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1 Introduction

1.1 About this Centre Handbook

This centre handbook contains important information for anyone working towards or involved in
assessing or verifying the following qualification:

OCR Level 2 NVQ in Instructing Exercise and Fitness
06926

This qualification has 3 specialist pathways:

Group Exercise with music

Gym-based exercise

Water-based exercise.

1.2 Whatis an NVQ?

An NVQ (National Vocational Qualification) is a qualification that assesses someone’s competence
(that is the skills, knowledge and understanding they have) within a work situation. NVQs are
based on the national occupational standards that describe the level and breadth of performance
expected of anyone working in the industry or sector that this NVQ covers. This NVQ is based on
the national occupational standards developed by SkillsActive. They are the government approved
bodies who set the standards for the Active Leisure sector.

The awarding body for this NVQ is Oxford Cambridge and RSA Examinations (OCR) and the
regulatory body is the Qualifications and Curriculum Authority (QCA).
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2 General Information

2.1 Qualification profile

Title
OCR code
Level

QAN

These
qualifications
are suitable for

Entry
requirements

Qualification
structures

Assessment
and grading

Funding

National
occupational
standards

Key Skills

Last registration
date*

Last
certification
date*

OCR Level 2 NVQ in Instructing Exercise and Fitness
06926

This qualification has been accredited onto the National Qualifications
Framework (NQF) at Level 2

Quialification Accreditation Number 500/3486/8

This NVQ is aimed at candidates who are employed in instructor roles where
they are capable of planning and delivering physical activity programmes.

There are no formal entry requirements for this qualification, although it will
naturally complement those who have achieved the Level 2 Certificate in
Fitness Instructing.

To achieve this qualification, candidates must achieve 5 units made up of 3
mandatory units and 2 optional units.

Like all NVQs, this qualification is competence-based. This means that it is
linked to a person’s ability to competently perform a range of tasks connected
with their work.

This qualification has been accredited to the National Qualifications
Framework (NQF) and, as such, is eligible for public funding. When seeking
public funding, centres will need to provide the Qualification Accreditation
Number (QAN) shown above.

This qualification relates to national occupational standards for the Active
Leisure and Learning sector at Level 2.

Signposting to Key Skills is provided within the individual units

31/12/10 Revised date:

31/12/12 Revised date:

*OCR will inform centres of changes to these dates, and they are published on our website.
All centre records must be updated accordingly.

OCR Level 2 NVQ in Instructing Exercise and Fitness



General Information

2.2 Target market

This NVQ is designed to reflect the work of candidates who undertake exercise and fithess
instructor activities at Level 2.

2.3 Qualification aims

OCR Level 2 NVQ in Instructing Exercise and Fitness

The aim of this qualification is to recognise the skills and competences of candidates in the
workplace, who are effectively working at a Level 2 instructor role.

This NVQ will allow for progression to and from OCR'’s existing portfolio of Active Leisure and
Learning qualifications and will complement other vocational qualifications.

2.4 Entry requirements

This NVQ is a work-orientated qualification and is suitable for those who undertake instructing
exercise and fithess practices in their work. This is open to candidates of either gender and there
are no entry barriers on grounds of race, creed or previous academic attainment or learning.

There should be equality of access for candidates regardless of work setting and patterns of work.
Candidates must be enabled and supported to undertake this qualification.

All centre staff involved in the assessment or delivery of this qualification should understand their
requirements and, through initial assessment, match them to the needs and capabilities of
individuals before entering them as candidates for this qualification.

2.5 Entry restrictions

Where a candidate has registered for a qualification, they should not enter with another awarding
body for a qualification at the same level with the same title.

2.6 Progression opportunities

This qualification has also been designed to develop the skills, knowledge and understanding
required to enable progression to and from qualifications along the vertical and horizontal planes in
the National Qualifications Framework.

For example, a candidate achieving an OCR Level 2 NVQ in Instructing Exercise and Fitness may:

) progress to the OCR Level 3 NVQ in Instructing Physical Activity and Exercise or

) widen their skills and undertake other OCR work-based qualifications.

6 OCR Level 2 NVQ in Instructing Exercise and Fitness



General Information

OCR offers a range of related qualifications in this vocational area. (Further details can be found in
the section b

2.7 Mode of delivery

This qualification is competence-based, linking a person’s ability to competently perform a range
of tasks connected with their work. This means that a person’s skills, knowledge and competences
are assessed in a practical way. (See HESESSHEntsection for further information.)

To gain this NVQ a candidate must achieve the level of competence described in the NVQ units of
competence. The units of competence contain the national occupational standards for Instructing
Exercise and Fitness at Level 2.

2.8 Assessment centre

Any organisation, whether it is a place of employment, college, school or private training
organisation can be approved to offer this qualification, as long as it meets the criteria set out in the
OCR publication The Administrative Guide to Verified Qualifications (code L526). This includes
being able to provide suitable assessors and internal verifiers. (For more information on how to

become an OCR-approved assessment centre see section EliHCHSUDDOLNANCNNIOMSonN)

Once approved, an assessment centre will register candidates for the NVQ and allocate each
candidate an assessor or assessors.

2.9 Trainer

The trainer will develop a candidate’s knowledge, understanding and skills in relation to the NVQ
that is being undertaken.

Trainers will:

o provide opportunities for learning

) provide ongoing mentoring to the candidate, including review and feedback on learning
experiences and development of competence

o provide opportunities for a candidate to practice what they have learnt in a realistic, but safe
and protected, working environment or, where this is not appropriate, in a simulated
environment as appropriate to the assessment strategy.

Please note that learning, and practising the learning, does not indicate competence in the
workplace. The application of the learning will need to be assessed for competence to be decided.

2.10 Assessor

Assessors will be appointed by approved centres to assess candidate performance and judge the
validity of work place assessments.

OCR Level 2 NVQ in Instructing Exercise and Fitness 7



General Information

The criteria for appointing assessors are set out in the section HESeesoanGNNCINaRVeniie!

. An assessor may be a candidate’s line manager, a tutor at college, or someone
specially appointed to this role. Assessments may also be carried out by a team of assessors.

The roles of trainer and assessor are inextricably linked and may be carried out by the same
person. However, training activities must be clearly separated from assessment and only
assessed evidence of competence should be presented as evidence towards the NVQ.

2.11 Internal verifier

Internal verifiers will be appointed by approved centres to ensure the quality and consistency of
assessments within the centre.

Each assessor’s work must be checked and confirmed by an internal verifier who is centre-

appointed. The criteria for appointing internal verifiers are set in the section [ASSessomand
H The internal verifier checks and standardises assessment
decisions made by the assessors in the centre.

The internal verifier will observe assessors carrying out assessments, review assessment
decisions from the evidence provided and hold meetings with the assessment team to ensure
consistency in the use of paperwork and interpretation of the qualification’s requirements.

2.12 External verifier

The external verifier checks the assessment and internal verification processes and decisions
made in the centre, and authorises the claims for certificates. The external verifier is appointed by
OCR.

2.13 Wider issues

This qualification provides the potential for centres to develop candidates’ understanding of
spiritual, moral, ethical, social and cultural issues and heighten candidates’ awareness of
environmental issues, health and safety considerations and European developments consistent
with international agreements.

Social

All of the units within the qualification focus on the individual and key people in the individual’s life
being able to promote, as much as they are able, their own independence. The units focus on the
social aspects of people’s life as they are based on empowering and using active support to enable
individuals to be as independent as is possible. Within the units communication is a critical aspect,
this again contributes to demonstrating the social aspects underpinning the qualification.

Legislation

Legislation is covered in all units through the knowledge section on legislation and organisational
policy and procedures and within relevant criteria.

8 OCR Level 2 NVQ in Instructing Exercise and Fitness



General Information

Economic

Economic aspects of the qualification will be found when reference is made to resources, facilities
and services and for health and safety issues.

Sustainable development

Sustainable development has been used in true ecological sense of recycling and utilising
disposable materials to enable the sustainability of scarce resources.

Health and Safety

Health and safety is an important element of all of the units, either relating to health and safety
issues generally (equipment/materials etc) and through the identification, assessment and
management of risk of danger, harm and abuse (including self harm and abuse) to individuals, key
people, other associated people (eg people within networks or the community where the individual
is), other people with whom the candidate works and the candidate. This is usually explicitly stated
within the knowledge and performance or the knowledge alone. In some instances the need to
take account of risk is implicit within the unit.

European developments

Within the qualification the European dimensions are embedded in the knowledge and related to
legislation.

2.14 Arrangements for candidates with particular requirements

Centres should ensure that all candidates are given equal opportunity to demonstrate their
competence for the NVQ against specified criteria. All of the specified criteria must be met by all
candidates independently and may not be reworded or omitted in any circumstances. However,
candidates may use mechanical, electronic and other aids in order to demonstrate competence so
long as the aids are generally commercially available and can feasibly be used on employers’
premises. Further advice on assessment arrangements for candidates with particular assessment
requirements can be found within this area of the OCR website.

2.15 Delivery in Wales and Northern Ireland

The specification for this qualification has been approved by the Department for Education,
Lifelong Learning and Skills (DCELLS) for use by centres in Wales and by the Council for the
Curriculum Examinations and Assessment (CCEA) for use by centres in Northern Ireland.

Candidates in Wales or Northern Ireland should not be disadvantaged by terms, legislation or
aspects of government that are different from those in England. Where such situations might occur
the terms used have been selected as neutral, so that candidates may apply whatever is
appropriate to their own situation.

We will provide specifications, assessments and supporting documentation in English.

Further information concerning the provision of assessment materials in Welsh and Irish may be
obtained from the OCR Customer Contact Centre (telephone 024 76 851509).

OCR Level 2 NVQ in Instructing Exercise and Fitness 9
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2.16 Funding

This qualification is accredited at Level 2 and Level 2 of the National Qualifications Framework and
is eligible for funding. Should you require any more information please contact you appropriate
funding body.

2.17 Appeals procedure

In exceptional circumstances, if a centre disagrees with a decision made by an OCR external
verifier, systems auditor or evaluator the centre has the right to appeal.

Equally, if a candidate disagrees with the assessment decision, the candidate has the right to
appeal.

You can get more information on the OCR appeals procedure in our publication Administrative
Guide to Verified Qualifications (code L526). This publication is also available on the OCR website

2.18 Centre malpractice guidance

It is the responsibility of the Head of Centre* to report (in writing) all cases of suspected
malpractice involving centre staff or candidates, to the OCR Quality and Standards division.

When asked to do so by OCR, Heads of Centres are required to investigate instances of
malpractice promptly, and report the outcomes to the OCR Quality and Standards division.

Further information is contained in the publication Malpractice in Examinations and Assessment
(R322) which is available from OCR Customer Contact Centre: 024 76 851509.

* The Head of Centre is defined as the most senior officer in the organisation, directly responsible
for the delivery of OCR qualifications, eg the Principal of a College, the Head Teacher of a school,
the Managing Director of a private Training Provider or the Group Training Manager of a major
company.
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3.1 Assessment: How it works

It is the assessor’s role to satisfy themselves that evidence is available for all performance,
knowledge and evidence requirements before they can decide that a candidate has finished a unit.
Where performance and knowledge requirements allow evidence to be generated by other
methods, for example by questioning the candidate or simulation (where specified in the unit as
permissible), assessors must be satisfied that the candidate will be competent under these
conditions or in these types of situations in the workplace in the future.

Candidates may claim accreditation of prior achievement for any of the units, as long as the
evidence fully meets the criteria and the candidate can prove that it is all their own work. It is
important that assessors are convinced that the competence claimed is still current. If the

assessors have some doubts, they should take steps to assess the candidate’s competence
directly. An initial assessment of candidates is recommended (see j).

Each unit provides guidance on the assessment and evidence that could be produced by the
candidates.

When assessors are satisfied that the candidate has met all of the requirements for a unit, they
must confirm this by signing the evidence record sheet for that unit to show that the assessment
process is complete.

3.2 Initial assessment

It is important for centres to carry out some form of initial assessment that identifies what
competence and knowledge a candidate already has and the gaps that they need to look at. This
will help plan the assessment because it allows assessors to help candidates understand the best
place to start collecting evidence. It will also identify units which candidates might have difficulty
finishing. This is important at the initial assessment stage to ensure that candidates commence a
programme leading to the appropriate NVQ at the appropriate level.

3.3 Assessment planning

Assessors must take responsibility for assessment planning with candidates. This will involve
agreeing a number of issues with candidates including:

) finding the best source of evidence to use for particular units
) finding the best way of assessing the candidate
) confirming the best times, dates and places for the assessments to take place.

Assessors must make a note of their assessment planning and regularly give feedback to
candidates.

OCR Level 2 NVQ in Instructing Exercise and Fitness 11



Assessment

3.4 Making assessment decisions

It is not necessary for candidates to meet all the criteria every time they carry out an activity but
they must consistently provide enough evidence for assessors to believe that the candidate is
competent in their working environment.

In line with the Learning and Development standard Al, assessors should:

) plan with the candidates
o assess candidate performance, knowledge and understanding
o look at the evidence

o guestion and give feedback to the candidate working towards these qualifications.

They should also be satisfied that the candidate has demonstrated competence over a reasonable
period of time and they can reliably demonstrate it in the future.

Assessors should be careful to deal with the criteria as a whole when assessing a candidate’s
work. They cannot assess individual criteria separately, without recognising how all the units are
connected to one another. All criteria must be completed before the assessor can sign the unit off
as complete.

You can get more information on assessment in our publication, Administrative Guide to Verified
Qualifications (code L526).

3.5 Methods of assessment

It is the assessor’s responsibility to agree the best method of assessing a candidate in relation to
their individual circumstances. The methods agreed must be:

o valid
o reliable
o safe and manageable

. suitable to the needs of the candidate.

Valid

A valid assessment method is one that is capable of measuring the knowledge or skills in question.
For example, a written test cannot measure a candidate’s practical skills or their ability to work well
with others.

Validity can also be compromised if a candidate does not understand what is required of them. For
example, one valid method of assessing a candidate’s knowledge and understanding is to question
them. If the questions posed are difficult for the candidate to understand (not in terms of the
content but the way they are phrased, for example), the validity of the assessment method is
guestionable.

As well as assessment methods being valid, the evidence presented must also be valid.

12 OCR Level 2 NVQ in Instructing Exercise and Fitness
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Reliable

A reliable method of assessment will produce consistent results for different assessors on each
assessment occasion. Internal verifiers must make sure that all assessors’ decisions are
consistent.

Safe and manageable

Assessors and internal verifiers must make sure that the assessment methods are safe and
manageable and do not put unnecessary demands on the candidate and/or the organisation they
work for.

Suitable to the needs of the candidate

OCR has tried to make sure that achievement of this NVQ is free from constraints outside the
requirements of the candidate’s job role.

Assessment arrangements can be changed, where the specifications allow. The type of any
special arrangement will depend on a candidate’s personal circumstances, their job role, and the
requirements of the particular unit (see

).

If centre staff think that any aspect of this NVQ unfairly restricts access and progression, they
should talk to their OCR external verifier about this.

OCR in partnership with SkillsActive and other awarding bodies, have identified the following main
assessment methods which are suitable for this NVQ:

o direct observation of practice by a qualified assessor or by the expert witness for
occupational specific units

) examining the evidence by an assessor
. guestioning the candidate or witness by an assessor

o inference of knowledge from direct observation.

In some situations, the assessor can speak to the candidate to provide evidence of the candidate’s
performance and knowledge (see _).

3.6 Examining the evidence
Only approved and qualified assessors (see HSSESSONGNONNISINAINSHINSIICGUIRSIISAESI) may
examine the evidence for the assessment of these qualifications.

Evidence can reflect how the candidate carried out the process or it can be the product of a
candidate’s work or a product relating to the candidate’s competence.

For example:

The process that the candidate carries out could be recorded in an observation or witness
testimony. Itis the assessor’s responsibility to make sure that the evidence a candidate submits
for assessment meets the requirements of the NVQ.

The product of a candidate’s work could be plans and clients’ records.

OCR Level 2 NVQ in Instructing Exercise and Fitness 13



Assessment

After the assessor has examined the evidence, the assessor must record an assessment decision
and the justification for the decision. The assessor should also give feedback to the candidate.

3.7 Observation

Only approved and qualified assessors (see ESSESSONGNONNISINAINCHICIICAUIRSIISAIS]) may

carry out observations for the assessment of this qualification.

The assessor and candidate should plan observations together but it is the assessor’s
responsibility to record the observation properly.

After the observation has taken place, the assessor needs to record an assessment decision and
the justification for the decision. The assessor should also give feedback to the candidate.

3.8 Questioning

Only approved and qualified assessors (see HSSESSONGNONNICINAINCHHSIICAUITSIISHIS) may

verbally question a candidate or witness for the assessment of this qualification.

Questioning the candidate is normally an ongoing part of the assessment process, and is
necessary to:

o test a candidate’s knowledge of facts and procedures
) check if a candidate understands principles and theories and

) collect information on the type and purpose of the processes a candidate has gone through.

Assessors should ask open questions, that is questions where the candidate has to give an answer
(other than ‘yes’ or ‘no”). Assessors should also be careful to avoid complicated questions which
may confuse the candidate.

It is important that assessors record assessment decisions after they have questioned the
candidate. They must record enough information to justify the decisions they make. This does not
mean that assessors must record, word for word, the questions put to the candidate and the
answers the candidate gives. However, assessors must record enough information about what
they asked and how the candidate replied to allow the assessment to be verified.

Questioning witnesses is normally an ongoing part of validating written witness statements.
However, questioning withesses should not just be used for this purpose. Assessors should be
able to speak to witnesses and record, in whatever way is suitable, the verbal statements of these
witnesses. A record of verbal statement is a form of witness statement and could provide valuable
evidence to confirm a candidate’s competence over a period of time.

3.9 Professional discussion

Professional discussion is a structured, planned and in depth discussion recorded by the assessor.
It allows the candidate to present evidence of competence and to demonstrate skills, knowledge
and understanding through discussing the evidence and showing how it meets the requirements of
the NVQ. The assessor should guide the discussion by using open questioning, active listening
and knowledge of the standards.

14 OCR Level 2 NVQ in Instructing Exercise and Fitness
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3.10 Witness testimonies

Witness testimonies can be used as evidence of a candidate’s performance. Such testimonies
could be made verbally to the assessor or could be written in a short note.

If a witness provides a written statement they should include the following:

) the candidate’s name

. the date, time and venue of the activity carried out

) a description of the activities performed by the candidate
o the date of writing the testimony

o a description of the witness’ relationship to the candidate
o their signature and job title

o their contact details (such as telephone number).

It is not appropriate for witness testimonies to contain a list of the skills to which it relates.
Witnesses must direct the information in their testimonies to describing what the candidate did.
The assessor will then judge whether the candidate’s activities demonstrate competence to the
standards. It is not acceptable for candidates to produce written witness testimonies for witnesses
to sign, to support an NVQ they are working towards.

3.11 Personal statements

This is a candidate’s own account of what they did, backed up by reference to evidence or
witnesses. Candidates can also produce logs or diaries, reflective accounts, but someone who
can authenticate them as a true account of what took place must countersign these.

3.12 Performance evidence

Performance evidence provides proof of what a candidate can do. Sometimes, performance
evidence can also provide evidence of what a candidate knows. Performance evidence can take
the form of the following:

o products or outcomes of the candidate’s work (for example, things that the candidate
produced or worked on). The evidence presented for assessment may be the actual product
or a record of the product

o if group work is used as evidence, the candidate’s contribution must be identified clearly.
Other products (for example, company policies) may have been reproduced by someone
else but relate to the candidate and their competence

o proof of the way the candidate carried out their work (that is, the process they went through).
An assessor’s observation of a candidate or a witness’ testimony both provides performance
evidence and would be suitable for this NVQ.

OCR Level 2 NVQ in Instructing Exercise and Fitness 15
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3.13 Where evidence comes from

Evidence may come from a number of different sources, for example:

) performance evidence may come from a candidate carrying out workplace activities

) knowledge evidence may come from a candidate carrying out workplace activities or from the
candidate answering the assessor’s questions.

3.14 Real work

The qualification requires that all assessment of a candidate’s performance must take place within
the workplace, and that observation should be of naturally occurring practice within the candidate’s
work role. This will include the demonstration of the application of knowledge. This principle will
apply to all units, except where simulation has been deemed acceptable.

3.15 Simulation

Simulations should only be undertaken in the minority of cases, where the candidate is unable to
complete the standards because of the lack of opportunity within their practice:

o where performance is critical but events occur infrequently and yet a high degree of
confidence is needed that the candidate would act appropriately — for example, where there
is a high risk of harm or abuse to the individuals, key people in their lives and others, or
where events such a medical emergencies (such as cardiac arrest) occur and competence is
vital to ensure best practice and results

o where performance is critical, happens frequently but where there is risk of harm to the
candidate or service user in a real situation, eg: for example, dealing with aggressive or
abusive situations (although evidence from direct observation should be used where
possible).

Where simulations are used they must replicate working activities in a realistic workplace
environment.

The use of simulation will be indicated in each unit. A realistic working environment is defined by
an environment that replicates what is likely to happen when an individual is carrying out their
normal duties and activities.

3.16 Medium that can be used

Evidence can take many forms, for example, photographs, videos, audio tapes, CD-ROMs, floppy
disks and paper-based or digitally formatted documents.

16 OCR Level 2 NVQ in Instructing Exercise and Fitness
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3.17 Amount of evidence needed

It is difficult to give a detailed answer to this question as it depends on the type of evidence
collected and the judgement of assessors.

For a candidate to be judged competent in a unit, the evidence presented must satisfy:

) all the performance criteria
) all knowledge and understanding listed
o everything in the section evidence requirements.

The quality and breadth of evidence provided should determine whether an assessor is confident
that a candidate is competent or not. Assessors must be convinced that candidates working on
their own can work independently to the required standard.

OCR may accept some evidence from candidates who have been assessed in a language other
than English, Welsh or Irish as long as there is enough evidence to show that candidates are
competent in English, Welsh or Irish to the standard required for competent performance
throughout the UK.

3.18 Cumulative assessment record (CAR)

As well as collecting evidence, candidates must record all their assessed evidence in their
personal cumulative assessment record (CAR). The CAR is the candidate’s record of what
evidence has been accepted as proof of competence and where that evidence can be found. It
can also be used to record progress towards, and achievement of, and units of competence.

To build a CAR that a candidate will need to complete, please refer to their candidate resource
pack.

Filling in the CAR is an ongoing process involving discussion and agreement between the
candidate and their assessor. The candidate should fill in and keep the CAR while working
towards their NVQ. An assessor may help the candidate complete the CAR if necessary.

Centres can design their own recording documents if they want to. You should talk about any
document you want to use with your external verifier before you use them. OCR'’s publication
Administrative Guide to Verified Qualifications (code L526) includes information and criteria for
designing recording documents.

We have provided other forms and recording documents which assessors and candidates might
want to use for this NVQ (see EESSIINAMSBIRNERTE)

3.19 Verification — how it works

Internal verification
It is the centre’s responsibility to appoint an internal verifier to manage the internal verification

process. The purpose of internal verification is to make sure and show that assessment is valid
and consistent, through monitoring and sampling assessment decisions.
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Internal verifiers must agree the use of simulated activities before they take place and must sample
all evidence produced through simulated activities (see section *

The role of the internal verifier is more fully explained in the Administrative Guide to Verified
Qualifications (code L526).

External verification

We will appoint and train an external verifier who will visit the centre regularly to monitor the quality
of assessments and internal verification.

External verifiers will want to interview candidates, assessors and internal verifiers during their
visits. Assessment records and evidence for all candidates must also be available for verifiers to
see if they ask to. It is the assessor’s (and not the internal or external verifiers’) responsibility to
‘sign off’ each unit of competence.

Centres should have the following available for each external verification visit:

o a list of candidates registered for this qualification, together with their achievements to date
plus certification records

) access to evidence (for example, up-to-date portfolios) and CARs

) completed Certification Record Forms (CRFs) and Certification Summary Forms (UB99s) for
those candidates claiming certification

o relevant assessors and selected candidates as requested by the external verifier (EV),
including those whose certificates have been claimed through Direct Claims Status (DCS)

o all portfolios (access to evidence) relating to certificates claimed through DCS

o a copy of the external verifier’s last visit report

) a sample signature list for all assessors and internal verifiers

o curriculum vitae and D/A unit certificates of new members of the assessment team

. all centre records (see Centre records — assessment and verification for more details)

o evidence of achieving action points since the last external verifier visit and systems audit
report

o notes of any action carried out due to particular points mentioned by a systems auditor or
external verifier in any correspondence since their last visit

. recommendations to the external verifier

. if professional discussion is used, ensure all tapes and appropriate equipment (eg video
recorders) are available.

Centre records — assessment and verification

A centre must make sure that assessment and verification records are available for external
verification purposes. Assessment and/or internal verification records must record the following
minimum information:

o candidate’s name
o the title and level of the NVQ they are taking
o candidate’s start date on the programme and confirmation of registration with OCR

. name of the assessor
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Assessment

name of the internal verifier
date and outcome of the initial assessment of the candidate
dates and details of candidate reviews and feedback sessions

dates of all assessments and their outcomes (that is, the decision whether the candidate has
met the requirements or not) cross-referenced to the unit

enough detalil of the assessment to justify the decision made
an indication of the use of simulation, if used

dates and outcomes of internal verification

action resulting from internal verification

certification.

Records should show formative assessment decisions (ongoing decision making), summative
assessment decisions and feedback to the candidate.
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4 Assessor and Internal Verifier

Requirements

4.1 Important:

ASsessors

All Assessors must hold, or be working towards Al or A2 (D32/D33) from the Learning and
Development suite of NVQs. New assessors should have a clear action plan for achieving Al
within 18 months of beginning assessment.

Assessment decisions by assessors who are still working towards certification of A1 must be
supported by someone who has gained these units. Support for trainee assessors’ decisions
should be recorded by the qualified assessor. This can be achieved by counter-signing
assessment decisions (in CARs or in the centre’s internal assessment and verification records).

Assessors must have:

o a discipline specific qualification equivalent to the N/SVQ level 2 in Instructing exercise and
Fitness, or equivalent;

. knowledge of, and commitment to, the Exercise and Fithess Code of Ethical Practice;
Assessors must also be expected to:

) meet the technical criteria developed for each occupational area or sporting context to
ensure their technical competence in relation to the units being assessed,;

) provide evidence of recent experience and competence in the occupational area to the level
of the qualification they wish to assess;

. provide evidence of knowledge, understanding and the application of the national
occupational standards with the assessment specification;

o provide evidence of knowledge, understanding and support of Exercise and Fithess Code of
Ethical Practice and how this is applied in assessment (see Appendix);

o demonstrate a commitment to uphold the integrity of the national standards and prevent their
misuse;

o provide evidence of their ability to maintain occupational competence and to participate in
assessor training initiatives for continuous professional development;

o meeting any approved centre criteria and personnel specifications that are in place.

Internal Verifiers

All Internal Verifiers must hold, or be working towards V1 or V2 (D34) from the Learning and
Development suite of NVQs. New Internal Verifiers should have a clear action plan for achieving
V1 within 18 months of beginning assessment.

Verification carried out by internal verifiers who are still working towards certification of V1 must be
supported by someone who has gained V1. Support for trainee 1V decisions should be recorded
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Assessor and Internal Verifier Requirements

by the qualified IV. This can be achieved by counter-signing verification decisions (in CARs or in
the centre’s internal verification records).

Internal Verifiers must also have:

o a discipline specific qualification equivalent to the N/SVQ level 2 in Instructing exercise and
Fitness, or equivalent;

. knowledge of, and commitment to, the Exercise and Fithess Code of Ethical Practice;

Without a suitably qualified internal verifier, the approved assessment centre cannot submit claims
for certification to OCR. (See OCR’s Administrative Guide to Verified Qualifications, code L526.)

In addition, Internal Verifiers must:

) meet the technical criteria developed for each occupational area or sporting context to
ensure their technical competence in relation to the units being assessed,;

o provide evidence of recent experience and competence in the occupational area to the level
of the qualification they wish to assess;

) provide evidence of knowledge, understanding and the application of the national
occupational standards with the assessment specification;

. provide evidence of knowledge, understanding and support of Exercise and Fitness Code of
Ethical Practice and how this is applied in assessment (see Appendix);

) demonstrate a commitment to uphold the integrity of the national standards and prevent their
misuse;

o provide evidence of their ability to maintain occupational competence and to participate in
assessor training initiatives for continuous professional development;

o meeting any approved centre criteria and personnel specifications that are in place.
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5 Certification

5.1 Claiming certificates

The internal verifier must fill in a Certification Record Form (CRF) when a candidate has finished
as much of the qualification as they want to at that time. This form can be requested from
Operations, OCR, Coventry Office, Westwood Way, Coventry, CV4 8JQ.

o You can only submit units that the candidate has finished.

o The candidate’s assessor must have accepted and signed off the units.

If the candidate is claiming the full qualification, then we will issue two certificates:
o a certificate listing the units

) a certificate giving the full qualification title OCR Level 2 NVQ in Instructing Exercise and
Fitness

Candidates achieving one or more units of competence but who do not meet the requirements for
a full certificate will receive a certificate listing the units they have achieved.

5.2 Ten-week rule

Candidates must be registered with us for the NVQ for at least ten weeks before they claim for
certification for a full award.
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6 Qualification Structure and Units

6.1 Unit format

Each unit contains:

) A brief summary of the unit content and the values that underpin the whole unit
o An explanation of some of the Key words

o What you must do

o What you must cover

o What you must know and understand

o Note the Evidence requirements specifying the amount and possible type of evidence
needed to show competence, is detailed in the Evidence Requirements and Assessment
Guidance available online within the OCR Level 2 Instructing Exercise and Fitness
documents.

6.2 Units

OCR Level 2 NVQ in Instructing Exercise and Fitness
(Qualification Accreditation Number 500/3486/8)

To achieve this qualification, candidates must achieve 5 units made up of 3 mandatory units and 2
pathway units (including the choice of the specialist unit/route).

Mandatory units

C35 Deal with Accidents and Emergencies
(QCA Unit Number U1027677)
C35.1 Deal with injuries and signs of illness
C35.2 Follow emergency procedures

D417 Motivate and support clients to develop and maintain their fithess
(QCA Unit Number L/104/0298)
D417.1 Establish and maintain an effective and motivational relationship with the client
D417.2 Promote the benefits of regular physical activity
D417.3 Respond to clients’ needs

D448 Evaluate and develop own practice in instructing exercise and fithess
(QCA Unit Number J/104/0297)

D448.1 Evaluate your own professional practice
D448.2 Improve your own professional practice and career opportunities

Pathway units
Pathway Units
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Optional Pairing A — Group exercise with music

D414 Plan and prepare group exercise sessions with music
(QCA Unit Number R/104/0299)

D414.1 Collect and analyse relevant information
D414.2 Plan safe and effective group exercise sessions
D414.3 Prepare equipment for group exercise sessions

D415 Instruct a group exercise session with music
(QCA Unit Number A/104/0300)

D415.1 Prepare clients for the group exercise session
D415.2 Instruct planned activities to the clients
D415.3 Help clients improve their performance
D415.4 Bring the group exercise session to an end

Optional Pairing B — Gym-based exercise

D410 Plan and prepare gym-based activities with clients
(QCA Unit Number F/104/0301)

D410.1 Collect and analyse relevant information
D410.2 Plan safe and effective gym-based activities
D410.3 Prepare and maintain equipment for gym-based activities

D411 Instruct, observe and assist gym based activities
(QCA Unit Number J/104/0302)

D411.1 Prepare clients for gym-based physical activities
D411.2 Instruct planned activities to the clients
D411.3 Observe and assist gym-based activities

Optional Pairing C — Water-based exercise

D412 Plan and prepare water based exercise sessions
(QCA Unit Number L/104/0303)

D412.1 Collect and analyse relevant information
D412.2 Plan safe and effective water-based exercise sessions
D412.3 Prepare equipment for water-based exercise sessions

D413 Instruct a Water-Based Exercise Session
(QCA Unit Number L/101/7796)

D413.1 Prepare clients for the water-based exercise session
D413.2 Instruct planned activities to the clients

D413.3 Help clients improve their performance

D413.4 Bring the water-based exercise session to an end

The units for this qualification can be found in the Units folder on the website.

Please note that the National Occupational Standards (and separate evidence requirements) in the
Units folder online are reproduced exactly as provided by the relevant sector skills organisation.
The National Occupational Standards are © SkillsActive.
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7 Administration Arrangements

7.1 Centre approval

To seek approval to offer this qualification, centres must complete an application form. Centres
who are new to OCR must complete an ‘Application for Approval as an OCR Centre for N/VQs
(VQ1)'. Centres who already offer NVQs with OCR must complete an ‘Application for Approval to
Run Additional N/VQs (VQ1a)'.

Once the application and supporting documentation has been submitted to OCR, the centre can
expect to be contacted with a view to setting up an evaluation visit.

Before submitting the application form, centres are advised to read the OCR booklet Administrative
Guide to Verified Qualifications (code L526) for more details on all aspects covered in this
introduction, including full details of the approval process and criteria.

These forms are available from Operations, OCR, Coventry Office, Westwood Way,
Coventry, CV4 8JQ - Telephone 024 76 470033 Fax 024 76 468080.

7.2 OCR'’s advisory service

Centres considering seeking approval to offer this qualification (or any other qualification we offer)
might be interested to know that OCR staff are available to help with any aspect of setting up an
assessment centre. Through an advisory telephone call or visit, centres can benefit from
experience gained in existing centres. Many centres ask for help in the following areas:

o identifying potential candidates and marketing opportunities
o meeting OCR requirements
o identifying resourcing levels both in terms of staff and equipment

. the documents needed, both for the benefit of future candidates and to ensure a smooth-
running operation

) help in filling in centre approval forms.

More information on our advisory service can be requested from the OCR Customer
Contact Centre, OCR, Coventry Office, Westwood Way, Coventry, CV4 8JQ Telephone 024
76 851509 or email vocational.qualifications@ocr.org.uk

(Please note that as part of our quality assurance programme, your call may be recorded or
monitored for training purposes.)
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8 Recording Documentation

8.1 Recording assessment

OCR has provided a master evidence record sheet. When evidence is recorded on the evidence
record sheet, assessors must identify the method they have used to assess the evidence. OCR
external verifiers will look for this information when verifying the NVQ.

8.2 Recording the method of assessment

The master evidence record sheet includes a box in which you must record the method of
assessment. The following list shows the individual codes you should use when filling in these
record sheets:

Method of assessment used Code to be inserted on evidence
reference sheet
Observation of the candidate by the assessor O
Examination of the evidence by the assessor:
Examination of a product EP
Examination of the witness testimony EWT
Examination of a case history ECH
Examination of a personal statement EPS
Examination of written answers to questions EWQ
Questioning of the candidate or witness by the
assessor
Questioning of the candidate QC
Questioning of the witness QW
Professional Discussion PD
Simulated Activities S

8.3 Recording documents

The following recording documents are available under the OCR Level 2 NVQ in Instructing
Exercise and Fitness online documents:

. Evidence Record Sheet
) Knowledge Evidence Record Sheet
. Unit Overview Sheet

. Record of Achievement.
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Recording Documentation

Evidence Record Sheet

This form (or a suitable alternative) is mandatory for candidates’ CARs. It is the vehicle for linking
the evidence to the outcomes of effective performance and behaviours. The title of the evidence,
and its location should be listed (as it is collected) in the two columns on the left-hand side. The
assessment method should be indicated (see the key at the bottom of the sheet) and then a tick
should be placed in the boxes where the evidence shows that the requirements of the outcomes of
effective performance have been met. Where evidence meets the requirements of the behaviours,
the appropriate reference should be made in the final column. The evidence record sheet, where
possible, should be filled in by the candidate with the help of an assessor if necessary.

Knowledge Evidence Record Sheet

This form (or a suitable alternative) is mandatory for candidates’ CARs. It is the vehicle for linking
the evidence to the knowledge and understanding for each unit. The evidence should be listed
with a reference down the left hand side. The assessment method should also be indicated in the
relevant column. A tick should be placed in the boxes where the evidence meets that particular
knowledge requirement.

Unit Overview Sheet
This form is designed to give candidates an opportunity to describe the activities that enabled them

to achieve each unit, stating what they did, where, how often and over what period of time. The
use of this form is optional.

Record of achievement
This form is designed to record a candidate’s progress through the qualification. It will show, at a

glance, which units the assessor considers the candidate to have finished and met all the
requirements for. The use of this form is optional.
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9 Candidate Resource

Welcome to the OCR Level 2 NVQ in Instructing Exercise and Fitness. This resource contains
important information about your qualification along with forms and charts for you to use as you
identify evidence from your work that demonstrate your competences.

9.1 NVQ

An NVQ (National Vocational Qualification) is a qualification that assesses someone’s competence
(that is the skills, knowledge and understanding they have) principally in a work situation. NVQs
are based on the national occupational standards that describe the level and breadth of
performance expected of individuals whose work involves instructing exercise and fitness
practices. This NVQ is based on the national occupational standards developed by SkillsActive.
They are the government approved body who set the standards for the Active Leisure and
Learning sector.

Both the structure of this NVQ and the standards (units) from which it has been designed have
been approved by the Qualification and Curriculum Authority (QCA). Your awarding body for this
NVQ is Oxford Cambridge and RSA Examinations Board (OCR). QCA has accredited this NVQ
and the qualification accreditation number is shown below:

OCR Level 2 NVQ in Instructing Exercise and Fitness 500/3486/8 (QCA accreditation number).
This qualification offers 3 optional groupings to achieve:

Group Exercise with Music — D414 and D415

Gym-based exercise — D410 and D411

Water-based exercise — D412 and D413

9.2 QCA

More information about QCA is available on their website at www.qca.org.uk whilst the OCR
website [IMBIOEHOIGIIR provides a range of information about this qualification, how we operate
and other qualifications that may interest you.
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Candidate Resource

9.3 Your qualification
The aim of this qualification is to recognise the skills and competences of candidates in the
workplace, who are effectively working at a Level 2 instructor role.

This NVQ will allow for progression to and from OCR'’s existing portfolio of Active Leisure and
Learning qualifications and will complement other vocational qualifications.

It is a work-related qualification and to achieve it you will need the opportunity to demonstrate your
competence within your work role. It is open to anyone of all ages, of either gender and there are

no entry barriers on grounds of race, creed or proven academic attainment or learning. You need

no previous qualifications to complete this NVQ.

9.4 Progression
This NVQ will allow for progression to and from OCR’s existing portfolio of Active Leisure and
Learning qualifications and will complement other vocational qualifications.

It has also been designed to develop the skills and knowledge you need to allow progression to
and from other qualifications in the National Qualifications Framework, at all levels.

OCR offers a range of related qualifications in this vocational area.

Visit our website at [INMBOCHOIGIIK to see the full range.

9.5 What are the NVQ units?

To achieve this qualification, candidates must achieve 5 units made up of 3 mandatory units and 2
optional pathway units.

Mandatory Units

C35 Deal with Accidents and Emergencies
D417 Motivate and support clients to develop and maintain their fithess

D448 Evaluate and develop own practice in instructing exercise and fithess

Pathway Units

Optional Pairing A — Group exercise with music

D414  Plan and prepare group exercise sessions with music
D415 Instruct a group exercise session with music
Optional Pairing B — Gym-based exercise

D410 Plan and prepare gym-based activities with clients

D411 Instruct, observe and assist gym based activities
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Optional Pairing C — Water-based exercise
D412 Plan and prepare water based exercise sessions

D413 Instruct a Water-Based Exercise Session

9.6 What do the different sections of each unit describe?

Each unit contains:

o A brief summary of the unit content and the values that underpin the whole unit
o An explanation of some of the Key words

. What you must do

o What you must cover

o What you must know and understand

o Note the Evidence requirements specifying the amount and possible type of evidence
needed to show competence, is detailed in the Evidence Requirements and Assessment
Guidance available online with the OCR Level 2 Instructing Exercise and Fitness
documents.

9.7 How do | achieve my NVQ?

To achieve your NVQ you must prove that you have the skills and knowledge detailed in the
NVQ units. Your assessor will judge, from your evidence, whether you have demonstrated the
skills and knowledge to the necessary standard. You do not have to pass a written exam or have
any previous qualifications, learning or experience to be able to take this NVQ.

9.8 What if | have already achieved one of the units?

If you have already achieved a unit (or units) from this NVQ through another awarding body,
please tell your assessor and they will arrange for this to count towards your full NVQ. You will
need to give your assessor your unit certificate from your previous awarding body as evidence of
your prior achievement.

9.9 Who will assess me?

Your assessor will judge the evidence of your performance, knowledge and understanding against
the units of competence in order to decide whether you have demonstrated competence. They will
carry out an initial assessment of your past experience, current skills, knowledge and
understanding and your job role/work situation to help you decide if it's the right NVQ for you.
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9.10 Can my colleagues confirm my competence?

Yes. Statements written by colleagues or other people are called witness testimonies and they
must be signed and dated by the person making the statement.

9.11 How will | be assessed?

Assessor

It is the assessor’s role to be sure that you have provided and shown evidence for all
performance, knowledge and evidence requirements, before they can decide that you have
finished a unit.

In addition you may claim accreditation of prior achievement for any of the elements or units of
competence, as long as the evidence fully meets the criteria and you can prove that it is all your
own work. Itis important also that assessors are convinced that the competence you are claiming
is still current. If they have any doubts, they will assess your competence directly.

Evidence Record Sheet

When assessors are satisfied that you have met all of the requirements for a unit, they will confirm
this by signing the evidence record sheet for that unit to show that the assessment process is
complete.

Your assessor will need to agree a number of issues with you including:
o finding the best source of evidence to use for particular units
o finding the best way of assessing you

o confirming the best times, dates and places for your assessments to take place.

Assessment planning

Your assessor will record their assessment planning and regularly give you feedback.

Your evidence

Evidence is your proof that you meet the requirements for this NVQ.
Evidence could be:

o your practice — including the record of the observation of the candidate’s performance
o your reflective account/practice journal

o products of your own work and contributions you have made, for example clients’ records
and planning evidence

) case studies
) witness testimony
) answers to oral and written questions

o written assignments and projects
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) previous experience and learning
o role play.

Performance evidence should be gathered wherever possible from naturally occurring evidence
collected in the work place. Knowledge to support performance should be based on practice
evidence and reflection.

Your assessor can also supply evidence (through their records of assessment for example,
observations they have carried out and/or your responses to questions they have asked you).

Evidence can be anything that proves:

o what you can do
o how well you do it
) the level of knowledge you have in relation to what you do

) the level of understanding you have about what you do, how you do it, and why you do it.

Assessor’s report

Your assessor will provide evidence to prove your skills, knowledge and understanding, by
observing you carry out your duties in the workplace and writing a report on what they have
observed. After your assessor has observed you, they will ask you questions to confirm what you
know and understand. This assessor’s report (one piece of evidence) could be enough evidence
to fulfil a number of requirements of this NVQ.

9.12 How much evidence do | need?

You do not have to produce a separate piece of evidence for each performance criteria and each
knowledge requirement. Try to match each piece of evidence to as many performance criteria and
knowledge requirements as you can, across as many units as you can.

Quality and quantity

Remember the minimum requirements for the quality and quantity of evidence you must provide
are listed in the section of the unit called evidence requirements.

9.13 What happens to my evidence?

The evidence you provide will be assessed (checked by your assessor against the NVQ
requirements). Your assessor will want you to continue providing evidence until they are satisfied
that there is enough consistent proof that you are competent. To be accepted as proof of your
competence, your evidence must:

) come from work you have carried out in a real work situation
) be your own work or relate to you

) reflect what you can do now, not what you could do a few years ago or what you wish to do
in the future.
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9.14 Where do | keep my evidence?

You may decide to keep some of your evidence in a file (a portfolio of evidence) or you may want
to record what the evidence is and where it can be found. Your portfolio can be paper based or in
an electronic format. For example, if you keep records of clients’ plans, you may want to print a
section from this record as evidence to be stored in your portfolio. However, you may decide to
make a note of what records you entered and where they can be found. This is called
signposting evidence. The important thing to remember about evidence is that it must be
available for your assessor to assess and for other people (called internal and external verifiers) to
have access to in the future.

9.15 My work involves confidential information, how can | use this
as evidence?

In some situations, the work that you are involved with may include confidential information
relating to your organisations service users. It may not be appropriate to include this information in
your portfolio of evidence.

If the evidence contains, for example, confidential client information, this information could be
removed from the document before it is submitted as evidence. If the evidence takes the form of a
document which is reporting on confidentiality sensitive details throughout, you could either:

o signpost the evidence within your portfolio (as long as it would be available for your
assessor, internal verifier and external verifier to see) or

) your assessor could provide an observation report of what they have seen and how it
shows that you are competent. This observation report would then form part of the evidence
in your portfolio.

Evidence can take many forms, for example, photographs, videos, audio tapes, CD-ROMs, floppy
disks and paper-based or digitally formatted documents. Information relating to practice
information must comply with legal requirements and best practice in the sector in relation to
confidentiality of information.

9.16 How do | keep track of what I've done?

We have designed a Record of Achievement form for you to keep track of your achievements.
We have provided a blank form for you to use if you want to.

We have also designed an Evidence Record Sheet for you to record your evidence and where it
is located.

The evidence record sheet (or a suitable alternative) will allow you, your assessor and the internal
and external verifiers to see what each piece of evidence refers to.

The evidence record sheet (or a suitable alternative) is mandatory — you must keep a record of
what has been assessed and where it can be found.

Your assessor may give you alternative forms to use. This is acceptable as long as they include all
the information needed.
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9.17 Where do | keep all my records?

You must keep your evidence record sheets (or alternatives that your assessor may give you)
together in a file. This is your Cumulative (that is, an ongoing) Assessment Record, or CAR for
short.

Your CAR belongs to you. It is your record of which evidence has been assessed and accepted by
your assessor as proof of your competence and it details where it can be found. Your assessor will
help you prepare your CAR.

9.18 Helpful Hints

When collecting evidence, the following will help you:

1 Start by thinking about what activities you do in your current role and match these to
the units of competence specified for the NVQ.

2 Identify evidence that you could gather naturally while carrying out your everyday work
and cross reference these to as many performance criteria and knowledge requirements as
possible (either within the same unit or across other units). Apply a single piece of evidence
to as many units as possible. This is not only economical in terms of collecting evidence, but
it also gives a more holistic, or rounded, picture of your competence.

3 Go for quality rather than quantity. Well chosen pieces of evidence can count for much
more than a vast amount of evidence which only loosely applies.

4 Mix the types of evidence you offer. A good mixture containing some observation of
practice, some products of your work, some witness reports and so on, leads to a more
streamlined, better-balanced approach which is more convincing to your assessor.

5 Choose evidence which reflects your current competence. Evidence can come from
things you did in the past but your assessor must be convinced that the evidence you offer
reflects your current competence.

6 Do not treat reference materials (such as company policies and training materials) as
evidence, because they do not demonstrate your competence, unless you can demonstrate
that you produced them or how you have used them in your everyday work.

7 You can also use your assessor’s records of your assessment as evidence.

8 You do not have to keep all evidence in a paper portfolio. If you keep evidence
somewhere else, for example, in a filing cabinet, or on a computer disk, record what the
evidence is and where the evidence is located. The location of evidence needs to be clearly
signposted on your evidence record sheet.

9 The NVQ units of competence do not form part of your evidence. You will probably want to
keep the units alongside your evidence for reference but we do not need you to include a
copy of the units with your evidence for assessment or verification.

10  Although not compulsory, you may find it useful to include a copy of your curriculum vitae
(CV) with your evidence to show your previous qualifications and work history.

11 Confidential and unavailable evidence. Your assessor should have access to this type of
evidence to assess your competence. However, in some cases your assessor’s description
of the evidence they have seen will be more suitable, depending on the type of evidence.

12  Show your evidence to your assessor regularly.
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Unit certificate

Once your assessor has decided that you have provided enough evidence to prove your
competence in a unit, they will sign the unit off, and you will not need to collect any more evidence
for that unit. A unit certificate can be claimed from OCR at this point. If you want to do this you
should discuss it with your assessor.

9.19 Can my evidence count towards Key Skills units?

The evidence you produce for your qualification may prove you have the skills required for the Key
Skills units. The individual units in this qualification have signposting to Key Skills indicated.
Further guidance should be requested from your Centre. You may also visit the OCR website
* for further details.

9.20 What happens if | have particular assessment needs?

We have tried to make sure that no unnecessary access restrictions will slow down your progress.
You must have the same chances as everyone else to prove your competence and collect
evidence. If you need mechanical, electronic or other aids to show your competence, please talk
to your assessor about this. You can use aids as long as they are generally commercially
available and it is practical to use them during your normal work.

9.21 Appeals

We do not think that you will ever have to use our appeals procedure, but if you do, the process is
described in the OCR publication Administrative Guide to Verified Qualifications - (code L526),
which can be downloaded from the OCR website [IIMBOCHOMINE. Select exams officers on the
home page and follow the link to verified qualifications.

9.22 What if | cannot complete enough units to claim a full NVQ?

NVQs are very flexible and allow you to achieve recognition for what you have achieved even if
you don't finish the whole qualification.

To gain a full NVQ certificate you must collect enough evidence to prove you are competent in all
the required units. If you cannot finish all of the units for the full qualification, you may claim a unit
certificate that lists the unit or units that have been signed off by your assessor. You may do
more than the necessary number of units in which case the additional units will be shown on your
unit certificate.

You should have the opportunity to claim unit certificates as you progress if you want to, rather
than waiting until everything is completed. If you want to do this you should discuss it with your
assessor.

You cannot fail an NVQ, and we do not grade your results. You are either competent or not
yet competent.
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10 Key Skills Signposting

Some candidates may want to put forward evidence from this NVQ towards their achievement of
the individual Key Skills units. To show where evidence from this NVQ may also provide evidence
opportunities for Key Skills, refer to the individual units for details of signposting of the national
occupational standards to the Key Skills specification.

Individual Key Skills units are available in the following six areas:

J Communication

o Application of Number

o Information Technology

o Working with Others

o Improving Own Learning and Performance

) Problem Solving

Signposting can only identify the possibility that a piece of evidence put forward for the NVQ may
also meet the requirements of the Key Skills. Each piece of evidence must be assessed against
the Key Skills specifications to see if it is suitable.
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11 Other Related OCR Qualifications

OCR offers a wide range of qualifications that are related to the requirements of SkillsActive.

11.1 General Qualifications

OCR Nationals

OCR Level 2 National Award in Sport

OCR Level 2 National Certificate in Sport

OCR Level 3 National Certificate in Sport

OCR Level 3 National Diploma in Sport

OCR Level 3 National Extended Diploma in Sport

11.2 Vocational Qualifications

These qualifications complement and support the activities undertaken with the Level 2 NVQ in
Instructing Exercise and Fitness.

OCR Level 2 Certificate in Teaching Exercise and Fitness
OCR Level 3 Certificate in Advanced Fitness Instructing (Gym)

OCR Level 1 NVQ in Sport, Recreation and Allied Occupations

OCR Level 2 NVQ in Sport, Recreation and Allied Occupations: Coaching, Teaching, Instructing in
the context of Association Football

OCR Level 2 NVQ in Sport, Recreation & Allied Occupations: Operational Services

OCR Level 2 NVQ in Sport, Recreation & Allied Occupations: Activity Leadership

OCR Level 3 NVQ in Sport, Recreation and Allied Occupations: Operations and Development
OCR Level 3 NVQ in Instructing Physical Activity and Exercise

OCR Level 3 Sport Management

OCR Level 3 Leisure Management
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12 Further Support and Information

12.1 General enquiries

For general enquiries relating to any of OCR’s vocational qualifications, please contact the OCR
Customer Contact Centre on:

Telephone: 024 76 851509
Fax: 024 76 851633
Email: vocational.qualifications@ocr.org.uk

Alternatively, you could visit OCR’s website at [IMIMMOCHOIGIER, for further information on, OCR
qualifications and ‘Interchange’, OCRs secure extranet.

12.2 Centre Approval, Candidate Registration and Certification

Operations Customer Support on 024 76 470033 or:

Operations
OCR

Progress House
Westwood Way
Coventry

CVv4 8JQ

12.3 Customer feedback

We welcome feedback from customers on all aspects of our provision. Comments relating to this
documentation should be sent to:

The OCR Professional Officer
Qualifications Division

OCR

Coventry Office

Westwood Way

Coventry

CVv4 8JQ
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12.4 OCR Training Events

Information on OCR’s training events for centres can be found on the OCR website by going to
, or by contacting:

OCR Training

Customer Support Division
Progress House
Westwood Way

Coventry CV4 8JQ

Telephone: 02476 496 398
Fax: 02476 496 399
Email: training@ocr.org.uk

12.5 OCR Publications

OCR'’s Publications Catalogue (A410) lists all the qualifications that OCR offers, and contains more
detail on how to order publications. It is available to download from the OCR website at
IWAASERBIENE o to order from the OCR Customer Contact Centre by telephoning 024 76
8515009.

If you would like to order any OCR publications, please contact:

OCR Publications
PO Box 5050
Annesley
Nottingham
NG15 0DL

Telephone: 0870 770 6622
Fax: 0870 770 6621
Email: publications@ocr.org.uk

12.6 Publications

Administrative Guide to Verified Qualifications (code L526)
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13 Appendix

REGISTER OF EXERCISE PROFESSIONALS
CODE OF ETHICAL PRACTICE

Introduction

The Register of Exercise Professionals is a rigorous system of self-regulation for all instructors,
coaches, trainers and teachers involved in supervising people who exercise and partake in
physical activity programmes. The Register has created a framework within which individual
instructors can achieve the highest standards of professionalism linked to best practice in the
health, fithess, and exercise industry.

Registration is achieved and maintained through the gaining of qualifications and training, which
are nationally recognised and linked to the National Occupational Standards for the fithess
industry.

Membership signifies that a fitness professional meets certain standards of good practice, and
professionals who join the register will need to:

Have gained a recognised and approved qualification

Demonstrate competence in their working environment

Be committed to their own (ongoing) professional development

Hold current CPR and first aid certificates

Have public liability insurance that meet the minimum requirements for registration
Adhere to an industry accepted Code of Ethical Practice

In isolation, any one of these six points is of little value — but together they measure the suitability
of individuals to be members of the fithess community and members of the Register. Any alleged
professional mis-conduct or avoidance of compliance with the terms of membership of

the Register will be referred to the Professional Practice Committee which will consider any need
for sanctions against the instructor, coach, trainer or teacher. The appropriate authority will deal
with any criminal allegations.

This Code of Ethical Practice defines what is best in good practice for professionals in the fitness
industry by reflecting on the core values of rights, relationships, responsibilities and standards. The
term ‘professional’ is used in a qualitative context in this Code and does not necessarily imply a
paid position or person. Exercise professionals who assent to this Code accept their responsibility
to people who participate in exercise; to other fithess professionals and colleagues; to their
respective fitness associations, professional bodies and institutes; to their employer; and to
society.

Background

It is important to establish, publicise and maintain standards of ethical behaviour in fitness
instructing practice, and to inform and protect members of the public and customers using the
services of exercise professionals.

Physical activity and exercise can contribute positively to the development of individuals. Itis a
vehicle for physical, mental, personal, social and emotional development. Such development is
enhanced if the individual is guided by an informed, thinking, caring and enlightened fitness
professional operating within an accepted ethical framework as a self-monitoring professional.

The role of the fitness professional is to:
¢ Identify and meet the needs of individuals
e Improve performance or fitness through programmes of safe, effective and enjoyable
exercise
e Create an environment in which individuals are motivated to maintain participation and
improve
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performance or fitness
Conform to ethical standards in a number of areas — humanity, relationships, co-operation,
integrity, advertising, confidentiality and personal standards.

There are four principles to this Code.

Principle 1 — Rights
Fitness professionals will:

Promote the rights of every individual to participate in exercise, and recognise that people
should be treated as individuals.

Respect the rights, dignity and worth of every human being and their ultimate right to self-
determination.

Specifically, exercise professionals must treat everyone equitably and

sensitively within the context of their activity and ability — regardless of gender, age,
disability, occupation, ethnic origin, colour, cultural background, marital status, sexual
orientation, religion or political opinion.

Not condone or allow to go unchallenged any form of discrimination, nor to publicly criticise
or engage in demeaning descriptions of others.

Be discreet in any conversations and not impart any personal information without consent.
Recognise the rights of individuals to confer with other professionals.

Principle 2 — Relationships
Fitness professionals will:

Develop a relationship with their customers based on openness, honesty, mutual trust and
respect.

Inform participant(s) of their qualifications, experience and Registration details and should
provide the opportunity for the participant to consent or decline for training/instruction by
that person and respect their opinions when making exercise decisions.

Not engage in behaviour that constitutes any form of abuse (physical, sexual, emotional,
neglect, bullying, etc).

Always, promote the welfare and best interests of their participants, and should encourage
and guide their customers to accept responsibility for their own behaviour and actions in
training and in their relationship with others.

Ensure that physical contact is appropriate and necessary and is carried out within
recommended guidelines and with the participant’s full consent and approval.

Avoid sexual intimacy with clients whilst instructing, or immediately after a training session,
and should arrange to transfer the client to another professional if it is clear than an intimate
relationship is developing.

Take action if they have a concern about the behaviour of an adult towards a child, and
must not engage in any form of sexually related contact with minors, including the use of
innuendo, flirting or inappropriate gestures and terms.

Be aware of the physical needs of people, especially those still growing, and ensure that
frequency, intensity, duration and type of training is appropriate.

Discuss with parents and other interested parties the potential impact of training
programmes offered to minors.

Clarify in advance with participants the number of sessions, fees (if any), method of
payment, and any other potential costs involved in participation.

Have an awareness of a conflict between their obligation to their customers and their
obligation to their trade association, professional institute, the Register or employer must
make explicit to all parties concerned the nature of the conflict, and the loyalties and
responsibilities involved.

Communicate and co-operate with other sports and allied professions in the best interests
of their customers. An example of such contact could be the seeking of advice from the
British Association of Sport Sciences.

Communicate and co-operate with registered medical, clinical and ancillary practitioners in
the diagnosis, treatment and management of participants’ medical, physical and mental
problems.
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Not to work with any other professional’s customer without first discussing or agreeing both with
the professional and customer involved.

Principle 3 — Personal Responsibilities
Fitness professionals will:

Demonstrate proper personal behaviour and conduct at all times.

Be fair, honest and considerate to all participants and others working in the fitness industry,
and will display control, respect, dignity and professionalism.

Project an image of health, cleanliness and functional efficiency, and display high standards
in use of language, manner, punctuality, preparation and presentation.

Not smoke, drink alcohol or use recreational drugs before or whilst instructing, or take
actions which could compromise the safety of participants.

Not adopt practices to accelerate performance or fithess improvements which might
jeopardise the safety, total well-being and future participation of their customer(s). Exercise
professionals must never advocate or condone the use of prohibited drugs or other banned
performance enhancing substances.

Ensure that the activities and training programmes they advocate and direct are appropriate
for the age, maturity, experience and ability of the participants(s).

Advertise their services taking respect of their qualifications, training, knowledge and ability
and must be accurate and professionally restrained. They must be able to present evidence
of current qualifications upon request and to be able to support any claim associated with
the promotion of their services.

Have valid public liability insurance cover to adequately and appropriately cover their legal
liability in the event of any claim being made.

Within the limits of their control, have a responsibility to ensure as far as possible the safety
of the participants with whom they work.

Principle 4 — Professional Standards
Fitness professionals will:
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Work towards attaining a high level of competence through qualifications and a
commitment to ongoing training that ensures safe and correct practice which will maximise
benefits and minimise risks to participants.

Promote the execution of safe and effective practice and plan all sessions so that they meet
the needs of participants, and are progressive and appropriate.

Need to accept responsibility for their actions, and recognise when it is appropriate to refer
to another professional or specialist.

Seek to achieve the highest level of qualification available and maintain up-to-date
knowledge of technical developments in the fitness industry.

Engage in self-analysis and reflection to identify professional needs, and to develop a
concept of lifelong learning and personal development.

Not assume responsibility for any role for which they are not qualified or prepared.

Confine themselves to practise those activities for which their training and competence is
recognised by the Register.

Training includes the accumulation of knowledge and skills through formal education,
independent research and the accumulation of relevant, verifiable experience. The National
Occupational Standards for coaching, teaching and instructing (and/or other appropriate
fithess awards) provide the framework for assessing competence at the different levels of
Register entry. Competence should normally be verified through evidence of qualifications
and not inferred solely from evidence of prior experience.

Welcome evaluation of their work by colleagues and be able to account to participants,
employers, trade associations, professional bodies and the Register for what they do, and
why.

Have a responsibility to themselves and their participants to maintain their own
effectiveness, resilience and abilities and need to manage their lifestyle to avoid
overtraining which might impair performance and cause injury.
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Contact us

Address Charter House

29A London Road

Croydon

Surrey

CRO 2RE

Telephone 00 44 (0)20 8686 6464
E-mail info@exerciseregister.org
Website www.exerciseregister.org
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