Version 1.0 April 2018

Sample portfolio:
Distinction

NCFE Level 2 Diploma for Entry to the
Uniformed Services
QN: 601/2456/8

Visit ncfe.org.uk  Call 0191 239 8000



NCFE Level 2 Diploma for Entry to the Uniformed Services (601/2456/8) 1

Contents

T 10T 11X 1 o] o 2
Learner evidence and External Quality ASSUrer COMMENTAY...........cuuuiiiiiiiieeeeeeeiiiies e e e e e e 3
Evidence and Grading TIACKEN ..........couiiiiiiiiiiiii e 26
10 gL aF LAV (=T To | o= o GRS 29

Version 1.0 April 2018 Visit ncfe.org.uk  Call 0191 239 8000



NCFE Level 2 Diploma for Entry to the Uniformed Services (601/2456/8) 2

Introduction
The material in this portfolio relates to:
Unit 01 Investigate employment in the uniformed services (H/505/9139)

This portfolio is designed to demonstrate the types of evidence that could be produced for the unit above
from NCFE Level 2 Diploma for Entry to the Uniformed Services.

It's designed to provide guidance on how a Distinction grade portfolio could look, rather than being
prescriptive.

Evidence may be submitted in a variety of forms. In this example there are written accounts and visual
evidence, but the evidence could also be presented in an audio format. Where the learner has provided
visual evidence (for example screen grabs, copies of research), this has been clearly annotated to give
context as to why it has been included. Each piece of evidence has been presented with the assessment
criteria number detailed at the top of the page.

External Quality Assurer guidance has been provided for each piece of evidence relating to an
assessment criterion. The guidance comments on how the evidence meets the assessment criteria and
what could be improved to obtain a higher grade. The suggestions and assessment methods are not
exhaustive and Tutors are encouraged to explore other methods which will support the learner to
produce the best evidence that they’re capable of for the unit. For further advice on the suitability of a
particular assessment method, you can refer to the relevant qualification specification or contact your
External Quality Assurer.

It's strongly recommended that each unit is presented and assessed individually to allow accurate
judgements about the learner’'s competence. This will also make it easier to award a grade for the unit.
The work must then be internally quality assured and made available for the External Quality Assurer.
It's accepted that a piece of evidence may be presented for more than one unit. Where this is the case,
the evidence must be clearly mapped to all units and assessment criteria it applies to when presented to
the External Quality Assurer. This will enable them to make an accurate judgement about the learner’'s
competence and overall unit grade.

We would encourage the use of our Evidence and Grading Tracker document which is available on the
qualifications page on the NCFE website however any method which clearly records the evidence
against the assessment criteria can be used.
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Learner evidence and External Quality Assurer commentary
Unit 01 Investigate employment in the uniformed services (H/505/9139)
Assessment criteria 1.1, 1.2

Learner evidence:

NCFE Level 2 Diploma for Entry to the uniformed services

Investigate 3 different jobs from 3 different services (1.1 and 1.2)
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)

Assessment criteria 1.1, 1.2 (cont’d)

Learner evidence:
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)

Assessment criteria 1.1, 1.2 (cont’d)

External Quality Assurer commentary:

The learner has researched the minimum of 3 jobs and has completed all boxes - albeit that they’ve
identified where they couldn’t find the information. There’s no Distinction grading for 1.1. They have

‘thoroughly explored the entry requirements (1.2).’

Grade awarded for these assessment criteria - Merit for 1.1, and Distinction for 1.2
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)

Assessment criterion 1.3

Learner evidence:

NCFE Level 2 Diploma for Entry to the uniformed services
Describe the advantages and disadvantages of service routine and structure (1.3)

Work in groups and create a list of advantages and disadvantages of service routine and structure.
Describe what they mean to you.
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)
Assessment criterion 1.3 (cont’d)
External Quality Assurer commentary:

The learner has thoroughly explored the advantages and disadvantages for the task set. The learner has
identified a range of matters outlined in the guidance.

Grade awarded for this assessment criterion - Distinction
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)

Assessment criterion 1.4

Learner evidence:

NCFE Level 2 Diploma for Entry to the uniformed services

Look at the following key qualities required for employment in a uniformed service (1.4)
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)

Assessment criterion 1.4 (cont’d)

Learner evidence:
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)
Assessment criterion 1.4 (cont’d)

External Quality Assurer commentary:

The learner has thoroughly explored the entry key qualities for the task set.

Grade awarded for this assessment criterion - Distinction
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11

Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)

Assessment criterion 1.5

Learner evidence:

NCFE Level 2 Diploma for Entry to the uniformed services
Describe your own positive and negative attitudes and values and how they could affect your
employability in the uniformed services (1.5)
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)
Assessment criterion 1.5 (cont’d)

External Quality Assurer commentary:

The learner has thoroughly explored attributes and values for the task set.

Grade awarded for this assessment criterion - Distinction
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Unit 01 Investigate employment in the uniformed services (H/505/91
Assessment criteria 2.1, 2.2

Learner evidence:
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39) (cont’d)

NCFE Level 2 Diploma for Entry to the uniformed services
Complete the following table in relation to yourself

Self Assessment
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)

Assessment criteria 2.1, 2.2 (cont’d)

External Quality Assurer commentary:

There’s no Distinction grade for these 2 assessment criteria. The learner has identified in detail the
things they need to develop and given coherent and realistic examples of how they may develop them.

They’ve identified a range of things shown in the guidance.

Grade awarded for these assessment criteria - Merit
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)

Assessment criterion 2.3

Learner evidence:

NCFE Level 2 Diploma for Entry to the uniformed services

Take a look at the main steps in the recruitment process (2.3). What do you have to do for each of
those steps?
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)
Assessment criterion 2.3 (cont’d)

External Quality Assurer commentary:

The learner has thoroughly explored the main stages.

Grade awarded for this assessment criterion - Distinction
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)

Assessment criterion 2.4

Learner evidence:

NCFE Level 2 Diploma for Entry to the uniformed services

what you would do to prepare for it.

[ What | need to do [ How 1 will prepare for this

Think about the things that you need to consider to prepare for your interview (2.4). List them and

!
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)
Assessment criterion 2.4 (cont’d)
External Quality Assurer commentary:

The learner has thoroughly explored the preparations for an interview. They’'ve identified a range of
things shown in the guidance.

Grade awarded for this assessment criterion - Distinction
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)
Assessment criterion 2.5

Learner evidence:

NCFE Level 2 Diploma for Entry to the uniformed services
Why is it important to prepare for an interview (2.5). Describe the positive and negatives aspects of
preparation.
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)
Assessment criterion 2.5 (cont’d)
The learner has thoroughly explored the preparation needed for an interview.

Grade awarded for this assessment criterion - Distinction
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)

Assessment criterion 3.1

Learner evidence:

NCFE Level 2 Diploma for Entry to the uniformed services

You will be required to attend a mock interview which will be conducted by the staff with the other
students watching (3.1). You will be required to demonstrate your ability in a number of areas
including punctuality, use of language, response to questions and use of questions.

You should choose two of your fellow students to write a few good point and some areas for
improvement about your performance. You will use this later on
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)

Assessment criterion 3.1 (cont’d)

External Quality Assurer commentary:

There are testimonies provided which show that the learner convincingly demonstrated their skills at
interview. This is in line with the guidance. In order to gain more than a Pass, a witness testimony must

be very specific to the learner, clearly indicating how the learner has achieved the grade given.

Video evidence could be used to supplement the witness testimony evidence. If used it should clearly
indicate the learner and the assessment criteria it relates to.

Grade awarded for this assessment criterion - Distinction
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)
Assessment criteria 4.1, 4.2

Learner evidence:

NCFE Level 2 Diploma for Entry to the uniformed services

You will receive feedback from the staff who observed your interview.

Look at this and the feedback from your fellow students and review your own performance (4.1 and
4.2)
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)
Assessment criteria 4.1, 4.2 (cont’d)
External Quality Assurer commentary:

The learner has shown that they can give a comprehensive and perceptive review of their own
performance and thoroughly explore how they can improve in the future.

Grade awarded for these assessment criteria - Distinction
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Unit 01 Investigate employment in the uniformed services (H/505/9139) (cont’d)

External Quality Assurer commentary:

Out of 13 assessment criteria this learner has been deemed to be at Distinction level for 10. The other 3
are at Merit but there’s no Distinction grade for these criteria - therefore the overall grade for this unit is

Distinction.

The criteria for grading is not about quantity but about meeting the descriptors used. For example, 1.3 —
“describe” is a Pass, “detailed description” is a Merit, and “thoroughly explore” is a Distinction.

Internal and External Quality Assurers will be looking for evidence that the descriptors have been met.
As well as learners’ own work, witness testimonies and Assessor feedback should clearly show how the
learner has met the assessment criteria and descriptors.

Overall grade awarded for this assessment unit - Distinction
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Evidence and Grading Tracker

26

/Learners should \

, : e . . ensure their work is
Unit 01 Investigate employment opportunities in the uniformed services (H/505/9139) (cont’d) mapped to the
relevant
A breakdown of the grades awarded for each assessment criteria within Unit 01 is shown below in this example of our assessment criteria
completed Evidence and Grading Tracker, which is available on the qualifications page on our website. and this can be
referenced here

A Distinction grade can be awarded for the unit as a whole.

The learner is entitled to one opportunity to resubmit work for the unit to obtain a higher grade.

and disadvantages of service
routine and structure

Tutors
should Assessment criteria Not Yet Pass Merit Distinction Evidence (inc portfolio page number and type)
complete Achieved
the 1.1 Identify types of jobs X No Distinction grade
grading within the uniformed services for this AC
section i
\ )\\1.2 Describe the entry X
requirements for different
uniformed services
1.3 Describe the advantages X

Version 1.0 April 2018
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Unit 01 Investigate employment opportunities in the uniformed services (H/505/9139) (cont’d)

uniformed service recruitment
process

Assessment criteria Not Yet Pass Merit Distinction Evidence (inc portfolio page number and type)
Achieved

1.4 Describe why the following X

are key qualities required for

employment in the uniformed

services:

e honesty

e trustworthiness

e commitment

e adaptability

1.5 Describe how own personal X

attitudes and values could

positively and/or negatively affect

own employability in the

uniformed services

2.1 Identify skills to be developed There is no

to help achieve own job goals in Distinction for

the uniformed services this AC

2.2 Give examples of ways to There is no

develop own skills Distinction for

this AC
2.3 Describe the main stages of a X

Version 1.0 April 2018
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Unit 01 Investigate employment opportunities in the uniformed services (H/505/9139) (cont’d)

Assessment criteria Not Yet Pass Merit Distinction Evidence (inc portfolio page number and type)
Achieved

2.4 Describe the preparation X

needed in the run-up to an

interview

2.5 Describe why it is important to X

prepare for an interview

3.1 Demonstrate in an interview X
situation appropriate:

e punctuality

e use of language

e response to questions
e use of questions

4.1 Review own performance X
following an interview situation

4.2 Describe ways to improve X
own interview performance in the
future
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Summative feedback

| confirm this is all my own work.

Learner signature:

29

Assessor comments: (please continue overleaf if necessary)

Assessors should \
provide comments

and feedback to
learners in this

section of the

I confirm | have graded this work against the grading descriptors for the qualification.

Overall unit grade:

Tutor/Assessor Name: Signature:

This section should be completed
by the Assessor. Please refer to the
Qualification Specification for
further information on how to grade
the work.
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Date:

Evidence and
Grading Tracker

Visit ncfe.org.uk  Call 0191 239 8000



