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About City & Guilds 
City & Guilds is the UK’s leading provider of vocational qualifications, offering over 500 awards 
across a wide range of industries, and progressing from entry level to the highest levels of 
professional achievement. With over 8500 centres in 100 countries, City & Guilds is recognised by 
employers worldwide for providing qualifications that offer proof of the skills they need to get the 
job done.  
 
City & Guilds Group 
The City & Guilds Group includes City & Guilds, ILM (the Institute of Leadership & Management) 
which provides management qualifications, learning materials and membership services, NPTC 
which offers land-based qualifications and membership services, and HAB (the Hospitality Awarding 
Body). City & Guilds also manages the Engineering Council Examinations on behalf of the 
Engineering Council.  
 
Equal opportunities 
City & Guilds fully supports the principle of equal opportunities and we are committed to satisfying 
this principle in all our activities and published material. A copy of our equal opportunities policy 
statement is available on the City & Guilds website.   
 
Copyright 
The content of this document is, unless otherwise indicated, © The City and Guilds of London 
Institute 2007 and may not be copied, reproduced or distributed without prior written consent. 
 
However, approved City & Guilds centres and learners studying for City & Guilds qualifications may 
photocopy this document free of charge and/or include a locked PDF version of it on centre 
intranets on the following conditions: 

• centre staff may copy the material only for the purpose of teaching learners  working towards a 
City & Guilds qualification, or for internal administration purposes 

• learners may copy the material only for their own use when working towards a City & Guilds 
qualification 

 
The Standard Copying Conditions on the City & Guilds website also apply. 
 
Please note: National Occupational Standards are not © The City and Guilds of London Institute. 
Please check the conditions upon which they may be copied with the relevant Sector Skills Council. 
 
Publications 
City & Guilds publications are available on the City & Guilds website or from our Publications Sales 
department at the address below or by telephoning +44 (0)20 7294 2850 or faxing +44 (0)20 7294 
3387.  
 
Every effort has been made to ensure that the information contained in this publication is true and 
correct at the time of going to press. However, City & Guilds’ products and services are subject to 
continuous development and improvement and the right is reserved to change products and 
services from time to time. City & Guilds cannot accept liability for loss or damage arising from the 
use of information in this publication. 
 
City & Guilds 
1 Giltspur Street 
London EC1A 9DD 
T +44 (0)20 7294 2800     www.cityandguilds.com 
F +44 (0)20 7294 2400    centresupport@cityandguilds.com
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1 About this document 
 

This document contains the information that centres need to offer the optional unit(s) required at 
level 3 under the new arrangements for candidates working towards Qualified Teacher and 
Associate Teacher status in the Qualified Teacher, Learning and Skills (QTLS) Framework. It applies 
to the following qualification: 
 

Level 3/4 Certificate in Teaching in the Lifelong Learning Sector (7304) 
 
This document includes details and guidance on: 

• optional unit requirements 
• assessment. 
 
This level 3 optional units handbook must be read in conjunction with the Level 3/4 Certificate in 
Teaching in the Lifelong Learning Sector (CTLLS) qualification handbook, available to download from 
www.cityandguilds.com/qtls. 
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2 Units 
2.1 About the optional units 

Structure of units  
The units in this qualification are written in a standard format and comprise the following: 
• title 
• unit reference 
• unit aim 
• list of learning outcomes  
• unit content 
• list of assessment outcomes 
• examples of teaching and learning strategies 
• guidance on assessment 
• statement of contact and non-contact hours 
• grading 
• relationship to the Standards 
• assessment tasks. 
 
Assessment proformas 
Pro formas recommended for use with the assessments detailed in this guide are contained within 
the Level 3/4 Certificate in Teaching in the Lifelong Learning Sector (CTLLS) Qualification handbook, 
available to download from www.cityandguilds.com/qtls. 
 
Centres are strongly recommended to use the pro formas provided, see Appendices 1-6 in the 
qualification handbook above. The exception to this is if a centre already has standard 
programmes/schemes of work and session plans which fulfil the assessment criteria. All documents 
must be agreed with the External Verifier if this is the case. 
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2 Units 
2.2 The optional units 

The Level 3 Certificate in Teaching in the Lifelong Learning Sector is a minimum 24 credit 
qualification, consisting of three mandatory units (total 18 credits) and optional units to the 
minimum value of six credits (to a maximum value of 18 credits). 
 
Candidates may select their optional units (to a minimum value of six credits) from the following list: 
 

Unit No* Title Credit value 

Unit 1 Equality and diversity 6 credits 

Unit 2 Preparing for the coaching role 
 
Note: This optional unit cannot be selected if undertaking 
Preparing for the mentoring role. 

3 credits 

Unit 3 Preparing for the mentoring role 
 
Note: This optional unit cannot be selected if undertaking 
Preparing for the coaching role. 

3 credits 

Unit 4 The coaching and mentoring roles 6 credits 

Unit 5 Conflict management training 6 credits 

*For details of component numbers for the specified units above, please refer to the online catalogue on 
Walled Garden (www.walled-garden.com) 
 

To achieve the qualification, candidates must successfully complete the assessments covering all 
CTLLS mandatory units plus the assessment tasks provided for the chosen optional units. 
 
The mandatory units are provided in the Level 3/4 Certificate in Teaching in the Lifelong Learning 
Sector (CTLLS) Qualification handbook. 
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Unit 1 Equality and diversity 
 

Unit aim 
This optional unit aims to enable candidates to reflect on equality and diversity in educational 
settings. Candidates will be expected to demonstrate knowledge of cultures that promote equality 
and value diversity. Candidates will be enabled to develop their own strategy for effective 
communication in this context, and ways of addressing behaviour that does not promote equality 
and diversity. Candidates will be required to demonstrate their knowledge of relevant legislation. 

Learning outcomes 
There are five outcomes to this unit. The candidate will be able to understand: 

• key features of a culture which promotes equality and values diversity 

• the importance of the promotion of equality and valuing of diversity for effective work in the 
sector 

• how to demonstrate behaviour appropriate to the promotion of equality and valuing of 
diversity 

• how to actively help others in the promotion of equality and valuing of diversity 

• how to review own contribution to promoting equality and valuing diversity. 

Unit content 
Centres should include the following in the delivery of this unit: 

• the scope of Equality & Diversity – legislation & principles, eg 
o Children Act 2004 
o Every Child Matters 
o SENDA 2001 
o Disability Discrimination Act 2005 
o Human Rights Act 1998 
o Race Relations Acts 1976 and 2003 
o Sex Discrimination Act 

• how to apply and promote the principles of equality and diversity in education & training, 
and society 

• demonstrate good practice in equality and diversity, at appropriate institutional and 
individual levels, to address inclusion and discrimination 

• demonstrate effective communication in this context 

• identify the benefits of a positive approach to equality and diversity for individuals, groups 
and organisations 

• how to adapt learning situations and resources to address needs 

• how to identify sources of expert information and support 

• identify barriers to inclusion and sources of discrimination (individual & institutional) 

• develop strategies for dealing with discrimination 

• plan for inclusion. 
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Assessment outcomes 

On successful completion of this unit,  
candidates will be able to: 

Mapped to 
assessment 
criteria in 
Standards 

Covered in 
task(s) 

• explain the meaning and benefits of diversity and the promotion 
of equality  

1.1 1a theory 

• explain forms of inequality and discrimination and their impact 
on individuals, communities and society  

1.2 1b theory 

• identify and outline the relevant legislation, employment 
regulations, policies and codes of practice relevant to the 
promotion of equality and valuing of diversity 

1.3 1c theory 

• explain how the promotion of equality and diversity can protect 
people from risk of harm 

2.1 1a theory 

• explain action taken to value individuals and its impact  2.2 1b theory 

• explain good practice in providing individuals with information  2.3 1c theory 

• explain and demonstrate ways of communication and 
behaviour which support equality and diversity  

3.1 1f theory 

• explain impact of own behaviour on individuals and their 
experience of the organisation’s culture and approach  

3.2 1d theory 

• explain how own behaviour can impact on own organisation’s 
culture  

3.3 1d theory 

• explain how working with other agencies can promote diversity  3.4 1e theory 

• describe actions by individuals which can undermine equality 
and diversity and review strategies for dealing with these 
effectively  

4.1 1b theory 

• explain strategies for dealing with systems and structures  
which do not promote equality and diversity   

4.2 1e theory 

• identify own strengths and areas for development in promoting 
equality and valuing diversity, using reflection and feedback 
from individuals  

5.1 4 practice 

• identify and use appropriate sources for support in promoting 
equality and valuing diversity, explaining why this is necessary. 

5.2 4 practice 

Examples of teaching and learning strategies 
Teaching and learning strategies could include: 

• ice breaker activities 

• group discussions 

• presentations 

• case studies 

• role-play 

• completion of learning-style questionnaires 

• workshop activities 

• reading 

• research activities. 
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Contact and non-contact hours 
It is recommended that 30 contact hours and 30 non-contact hours should be allocated for this unit. 
This may be on a full time or part time basis. 

Assessment 
This unit is assessed through the optional unit 1 practical and theory assessment tasks for Equality 
and diversity, provided at the end of this unit. For details on the qualification structure, please refer 
to section 2.2, in the Level 3/4 Certificate in Teaching in the Lifelong Learning Sector Qualification 
handbook, available to download from www.cityandguilds.com/qtls. 
 
The assessments must be carefully managed by the centre to ensure that candidates have the 
opportunity to access the appropriate facilities to support research activities. 
 
Assessments must be issued towards the start of the programme, this is to enable the candidate to 
plan and prepare delivery of their teaching practice sessions and be observed. 
 
Group work is not acceptable for either assessment. 
 
Candidates must provide evidence that they have individually met the required standards outlined 
in each assessment. 

Grading 
Grading of assessment(s) for this unit is pass or refer. 

Additional information for this unit 
Candidates should be encouraged to observe an experienced practitioner in their subject area, this 
could be their mentor. However, this does not form part of the assessment criteria, but is deemed 
good practice. 

Relationship to the Standards 
This unit contributes to the knowledge and understanding required by LLUK’s Professional 
Standards for Teachers, Tutors, Trainers, and Assessors in the Lifelong Learning Sector in England: 
 

Informed by application document 
elements 

AA1 Promote equality and value diversity 
(mapped to Skills for Justice, Common 
Standards) 

Optional unit of assessment 

Level 3 Equality and diversity 

Knowledge (K) included in this unit: 
K1, K2, K3, K4, K7, K8, K10, K11, K12, K13, K14, 
K16, K17, K18, K19 

Performance Criteria (PC) included in this unit: 
PC1, PC2, PC3, PC4, PC 5, PC6, PC7, PC8, PC9 

 PC1 explanatory notes (relevant to AC 1.3). 
Legislation, employment regulations and 
policies, and codes of practice will include: 
age; employment;  dependents (people who 
have caring responsibilities and those who do 
not); disability; gender and transgender; human 
rights (including those of children);  language; 
learning disabilities; marital status/civil 
partnership; mental health/illness; political 
opinion; racial group; religious belief and non-
belief; sexual orientation; Welsh language 
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Informed by application document 
elements 

K10 explanatory notes (relevant to AC 3.1) – how 
to behave and communicate in ways that: 

• support equality and diversity 

• do not exclude or offend people 

• challenge discrimination effectively 

• respect individuals’ differences 

Optional unit of assessment 

• do not abuse own status and power 

• recognise difficulties in communication and 
language in own area of work 

PC2 explanatory notes (relevant to AC 3.1). This 
will include: 

• how you interact with people; when you 
interact; why you interact; what is the nature 
of the interaction; what information you 
record and how you record it 

PC9 explanatory notes (relevant to AC 5.2). An 
appropriate source for support might be: 
colleagues; external agencies, associations and 
groups with a focus on equality and diversity; 
learning and development opportunities; line 
manager; specific support service arranged 
within the organisation; staff association / trade 
union; written/electronic materials. 
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Unit 1 Equality and diversity 
•  Theory assessment 

About this assessment 
This assessment is to be used to assess candidates undertaking the theory section of  
Unit 1 Equality and diversity. 

Instructions for Candidates 
Candidates are required to: 

1 research the following points 

a meaning and benefits of diversity and the promotion of equality and how this can 
protect people from risk of harm 

b forms of inequality and discrimination and their impact on individuals, communities 
and society 

c relevant legislation, employment regulations and policies and codes of practice 
relevant to the promotion of equality and valuing of diversity 

d own experiences of their organisation’s culture, strategies and approach 

e strategies for dealing with systems and structures which do not promote equality 
and diversity and how working with other agencies can promote diversity 

f undertake a professional discussion explaining ways in which your behaviour and 
communication can support equality and diversity 

2 produce a written rationale of between 500 and 750 words for all areas of research in 1) 
above, their approach taken and a précis of their findings. Make links with the relevant 
aspects of the practical assessment for this unit. 

3 evidence their research undertaken, eg through notes, internet findings etc. 

Instructions for Tutors 
This assessment must be used in conjunction with the assessment outcomes for this unit. A clear 
audit trail must be provided, showing that each assessment outcome has been met, and where it 
can be found. 
 
Centres are strongly recommended to use the pro formas provided, see Appendices 1-6 in the 
Level 3/4 Certificate in Teaching in the Lifelong Learning Sector Qualification handbook, available to 
download from www.cityandguilds.com/qtls. The exception to this is if a centre already has 
standard programmes/schemes of work and session plans which fulfil the assessment criteria. All 
documents must be agreed with the External Verifier if this is the case. 
 
Candidate assessments should be word processed. Where this is not possible, guidance should be 
sought from City & Guilds’ policy document Access to Assessment, available to download from 
www.cityandguilds.com. 

Grading 
Grading of assessment(s) for this unit is pass or refer. 

Certificate in Teaching in the Lifelong Learning Sector (7304) Optional units level 3  13 



 

Unit 1 Equality and diversity 
Practical assessment 

About this assessment 
This assessment is to be used to assess candidates undertaking the practical section of: 
Unit 1 Equality and diversity 

Instructions for Candidates 
Candidates are required to: 

1 prepare session plans which incorporate evidence of equality and diversity, including 
relevant resources selected (this can be for groups and/or individuals) 

2 deliver sessions effectively, demonstrating ways of communication and behaviour which 
support equality and diversity 

3 complete relevant records, support and liaise with others as necessary 

4 evaluate their delivery, identifying own strengths and areas for development in promoting 
equality and valuing diversity to protect people from risk of harm, using effective 
communication and log their teaching practice on Form 9. 

Instructions for Tutors / Observers 
This assessment must be used in conjunction with the assessment outcomes for this unit. A clear 
audit trail must be provided, showing that each assessment outcome has been met, and where it 
can be found. 
 
The Tutor/Observer should observe at least one delivery session as part of the candidate’s 30 hours 
teaching practice (for at least 30 minutes), using Form 6 and give feedback. The candidate must use 
Form 7 to evaluate their own practice after each session and log their hours on Form 9. 
 
Centres are strongly recommended to use the pro formas provided, see Appendices 1-6 in the 
Level 3/4 Certificate in Teaching in the Lifelong Learning Sector Qualification handbook, available to 
download from www.cityandguilds.com/qtls. The exception to this is if a centre already has 
standard programmes/schemes of work and session plans which fulfil the assessment criteria. All 
documents must be agreed with the External Verifier if this is the case. 
 
Candidate assessments should be word processed. Where this is not possible, guidance should be 
sought from City & Guilds’ policy document Access to Assessment, available to download from 
www.cityandguilds.com. 

Grading 
Grading of assessment(s) for this unit is pass or refer. 
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Unit 2 Preparing for the coaching role 
 

Aim 
This unit aims to enable candidates to adopt a critical approach to theories and techniques relating 
to coaching in an educational context. Candidates will analyse roles and responsibilities in addition 
to individual coaching needs. Candidates will reflect on potential barriers to coaching and on 
creating an appropriate coaching environment/relationship. 

Learning outcomes 
There are five outcomes to this unit. The candidate will be able to understand: 

• own role and responsibilities in relation to coaching 

• ways to identify individual coaching needs 

• key techniques to establish and maintain an effective coaching relationship 

• how to review progress 

• how to evaluate the effectiveness of own practice. 

Unit content 
Centres should include the following in the delivery of this unit: 

• roles and responsibilities of being a coach 

• boundaries in coaching 

• benefits of coaching 

• referral agencies, internal, external 

• coaching skills 

• how to set ground rules 

• motivation theories – eg Maslow, Hertzberg, Vroom 

• action planning techniques 

• equality, inclusivity, diversity and differentiation 

• coaching individuals and coaching groups 

• learning styles – pragmatist, activist, theorist, reflector, VARK 

• coaching styles, eg GROW 

• goal setting – end goal, performance goal 

• goal writing – SMART, PURE, CLEAR 

• barriers to coaching, intrinsic and extrinsic 

• assessment and review techniques 

• the importance of confidentiality 

• creating an environment conducive to coaching 

• principles of evaluation and quality improvement and how coaching can support this 

• theories and principles of reflective practice and how these can be applied to own 
development. 
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Assessment outcomes 

On successful completion of this unit,  
candidates will be able to: 

Mapped to 
assessment 
criteria in 
Standards 

Covered in 
task(s) 

• identify and describe the role and responsibilities of the coach, 
indicating the boundaries of the role. 

1.1 1 

• identify and explain the qualities and skills required in a coach 1.2 1 

• identify and describe resources and/or materials required for 
coaching 

1.3 1 

• identify and describe individual learning needs that can be met 
through coaching 

2.1 1 

• identify and describe individual learning styles that need to be 
considered when coaching 

2.2 1 

• identify and explain styles of coaching to meet learner needs 3.1 1 

• Explain the importance of and demonstrate a code of conduct, 
ground rules and confidentiality in a coaching relationship 

3.2 1 

• explain and demonstrate ways of assisting coachees to clarify 
their goals and explore options to facilitate their achievement 

3.3 1 

• explain and demonstrate how potential barriers to learning may 
be identified and overcome 

3.4 1 

• describe and demonstrate ways of building rapport with 
individuals in coaching sessions 

3.5 1 

• describe and demonstrate ways of creating an environment in 
which effective coaching can take place 

3.6 1 

• describe how to review the coachee’s progress, identifying and 
taking action as required 

4.1 2 

• explain and use good practice in providing feedback to learners 
on their progress 

4.2 2 

• identify opportunities in the organisation to apply learning 
received through coaching  

4.3 2 

• use reflective practice and feedback from others to review own 
coaching role and identify areas for development 

5.1 2 

Examples of teaching and learning strategies 
Teaching and learning strategies could include: 

• ice breaker activities 

• group discussions 

• presentations 

• case studies 

• role play 

• completion of learning style questionnaires 

• workshop activities 

• reading 

• research activities. 
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Contact and non-contact hours 
It is recommended that 15 contact hours and 15 non-contact hours should be allocated for this unit. 
This may be on a full or part time basis. 

Assessment 
This unit is assessed through the optional unit 2 assessment tasks for Preparing for the coaching 
role, provided at the end of this unit. For details on the qualification structure, please refer to 
section 2.2, in the Level 3/4 Certificate in Teaching in the Lifelong Learning Sector Qualification 
handbook, available to download from www.cityandguilds.com/qtls. 
 
The assessments must be carefully managed by the centre to ensure that candidates have the 
opportunity to access the appropriate facilities to support research activities. 
 
Assessments must be issued towards the start of the programme, this is to enable the candidate to 
plan and prepare delivery of their teaching practice sessions and be observed. 
 
Group work is not acceptable for the assessments. 
 
Candidates must provide evidence that they have individually met the required standards outlined 
in each assessment. 

Additional information for this unit 
Candidates undertaking this optional unit cannot select optional unit Preparing for the mentoring 
role at either level 3 or level 4. 

Grading 
Grading of assessment(s) for this unit is pass or refer. 

Relationship to the Standards 
This unit contributes to the knowledge and understanding required by LLUK’s Professional 
Standards for Teachers, Tutors, Trainers, and Assessors in the Lifelong Learning Sector in England: 

Optional unit of assessment Mapped to assessment criteria in 
Standards 

Level 3 Preparing for the coaching role 1.1, 1.2, 1.3 
2.1, 2.2 
3.1, 3.2, 3.3, 3.4, 3.5, 3.6 
4.1, 4.2, 4.3 
5.1 
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Unit 2 Preparing for the coaching role 
 Assessment 

About this assessment 
This assessment is to be used to assess candidates undertaking: 
Unit 2 Preparing for the coaching role. 

Instructions for Candidates 
Candidates are required to: 

1 identify and describe the roles, responsibilities and boundaries of the coach and the purpose 
of coaching in the educational context, with reference to (250 – 350 words): 

a qualities and skills 

b two resources and / or materials 

c inclusive practice 

d progress reviews 

2 using your Reflective Learning Journal, describe the role of feedback in 

a supporting learners 

b your own professional development. 

Instructions for Tutors 
This assessment must be used in conjunction with the assessment outcomes for this unit. A clear 
audit trail must be provided, showing that each assessment outcome has been met, and where it 
can be found. 
 
Centres are strongly recommended to use the pro formas provided, see Appendices 1-6 in the 
Level 3/4 Certificate in Teaching in the Lifelong Learning Sector Qualification handbook, available to 
download from www.cityandguilds.com/qtls. The exception to this is if a centre already has 
standard programmes/schemes of work and session plans which fulfil the assessment criteria. All 
documents must be agreed with the External Verifier if this is the case. 
 
Candidate assessments should be word processed. Where this is not possible, guidance should be 
sought from City & Guilds’ policy document Access to Assessment, available to download from 
www.cityandguilds.com. 

Grading 
Grading of assessment(s) for this unit is pass or refer. 
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Unit 3 Preparing for the mentoring role 
 

Aim 
This unit aims to enable candidates to adopt a critical approach to theories and techniques relating 
to mentoring in an educational context. Candidates will analyse roles and responsibilities in addition 
to id individual mentoring needs. Candidates will reflect on potential barriers to mentoring and on 
creating an appropriate mentoring environment/relationship. 

Learning outcomes 
There are five outcomes to this unit. The candidate will be able to understand: 

• own role and responsibilities in relation to mentoring 

• ways to identify individual mentoring needs 

• key techniques to establish and maintain an effective mentoring relationship 

• how to review progress 

• how to evaluate the effectiveness of own practice. 

Unit content 
Centres should include the following in the delivery of this unit: 

• roles and responsibilities of being a mentor 

• boundaries in mentoring 

• referral agencies, internal, external 

• professional value base when working with mentorees 

• mentoring skills 

• supervision and the part it might play 

• identification of mentoring needs 

• mentoring styles 

• how to set ground rules and codes of conduct 

• the importance of confidentiality  

• identification of when confidentiality is not possible 

• creating an environment conducive to mentoring 

• personal goal and target setting  

• confirmation strategies 

• how to build a rapport 

• feedback techniques 

• theories and principles of reflective practice and how these can be applied to own 
development 

• how to end the mentoring relationship. 
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Assessment outcomes 

On successful completion of this unit,  
candidates will be able to: 

Mapped to 
assessment 
criteria in 
Standards 

Covered in 
task(s) 

• identify and describe the role and responsibilities of the mentor, 
indicating the boundaries of the role 

1.1 1 

• identify and explain the qualities and skills required in a mentor 1.2 1 

• identify and describe resources and/or materials required for 
mentoring 

1.3 1 

• identify and describe individual learning needs that can be met 
through mentoring 

2.1 1 

• identify and describe individual learning styles that need to be 
considered when mentoring 

2.2 1 

• identify and explain styles of mentoring to meet learner needs 3.1 1 

• explain the importance of and demonstrate a code of conduct, 
ground rules and confidentiality in a mentoring relationship 

3.2 1 

• discuss and demonstrate ways of assisting mentorees to clarify 
their goals and explore options to facilitate their achievement  

3.3 1 

• explain and demonstrate strategies which can be used to clarify 
situations and overcome misunderstandings 

3.4 1 

• describe and demonstrate ways of building rapport with 
individuals in mentoring sessions 

3.5 1 

• describe and demonstrate ways of creating an environment in 
which effective mentoring can take place 

3.6 1 

• describe how to review the mentoree’s progress, identifying 
action required 

4.1 2 

• explain and use good practice in providing feedback to 
mentorees on their progress 

4.2 2 

• use reflective practice and feedback from others to review own 
mentoring role and identify areas for development 

5.1 2 

Examples of teaching and learning strategies 
Teaching and learning strategies could include: 

• ice breaker activities 

• group discussions 

• presentations 

• case studies 

• role play 

• completion of learning style questionnaires 

• workshop activities 

• reading 

• research activities. 
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Contact and non-contact hours 
It is recommended that 15 contact hours and 15 non-contact hours should be allocated for this unit. 
This may be on a full or part time basis. 

Assessment 
This unit is assessed through the optional unit 3 assessment tasks for Preparing for the mentoring 
role, provided at the end of this unit. For details on the qualification structure, please refer to 
section 2.2, in the Level 3/4 Certificate in Teaching in the Lifelong Learning Sector Qualification 
handbook, available to download from www.cityandguilds.com/qtls. 
 
The assessments must be carefully managed by the centre to ensure that candidates have the 
opportunity to access the appropriate facilities to support research activities. 
 
Assessments must be issued towards the start of the programme, this is to enable the candidate to 
plan and prepare delivery of their teaching practice sessions and be observed. 
 
Group work is not acceptable for the assessments. 
 
Candidates must provide evidence that they have individually met the required standards outlined 
in each assessment. 

Grading 
Grading of assessment(s) for this unit is pass or refer. 

Additional information for this unit 
Candidates undertaking this optional unit cannot select optional unit Preparing for the coaching 
role at either Level 3 or Level 4. 

Relationship to the Standards 
This unit contributes to the knowledge and understanding required by LLUK’s Professional 
Standards for Teachers, Tutors, Trainers, and Assessors in the Lifelong Learning Sector in England: 
 

Optional unit of assessment Mapped to assessment criteria in 
Standards 

Level 3 Preparing for the mentoring role 1.1, 1.2, 1.3 
2.1, 2.2 
3.1, 3.2, 3.3, 3.4, 3.5, 3.6 
4.1, 4.2, 4.3 
5.1 
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Unit 3 Preparing for the mentoring role 
 Assessment 

About this assessment 
This assessment is to be used to assess candidates undertaking: 
Unit 3 Preparing for the mentoring role 

Instructions for Candidates 
Candidates are required to: 

1 Identify and describe the roles, responsibilities and boundaries of the Mentor and the 
purpose of mentoring in the educational context, with reference to (250 – 350 words): 

a qualities and skills 

b two resources and / or materials 

c inclusive practice 

d progress reviews. 

2 using your Reflective Learning Journal, describe the role of feedback in 

a supporting learners 

b your own professional development. 

Instructions for Tutors 
This assessment must be used in conjunction with the assessment outcomes for this unit. A clear 
audit trail must be provided, showing that each assessment outcome has been met, and where it 
can be found. 
 
Centres are strongly recommended to use the pro formas provided, see Appendices 1-6 in the 
Level 3/4 Certificate in Teaching in the Lifelong Learning Sector Qualification handbook, available to 
download from www.cityandguilds.com/qtls. The exception to this is if a centre already has 
standard programmes/schemes of work and session plans which fulfil the assessment criteria. All 
documents must be agreed with the External Verifier if this is the case. 
 
Candidate assessments should be word processed. Where this is not possible, guidance should be 
sought from City & Guilds’ policy document Access to Assessment, available to download from 
www.cityandguilds.com. 

Grading 
Grading of assessment(s) for this unit is pass or refer. 
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Unit 4 The coaching and mentoring roles 
 

Aim 
The aim of this unit is to provide the learner with an understanding of the role and 
responsibilities of the mentor and the coach, including the values, attitudes, beliefs and skills 
as required by a coach and mentor. The learner will also understand the legislative and 
institutional frameworks within which the learner works, and its impact on the coaching and 
mentoring process. The learner will apply key techniques, such as creating an effective 
learning environment and have an overall understanding of the coaching and mentoring 
relationship from beginning to closure, including strategies for motivating and achieving goals. 
In addition the learner will be able to evaluate effectiveness of own practice, use feedback 
from others and identify areas for development.  

Learning outcomes 
There are five outcomes to this unit. The candidate will be able to understand: 

• understand the role and responsibilities of the coach and the mentor 

• understand and demonstrate key techniques for an effective coaching and mentoring 
relationship 

• understand  the stages of progression through an effective coaching and mentoring 
relationship 

• understand how to review the learner’s progress and achievements 

• understand how to evaluate the effectiveness of own practice 

Unit content 
Centres should include the following in the delivery of this unit: 

• roles and responsibilities of coaches and mentors 

• the difference between coaching and mentoring 

• boundaries and barriers 

• when to refer to other agencies 

• legislation relevant to coaching and mentoring and its impact  

• how organisational policies and procedures impact on coaching and mentoring 

• record keeping appropriate to coaching and mentoring 

• how to create a conducive climate, build rapport and establish coaching and mentoring 
agreements  

• goal and target planning and setting 

• codes(s) of conduct, ground rules and confidentiality  

• how to ‘close’ a coaching and mentoring relationship 

• motivation skills 

• methods of giving feedback 

• how to evaluate own practice, identify measure for development and modify practice. 
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Assessment outcomes 

On successful completion of this unit,  
candidates will be able to: 

Mapped to 
assessment 
criteria in 
Standards 

Covered in 
task(s) 

• Identify and analyse the values, attitudes, beliefs and skills 
required in a coach and mentor. 

1.1 
 

1 

• Review own values, attitudes, beliefs and skills against those 
required. 

1.2 1 

• Define and analyse the roles and responsibilities of the coach 
and the mentor, the boundaries of these roles and differences 
between them 

1.3 1 

• Explain and justify when referral is appropriate, discussing 
alternative support which can be provided to the learner 

1.4 1 

• Identify and comply with relevant legislative requirements, 
discussing their impact on the coaching and mentoring process 

1.5 1 

• Identify and comply with relevant organisational policies and 
procedures discussing their impact on the coaching and 
mentoring process 

1.6 1 

• Review the support available to the coach and mentor and 
justify circumstances when it would be appropriate to access 
this 

1.7 1/2 

• Discuss the importance of, and demonstrate good practice in 
record keeping 

1.8 1 

• Discuss and demonstrate ways of creating an environment in 
which effective coaching ad mentoring can take place 

2.1 1 

• Discuss and demonstrate ways in which rapport can be built 2.2 1 

• Discuss and demonstrate good practice in establishing the 
coaching and mentoring agreement 

2.3 2 

• Discuss and demonstrate how to discuss goals and explore 
potential courses of action with learners, discussing good 
practice. 

2.4 1 

• Discuss and demonstrate ways of assisting learners to clarify 
their goals and develop an action plan 

2.5 1 

• Explain the importance of, and demonstrate effective 
communication skills in the coaching and mentoring 
relationship, discussing good practice 

2.6 1/2 

• Analyse the progression of the coaching and mentoring 
relationship from beginning to closure, discussing the problems 
that may arise and their possible solutions 

3.1 2 

• Discuss the importance of a code of conduct, ground rules and 
confidentiality for the coaching and mentoring relationship 

3.2 2 

• Review strategies which can be used to clarify situations and 
overcome misunderstandings 

3.3 2 

• Review strategies for positive completion of the coaching and 
mentoring relationship 

3.4 2 
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Mapped to 
assessment 
criteria in 
Standards 

On successful completion of this unit,  
candidates will be able to: 

Covered in 
task(s) 

• Discuss and demonstrate how to support the learner to review 
their progress and implement their action plan 

4.1 2 

• Review strategies for motivating learners to manage their 
expectations and achieve their goals 

4.2 2 

• Discuss the characteristics of, and demonstrate good practice 
in providing constructive feedback to the learner 

4.3 2 

• Use reflective practice and feedback from others to evaluate 
own role and identify areas for development, suggesting 
modifications to own practice as necessary 

5.1 3 

Examples of teaching and learning strategies 
Teaching and learning strategies could include: 

• ice breaker activities 

• group discussions 

• presentations 

• case studies 

• role play 

• completion of learning style questionnaires 

• workshop activities 

• reading 

• research activities. 

Contact and non-contact hours 
It is recommended that 30 contact hours and 30 non-contact hours should be allocated for this unit. 
This may be on a full or part time basis. 

Assessment 
This unit is assessed through the optional unit 4 assessment tasks for The coaching and mentoring 
roles, provided at the end of this unit (for details on the qualification structure, please refer to 
section 2.2, in the Level 3/4 Certificate in Teaching in the Lifelong Learning Sector Qualification 
Handbook. 
 
Candidates may wish to use case studies in addition to their response to the assessment tasks 
provided, in order to demonstrate how they have met the outcomes. 
 
The assessments must be carefully managed by the centre to ensure that candidates have the 
opportunity to access the appropriate facilities to support research activities. 
 
Assessments must be issued towards the start of the programme, this is to enable the candidate to 
plan and prepare delivery of their teaching practice sessions and be observed. 
 
Group work is not acceptable for the assessments. 
 
Candidates must provide evidence that they have individually met the required standards outlined 
in each assessment. 
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Grading 
Grading of assessment(s) for this unit is pass or refer. 

Relationship to the Standards 
This unit contributes to the knowledge and understanding required by LLUK’s Professional 
Standards for Teachers, Tutors, Trainers, and Assessors in the Lifelong Learning Sector in England: 
 

Optional unit of assessment Mapped to assessment criteria in 
Standards 

Level 3 The coaching and mentoring roles 1.1, 1.2, 1.3, 1.4, 1.5, 1.6, 1.7, 1.8 
2.1, 2.2, 2.3, 2.4, 2.5, 2.6 
3.1, 3.2, 3.3, 3.4 
4.1, 4.2, 4.3 
5.1 
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Unit 4 The coaching and mentoring roles 
 Assessment 

About this assessment 
This assessment is to be used to assess candidates undertaking: 
Unit 4 The coaching and mentoring roles 

Instructions for Candidates 
Candidates are required to: 

1 Identify and describe the role and responsibilities of the coach and mentor, paying particular 
attention to: 

a values, attitude, beliefs and skills required when coaching 

b building rapport, creating an appropriate climate for coaching and mentoring of goal 
setting and reviewing and motivating learners 

c legislative requirements of organisational practice and procedures referrals 

2 Describe the progressive steps of the coaching and mentoring relationship, from beginning 
to closure, explaining the importance of a code of conduct, ground rules, boundaries, 
confidentiality and constructive feedback. 

3 Using extracts from your learning journal and feedback from others, evaluate your practice 
and identify areas for development 

 

Instructions for Tutors 
This assessment must be used in conjunction with the assessment outcomes for this unit. A clear 
audit trail must be provided, showing that each assessment outcome has been met, and where it 
can be found. 
 
Candidates may wish to use case studies in addition to their response to the tasks above, in order to 
demonstrate how they have met the outcomes. 
 
Centres are strongly recommended to use the pro formas provided, see Appendices 1-6 in the 
Level 3/4 Certificate in Teaching in the Lifelong Learning Sector Qualification handbook, available to 
download from www.cityandguilds.com/qtls. The exception to this is if a centre already has 
standard programmes/schemes of work and session plans which fulfil the assessment criteria. All 
documents must be agreed with the External Verifier if this is the case. 
 
Candidate assessments should be word processed. Where this is not possible, guidance should be 
sought from City & Guilds’ policy document Access to Assessment, available to download from 
www.cityandguilds.com. 

Grading 
Grading of assessment(s) for this unit is pass or refer. 
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Unit 5 Conflict management training 
 

Aim 
The aim of this unit is to enable candidates to demonstrate their understanding of legislation and 
their organisational practice and procedures relevant to work related violence. They will describe 
the place of risk assessment and how to identify and defuse potentially violent behaviour. They will 
demonstrate their knowledge of the principles of conflict management, incident support and 
reporting requirements.  

Learning outcomes 
There are seven outcomes to this unit. The candidate will be able to understand: 

• the legislative and organisational framework relevant to work-related violence 

• how to assess and reduce the risk of violence in the work environment 

• how to identify and defuse potentially violent behaviour 

• the importance of post incident support and reporting requirements 

• how to demonstrate an ability to apply the knowledge and principles of conflict 
management to workplace settings 

• understand and demonstrate the principles and design of scenario-based learning in conflict 
management 

• how to deliver and debrief interactive and scenario-based sessions for conflict management 
training. 

Unit content 
Centres should include the following in the delivery of this unit: 

• how to identify common triggers, human responses and solutions where there is a risk of 
violence in the workplace 

• elements of communication/blocks to communication in a violent situation 

• how to defuse and calm violent situations 

• how to use assertive behaviour to confront unacceptable behaviour 

• how to risk manage potentially violent situations 

• how to implement risk reduction measures 

• how to carry out dynamic risk assessment of situations 

• explain how victims might react to workplace violence and support mechanisms that are 
available 

• describe scenario-based learning 

• how to design workplace training needs analysis and training programmes based on the 
training needs identified 

• how to respond to difficult and challenging behaviours from learners in a sensitive and 
inclusive way 
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Assessment outcomes 

On successful completion of this unit,  
candidates will be able to: 

Mapped to 
assessment 
criteria in 
Standards 

Covered in 
task(s) 

• Define work related violence 1.1 1 

• Identify and outline legislation relevant to work-related violence 
and conflict management 

1.2 1 

• Identify and outline organisational policies relevant to work-
related violence, identifying areas for improvement 

1.3 1 

• Describe risk reduction measures 2.1 1/2 

• Explain and demonstrate the process of dynamic risk 
assessment of the threat in a developing situation 

2.2 2 

• Explain and demonstrate good practice in dealing with 
complaints about poor service by service users 

2.3 2 

• Describe common triggers and situations where there is a risk 
of escalation into violence 

3.1 2 

• Explain and demonstrate good practice in the skills and 
behaviours required to calm and defuse a situation 

3.2 2 

• Describe appropriate action to minimise the risk of injury in a 
high risk conflict 

3.3 2 

• Explain and demonstrate how to signal non-aggression 3.4 2/3 

• Describe a victim’s possible reactions to workplace violence 
and the support mechanisms available 

4.1 3 

• Explain how to record and report details of the incident in 
accordance with organisational requirements 

4.2 3 

• Explain how to review the incident and its background to 
identify good practice and/or action required 

4.3 3 

• Identify and explain the components of an organisational 
strategy for addressing work related violence 

5.1 3 

• Explain the practical considerations involved in implementing 
and maintaining the organisational solution 

5.2 3 

• Describe how an individual can contribute to safer working 
practices 

5.3 3 

• Identify and explain the principles of scenario-based learning in 
conflict management 

6.1 4 

• Design relevant and effective scenarios which demonstrate 
application of the principles 

6.2 4 

• Design and implement a workplace training needs analysis 6.3 4 

• Design a training programme based on the training needs 
identified 

6.4 4 

• Create and maintain a positive and safe learning environment 
for interactive learning 

7.1 3 
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Mapped to 
assessment 
criteria in 
Standards 

On successful completion of this unit,  
candidates will be able to: 

Covered in 
task(s) 

• Facilitate interactive and participative learning involving the 
whole group 

7.2 4 

• Debrief exercises and scenarios to provide maximum learning 
for the whole group 

7.3 4 

• Respond to difficult and challenging behaviours from learners in 
a sensitive and inclusive way 

7.4 4 

• Reflect on the effectiveness of own practice, taking into account 
views of learners 

7.5 4 

Examples of teaching and learning strategies 
Teaching and learning strategies could include: 

• ice breaker activities 

• group discussions 

• presentations 

• case studies 

• role play 

• completion of learning style questionnaires 

• workshop activities 

• reading 

• research activities. 

Contact and non-contact hours 
It is recommended that 30 contact hours and 30 non-contact hours should be allocated for this unit. 
This may be on a full or part time basis. 

Assessment 
This unit is assessed through the optional unit 5 assessment tasks for Conflict management training, 
provided at the end of this unit (for details on the qualification structure, please refer to section 2.2, 
in the Level 3/4 Certificate in Teaching in the Lifelong Learning Sector Qualification Handbook. 
 
Candidates may wish to use case studies in addition to their response to the assessment tasks 
provided, in order to demonstrate how they have met the outcomes. 
 
The assessments must be carefully managed by the centre to ensure that candidates have the 
opportunity to access the appropriate facilities to support research activities. 
 
Assessments must be issued towards the start of the programme, this is to enable the candidate to 
plan and prepare delivery of their teaching practice sessions and be observed. 
 
Group work is not acceptable for the assessments. 
 
Candidates must provide evidence that they have individually met the required standards outlined 
in each assessment. 
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Grading 
Grading of assessment(s) for this unit is pass or refer. 

Relationship to the Standards 
This unit contributes to the knowledge and understanding required by LLUK’s Professional 
Standards for Teachers, Tutors, Trainers, and Assessors in the Lifelong Learning Sector in England: 
 

Optional unit of assessment Mapped to assessment criteria in 
Standards 

Level 3 Conflict management training 1.1, 1.2, 1.3, 1.1 
2.1, 2.2, 2.3 
3.1, 3.2, 3.3, 3.4 
4.1, 4.2, 4.3 
5.1, 5.2, 5.3 
6.1, 6.2, 6.3, 6.4 
7.1, 7.2, 7.3, 7.4, 7.5 
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Unit 5 Conflict management training 
 Assessment 

About this assessment 
This assessment is to be used to assess candidates undertaking: 
Unit 5 Conflict management training. 

Instructions for Candidates 
Candidates are required to: 

1 Define work-related violence and risk reduction methods. Identify and outline legislation 
relevant to work-related violence and conflict management. Explain your organisational 
policies relevant to this and identify areas for improvement.  

2 Describe and demonstrate how to assess and reduce the risk of violence in the work 
environment and how to identify and defuse potentially violent behaviour. 

3 Identify and explain the components of an organisational strategy for addressing work 
related violence, and the practical considerations involved in implementing and maintaining 
the organisational solution.  Explain how to record and report incidents, and how to review 
the incident and its background to identify good practice or draw up an action plan. Describe 
a victim’s possible reactions to, and support mechanisms in place in relation to, workplace 
violence. 

4 Design and implement a workplace training needs analysis. Design and implement scenario-
based learning in conflict management to support the training needs analysis carried out.  
Use your own evaluation and feedback from learners to reflect on the effectiveness of the 
scenario based learning that has been carried out. 

 

Instructions for Tutors 
This assessment must be used in conjunction with the assessment outcomes for this unit. A clear 
audit trail must be provided, showing that each assessment outcome has been met, and where it 
can be found. 
 
Centres are strongly recommended to use the pro formas provided, see Appendices 1-6 in the 
Level 3/4 Certificate in Teaching in the Lifelong Learning Sector qualification handbook. The 
exception to this is if a centre already has standard programmes/schemes of work and session plans 
which fulfil the assessment criteria. All documents must be agreed with the External Verifier if this is 
the case. 
 
Candidate assessments should be word processed. Where this is not possible, guidance should be 
sought from City & Guilds’ policy document Access to Assessment, available to download from 
www.cityandguilds.com. 

Grading 
Grading of assessment(s) for this unit is pass or refer. 
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