide support for numeracy development. It

covers the support given to pupils to help them develop mathematical knowledge

and skills.

Principles and values
You must work within the principles and values of the sector in order to achieve 

this unit.

Origin of unit
This unit originates from the National Occupational Standards for

Teaching/Classroom assistants (Employers’ Organisation for Local Government

Standards) unit 3–19.

Content of unit
The elements are: 

346.1 Help pupils to develop their understanding and use of number

346.2 Help pupils to understand and use shape, space and measures

Place in the N/SVQ framework
This is a group 1 optional unit in the level 3 N/SVQ in Children’s Care, Learning 

and Development.

Links to Key and Core Skills
This unit may provide evidence for the following:

Key Skills Core Skills
Communication: 3.1a, 3.2, 3.3 Communication: Intermediate 2

Working with Others: 3.1, 3.2, 3.3 Working with Others: Intermediate 2

Application of Number: 1.1, 1.2, 1.3 Numeracy: Access 3
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This is what you need to show:
When helping pupils to develop their numeracy skills, you will need to show that you

provide support for learning activities for developing their understanding and use of

number and for helping them understand and use shape, space and measures. You

will find out from the teacher how the learning activities are to be organised and your

particular role in supporting different activities. You will need to make sure that you

understand not only what the pupils are to do but what they are expected to learn

and the support they will need. Whilst supporting pupils during learning activities,

you will be monitoring their responses to them and feeding back to the pupil and the

teacher about progress made. You will also need to know when and how to report

problems with providing the agreed support to the teacher.

What we mean by some of the words used in this unit
National policies and frameworks
The relevant national regulatory frameworks and guidelines for the teaching and

learning of mathematics.

The relevant policies and frameworks for England include:

• National Curriculum for Mathematics

• National Numeracy Strategy

• KS3 Strategy and scheme of work for mathematics.

In Wales the curriculum framework is defined by the National Curriculum for

Mathematics in Wales.

Schools in Scotland will be working to the 5–14 National Guidelines.

The Northern Ireland Curriculum is relevant to those working in schools in 

Northern Ireland.

Numeracy
A proficiency which involves confidence and competence with numbers and

measures. It requires an understanding of the number system, a repertoire of

computational skills and an inclination and ability to solve number problems in a

variety of contexts. Numeracy also demands practical understanding of the ways in

which information is gathered by counting and measuring, and is presented in

graphs, diagrams and tables.

Problems
The barriers and hindrances to providing support for pupils during learning

activities. Problems may relate to:

• Learning resources eg quantity, quality, suitability or availability

• The learning environment eg space, comfort, noise level, disruptions

• The pupils’ ability to learn eg attitude to learning, behaviour, 

self-esteem, concentration.
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Support strategies
The methods and techniques used to support pupils in developing mathematical

knowledge and skills, for example:

• Helping pupils to interpret and follow instructions

• Reminding pupils of teaching points made by the teacher

• Questioning and prompting pupils

• Helping pupils to select and use appropriate mathematical resources eg number

lines, measuring instruments, games, computer software and 

learning programmes

• Explaining and reinforcing correct use of mathematical vocabulary

• Introducing follow-on tasks to reinforce and extend learning, eg problem-solving

tasks, mathematical games, puzzles.
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Element CCLD 346.1
Help pupils to develop their understanding and use of number

Performance indicators (performance criteria)
This is the national standard which you must meet:

1 Confirm your understanding of the learning activities, teaching objectives and

learning outcomes with the teacher

2 Agree which pupils you will be working with and how this will be organised in

relation to what the teacher and other pupils will be doing

3 Obtain accurate and up-to-date information about the pupil’s current ability to

understand and use number, including any specific learning targets 

or difficulties

4 Agree the support strategies you will use, with the teacher

5 Obtain the resources needed to implement the agreed support strategies

6 Implement the agreed strategies correctly to support the pupil’s understanding

and use of number

7 Use praise and assistance appropriately to maintain the pupil’s interest in 

using number

8 Deal with difficulties in understanding and using number in ways that maintain

the pupil’s confidence and self-esteem

9 Monitor progress towards the intended learning outcomes and provide

feedback to the pupils in a manner appropriate to their age and achievements

10 Provide the teacher with the information needed to maintain pupil records 

and reports

11 Promptly report any problems in providing appropriate support to the teacher

Knowledge base
This is the national standard which you must meet:

i The school policy for mathematics and how this relates to national and local

frameworks and policies for mathematics

ii The principles and application of mathematics as relevant to the age and stage

of development of the pupils with whom you work

iii The school’s policy and procedures for developing pupil’s understanding and

use of number, including the use of calculators in appropriate year groups

iv How to obtain and use information about a pupil’s ability to understand and 

use number

v The nature of any special educational needs of pupils with whom you work and

the implications of these for helping them to develop mathematical knowledge,

understanding and skills

vi Strategies suitable for supporting mathematical development and how these

relate to different learning needs

vii The resources for promoting the understanding and use of number that are

available within the school, where they are kept and how they should be used

viii How to maintain the pupil’s interest, motivation and focus

ix How to use praise and constructive feedback to promote further learning

x The sorts of problems that might occur in supporting mathematical

development and how to deal with these
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Scope of learning outcomes to which this standard applies
1 To use and apply mathematics in practical tasks

2 To understand and apply mental calculation strategies and written methods 

of calculation

3 To recall number facts

4 To select and apply efficient calculation strategies to solve problems

5 To use appropriate strategies for checking the results of calculations

6 To be able to explain methods and reasoning using correct 

mathematical language

7 To recognise when it is appropriate to use a calculator, and be able to do 

so effectively

8 To use and understand different ways of presenting mathematical information

Scope of pupils to which this standard applies
1 Individuals

2 Groups

Scope of information to which this standard applies
1 From the teacher

2 From written records/reports

3 From observation of the pupil

Scope of support strategies to which this standard applies
1 Helping pupils to interpret and follow instructions

2 Reminding pupils of teaching points made by the teacher

3 Questioning and prompting pupils

4 Helping pupils to select and use appropriate mathematical resources

5 Explaining and reinforcing correct use of mathematical vocabulary

6 Introducing follow-on tasks to reinforce and extend learning

Scope of problems to which this standard applies
1 Related to resources

2 Related to the learning environment

3 Related to the pupil’s ability to learn
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Element CCLD 346.2
Help pupils to understand and use shape, space and measures

Performance indicators (performance criteria)
This is the national standard which you must meet:

1 Confirm your understanding of the learning activities, teaching objectives and

learning outcomes with the teacher

2 Agree which pupils you will be working with and how this will be organised in

relation to what the teacher and other pupils will be doing

3 Obtain accurate and up-to-date information about the pupil’s current ability to

understand and use shape, space and measures, including any specific learning

targets or difficulties

4 Agree the support strategies you will use, with the teacher

5 Obtain the resources needed to implement the agreed support strategies

6 Implement the agreed strategies correctly to support the pupil’s understanding

and use of shape, space and measures

7 Use praise and assistance appropriately to maintain the pupil’s interest in using

shape, space and measures

8 Deal with difficulties in understanding and using shape, space and measures in

ways that maintain the pupil’s confidence and self-esteem

9 Monitor progress towards the intended learning outcomes and provide

feedback to the pupils in a manner appropriate to their age and achievements

10 Provide the teacher with the information needed to maintain pupil records 

and reports

11 Promptly report any problems in providing appropriate support to the teacher

Knowledge base
This is the national standard which you must meet:

i The school policy for mathematics and how this relates to national and local

frameworks and policies for mathematics

ii The principles and application of mathematics as relevant to the age and stage

of development of the pupils with whom you work

iii How to obtain and interpret information about a pupil’s ability to understand

and use shape, space and measures

iv The nature of any special educational needs of pupils with whom you work and

the implications of these for helping them to develop mathematical knowledge,

understanding and skills

v Strategies suitable for supporting mathematical development and how these

relate to different learning needs

vi The resources for developing understanding and use of shape, space and

measures that are available within the school, where they are kept and how

they should be used

vii How to maintain the pupil’s interest, motivation and focus

viii How to use praise and constructive feedback to promote further learning

ix The sorts of problems that might occur in supporting mathematical

development and how to deal with these 
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Scope of learning outcomes to which this standard applies
1 To use and apply mathematics in practical tasks

2 To estimate, measure and compare lengths, masses and capacities

3 To read and interpret scales accurately

4 To use and understand mathematical language related to shape, space 

and measures

5 To interpret data effectively

6 To use and understand different ways of presenting mathematical information

Scope of pupils to which this standard applies
1 Individuals

2 Groups

Scope of information to which this standard applies
1 From the teacher

2 From written records/reports

3 From observation of the pupil

Scope of support strategies to which this standard applies
1 Helping pupils to interpret and follow instructions

2 Reminding pupils of teaching points made by the teacher

3 Questioning and prompting pupils

4 Helping pupils to select and use appropriate measuring instruments and other

mathematical resources and equipment

5 Helping pupils to select and use appropriate units

6 Explaining and reinforcing correct use of mathematical vocabulary related to

shape, space and measures

7 Introducing follow-on tasks to reinforce and extend learning

Scope of problems to which this standard applies
1 Related to resources

2 Related to the learning environment 

3 Related to the pupil’s ability to learn
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Unit evidence requirements
Unit number: CCLD 346

Unit title: Help pupils to develop their numeracy skills

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria

(indicators), all the scope and all the knowledge and meet the requirements

identified under ‘This is what you need to show’.

The evidence must be provided in the following ways taking into account any of the

special considerations below.

Special considerations:
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 legislation and the values and principles for good practice in

children’s care, learning and development.

Required sources of performance and knowledge evidence:
Observation is the required assessment method to be used to evidence some part

of each element in this unit.

If your 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 should

provide most of the evidence for the performance criteria for the elements in this

unit. Your assessor will also decide what knowledge and understanding you have

demonstrated through your work practice.

Other sources of performance and knowledge evidence:
Where observation or expert witness testimony has been used but your assessor

needs to ensure that any outstanding performance criteria and knowledge

requirements are met and that your performance is consistent, your assessor will

identify other sources of performance and knowledge evidence.

• Work products: These are non-confidential records made, or contributed to, by

you, eg curriculum plans to which you have contributed, materials or activities you

have developed to support pupils to numeracy skills.

• 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 eg individual pupil’s records.
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• Questioning/Professional discussion: Questions may be oral or written. In

each case the question and your answer will need to be recorded. Professional

discussion 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 and legislation, and that you can

critically evaluate their application eg roles and responsibilities in supporting

pupils to develop their numeracy skills, the technical skills and knowledge

acquired in fulfilling the role, policy and practice involved in developing number

skills and understanding of space, shape and measures, the range of resources

required in supporting pupils numeracy. 

• Original certificates and other evidence of prior experience and learning:
Where you have relevant prior experience it must match the requirements of the

standards. Certificates of training, awards and records of attendance must be

authentic, 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, eg training in supporting pupils

numeracy and using numeracy materials and resources, courses on different

approaches to supporting pupils understanding of is number, space, shape 

and measures.

• Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the

knowledge requirement of your award. Occasionally, because an event happens

rarely or may be difficult to observe, you may be able to use a reflective account to

provide some of the performance evidence for this unit, eg effectiveness of

specific support strategies for pupils understanding and use of number or space,

shape and measures, reflecting on work with pupils with special 

educational needs.

• Witness testimony: Colleagues, allied professionals, children, young people,

families and carers may be able to provide testimony of your performance. 

Your assessor will help you to identify the appropriate use of witnesses.
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