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NOCN Qualifications in IT User Skills (ITQ) 

Introduction 

 
NOCN has been providing a qualification and accreditation service to providers across the 
UK for over 25 years and is justifiably proud of its reputation as, “…a provider of fully 
accessible, trusted and flexible qualification and accreditation services”. 
 
Over the years, NOCN has worked effectively with centres for the benefit of learners 
across the country, with a mutual interest in providing a continuously improving service.  
NOCN, whilst retaining all the advantages of being a national body, has always provided a 
personal, bespoke service to its customers and prides itself on its local presence and 
expertise within communities. 
 
This document details the qualification specification and provides guidance to the training 
provider on assessment criteria and evidence requirements. 
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NOCN Qualifications in IT User Skills (ITQ) 

1.  About the qualifications 
 

The suite of NOCN ITQ qualifications’ Rules of Combination and units have been 
developed by e-skills UK, the Sector Skills Council (SSC) for Business and Information 
Technology, and are aligned to the National Occupational Standards (NOS) for IT Users, 
the nationally recognised standards for IT use.  
 
The suite of NOCN ITQ qualifications aims to equip individuals with the IT user skills 
needed for full participation in employment and society.  ITQ units can be gained across a 
range of situations and credit achieved can be taken by learners from school to college, 
from training programmes to the workplace, until the learner has achieved a full ITQ 
qualification. The suite of ITQ qualifications recognises employers’ needs for ICT 
qualifications that reflect real-world skills, and the challenges of work-place learning.  They 
enable recognition of the skills that employers want across the range of levels, have been 
successfully piloted in a wide range of companies and organisations, and are now a part of 
mainstream provision. They enable learning providers to target teaching and equipment 
resource effectively and use flexible approaches to assessment and delivery that ensure 
all learning counts towards a qualification, wherever it takes place.  
 
The NOCN ITQ qualifications are as follows: 
 

Qualification Number Qualification Title 

500/7810/0 NOCN Level 1 Award in IT User Skills (ITQ) 

500/7811/2 NOCN Level 1 Certificate in IT User Skills (ITQ) 

500/7812/4 NOCN Level 1 Diploma in IT User Skills (ITQ) 

500/7814/8 NOCN Level 2 Certificate in IT User Skills (ITQ) 

 
 
Why offer NOCN ITQ? 
 
NOCN can offer a unique service; our staff understand credit-based and unitised 
qualifications and have many years’ experience in using them to meet the needs of a wide 
range of learners. They can provide programmes of training and development support for 
teaching and learning staff that encourage the sharing of expertise and good practice.  
 
ITQ delivers the skills and learning that employers most need.  It has been developed to 
raise the IT user skills of the workforce and has been developed to address the skills gaps 
and shortages in the UK. The ITQ framework is continually being updated, so you can rely 
on IT user skills keeping pace with developing technology and employer needs.  
 

It is supported by government policy and the vision that an increased investment in the 
right skills will increase the pool of skilled employees.  People increasingly need the skills 
to exploit IT as well as use it, as technology becomes ever more sophisticated.  Employers 
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are being asked to take more responsibility for developing the skills of their workforce and 
the skills landscape in the UK is changing to reflect employer demand.  
 
Guided Learning Hours 
 
Guided Learning Hours (GLH) are a guide to the amount of teacher-supervised or directed 
study time a learner will need to complete the learning needed for a qualification. NOCN 
recognises that every learner is different and the actual time taken may vary beyond the 
minimum shown. 
 
Training providers not reliant on public funding measured by glh may find them a useful 
guide to the recommended length of a programme of study. The learning hours can be 
divided in any way, for example, a 20 glh hour programme could be delivered in 2 hours a 
week for 10 weeks or 8 hours a day for 3 days, depending on the course and learners. 
 
The total credit value for each qualification, and the recommended guided learning hours 
are shown on the next page. 
 
Total Qualification Time (TQT) 

Through consultation with users, TQT has been agreed by considering the total number of 
learning hours required for the average learner to achieve this qualification. 

TQT is split into two areas:  

 Guided Learning Hours (GLH): 
o learning activity under the immediate guidance or supervision of a lecturer, 

supervisor, tutor or other appropriate provider of education or training 
o includes the activity of being assessed if the assessment takes place under 

the immediate guidance or supervision of a lecturer, supervisor, tutor or other 
appropriate provider of education or training. 

 Other Learning Hours (OLH): 
o an estimate of the number of hours a learner will spend, as directed by (but 

not under the immediate guidance or supervision of) a lecturer, supervisor, 
tutor or other appropriate provider of education or training, including: 

 preparatory work 
 self-study 
 or any other form of education or training, including assessment.  

Examples of GLH activities include:  

 Classroom-based learning supervised by a teacher  

 Work-based learning supervised by a teacher  

 Live webinar or telephone tutorial with a teach in real time  

 E-learning supervised by a teacher in real time  

 All forms of assessment which take place under the immediate guidance or 
supervision of an appropriate provider of training  

 Exam time   
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Examples of OLH activities include:  

 Independent and unsupervised research/learning  

 Unsupervised compilation of a portfolio of work experience  

 Unsupervised e-learning  

 Unsupervised e-assessment   

 Unsupervised coursework  

 Watching a pre-recorded podcast or webinar  

 Unsupervised work-based learning  

The agreed Total Qualification Time has been used to identify the qualification’s Credit 
Value. 
 

Qualification Title Credit 
value 

GLH 
 

TQT 

NOCN Level 1 Award in IT User Skills (ITQ)  9 60 90 

NOCN Level 1 Certificate in IT User Skills (ITQ) 13 90 130 

NOCN Level 1 Diploma in IT User Skills (ITQ) 37 250 370 

NOCN Level 2 Certificate in IT User Skills (ITQ) 16 115 160 

 

 
How the Qualification Relates to Wider Education and Training Issues 
 
Units within these qualifications provide opportunities for tutors to address social, moral 
and ethical issues by raising the learner’s awareness and understanding of: 
 

 Confidentiality of information (employer and clients) 

 Computer misuse 

 The rights of an individual to be informed of and to access data held about them by 
an organisation (Data Protection Act) 

 The responsibility of honesty and accuracy in recording, manipulating and 
presenting data 

 The need to ensure data security 

 The copyrights of individuals and organisations over published electronic data. 
 
Units within these qualifications will also provide opportunities for tutors to address health 
and safety issues, environmental issues and European developments by raising the 
learner’s awareness and understanding of: 
 

 The correct procedures for working with IT equipment 

 Print consumables 

 The use of energy saving software 

 Repetitive strain injury. 
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Relationship with National Occupational Standards for IT Users 
 
The suite of NOCN ITQ qualifications relates to the NOS for IT Users developed by e-skills 
UK.  They provide a significant amount of knowledge, understanding and skills 
development that underpin occupational competence for IT Users. 
 
 
Language Requirements 
 
These qualifications are available in English and Welsh.  If you require the qualification(s) 
in Welsh, please contact your Account Manager. 
 
If you wish to offer this qualification in Irish (Gaeilge) then please contact NOCN who will 
review demand and provide as appropriate. 



 

 
 
 
 

8 

NOCN Qualifications in IT User Skills (ITQ) 

2.  Who the qualifications are for 
 

The NOCN suite of ITQ qualifications is aimed at all learners who may be using computers 
in their work, study, home or community.  
 
The qualifications are particularly suitable for: 
 
Employees and work-based learners 
 
ITQ is ideal for those in employment. They may be using IT as a significant part of their 
role or be developing new skills to meet the demands of a changing workplace. It is not 
limited to those working at a desk or with a PC, since tailored programmes can be 
designed for those working with other ICT systems such as retail, engineering or 
manufacturing.  
 
Unemployed, and those seeking work 
 
Nine out of 10 new jobs require people with IT user skills. Operating a computer and being 
able to use the internet and a word processor are essential skills for work as well as for 
life.  ITQ can be used to develop a tailored work preparation package, alongside other 
units such as those from the NOCN Progression Qualifications, to properly prepare the 
jobseeker for a positive return to work.  
 
Full-time students and under 16s 
 
All the learning and assessment for the units can be undertaken in school or college. 
Assessment of the units can be linked to work experience or work placement, giving the 
young person the opportunity to use evidence arising naturally from workplace tasks and 
activities.  ITQ can run alongside other qualifications, recognising IT skills development in 
other vocational areas and providing additional evidence of skills in high demand from 
employers.  
 

 
Minimum age for access to the NOCN ITQs 
 

Qualification Minimum age for access 
to the qualification 

NOCN Level 1 Award in IT User Skills (ITQ) 14* 

NOCN Level 1 Certificate in IT User Skills (ITQ) 14* 

NOCN Level 1 Diploma in IT User Skills (ITQ) 14* 

NOCN Level 2 Certificate in IT User Skills (ITQ) 14* 

 

* Please note that qualifications available to learners aged 14 do not cover the full 
programme of study for ICT at Key Stage 4 and therefore teaching to any of them 

would not be sufficient to cover the programme of study in the same way as a 
GCSE in ICT. 
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However, in order to allow for a spiky profile, learners aged 14-16 years will still be able to 
achieve Level 3 units as part of the Level 1 / Level 2 ITQ qualifications. 
 

In the delivery of NOCN units to learners where age restrictions have been removed, 
centres are required to exercise due diligence in respect of the following: 

 

 the learner’s needs and access to information and advice about the units offered 
and how the course of learning will meet their needs; 

 the learner’s present capacity to undertake the tasks set by tutors, and tutors 
understanding of  how particular tasks accord with the assessment criteria for the 
unit; 

 tutors should be fully conversant with the qualification guide for the unit offered to 
learners, and avail themselves of the NOCN external verifier provision or further 
advice and guidance in the delivery of units, where clarification is required; centres 
should consult the NOCN document Access to Fair Assessment Policy and 
Procedure which is available on the NOCN website; 

 centres will be required to have appropriate and up to date risk assessments and 
ensure that appropriate support and supervision is provided; appropriate specialist 
knowledge should be consulted where the possibility of any precipitate harm for 
learners or learners with particular characteristics is identified; NOCN may instigate 
consultation with the appropriate specialist where centres have not considered it 
necessary to do so or where it considers further specialist review is required;  

 the centre contact for the unit/qualification being delivered must ensure that all 
procedures relating to the delivery of the unit/qualification operate effectively in the 
centre. 

 
 

Restrictions on Learner Entry 
 
There are no restrictions on learner entry for these qualifications. 
 
Recommended Prior Learning 
 
There is no recommended prior learning for these qualifications. 
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QCF Level Descriptors 
 
For each level of unit/qualification learners will need to be able to demonstrate the following:  
 

Level Summary Knowledge and 
understanding 

Application and action Autonomy and 
accountability 

Entry 
Level – 
Entry 3 

Achievement at Entry 3 
reflects the ability to make 
use of skills, knowledge 
and understanding to carry 
out structured tasks and 
activities in familiar 
contexts, with appropriate 
guidance where needed. 
 

Use knowledge or 
understanding to carry out 
structured tasks and activities in 
familiar contexts. 
 
Know and understand the steps 
needed to complete structured 
tasks and activities in familiar 
contexts. 
 

Carry out structured tasks and 
activities in familiar contexts. 

Be aware of the consequences 
of actions for self and others. 
 

With appropriate 
guidance take 
responsibility for the 
outcomes of structured 
activities. 
 
Actively participate in 
activities in familiar 
contexts. 
 

Level 1 Achievement at Level 1 
reflects the ability to use 
relevant knowledge, skills 
and procedures to 
complete routine tasks. It 
includes responsibility for 
completing tasks and 
procedures subject to 
direction or guidance. 
 

Use knowledge of facts, 
procedures and ideas to 
complete well-defined, routine 
tasks. 
 
Be aware of information relevant 
to the area of study or work. 
 

Complete well-defined routine 
tasks. 

Use relevant skills and 
procedures. 

Select and use relevant 
information. 

Identify whether actions have 
been effective. 

Take responsibility for 
completing tasks and 
procedures subject to 
direction or guidance as 
needed 
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Level Summary Knowledge and 
understanding 

Application and action Autonomy and 
accountability 

Level 2 Achievement at Level 2 
reflects the ability to select 
and use relevant 
knowledge, ideas, skills 
and procedures to 
complete well-defined 
tasks and address 
straightforward problems. It 
includes taking 
responsibility for 
completing tasks and 
procedures and exercising 
autonomy and judgment 
subject to overall direction 
or guidance. 

Use understanding of facts, 
procedures and ideas to 
complete well-defined tasks and 
address straightforward 
problems. 
 
Interpret relevant information 
and ideas.  
 
Be aware of the types of 
information that are relevant to 
the area of study or work. 
 

Complete well-defined, generally 
routine tasks and address 
straightforward problems. 
 
Select and use relevant skills 
and procedures. 
 
Identify, gather and use relevant 
information to inform actions. 
 
Identify how effective actions 
have been. 
 

Take responsibility for 
completing tasks and 
procedures. 
 
Exercise autonomy and 
judgment subject to 
overall direction or 
guidance. 
 

 

 

Extracted from: Level descriptors for the QCF - Version 3, QCDA’s website February 2010 
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Recognition of Prior Learning 

Recognition of prior learning is an assessment method leading to the award of credit.  The 
process involves considering if a learner can meet the specified assessment requirements 
for a unit through knowledge, understanding or skills that they possess already as a 
consequence of which they do not need to undertake a course of learning. 

Centres are encouraged to recognise the previous achievements and experiences, both 
formal, for example through accredited units or qualifications or informal, for example 
through continuous learning.  This involves the recognition of achievement from a range of 
activities that will have been assessed through any valid method of assessment.  When 
using the process of the recognition of prior learning, it is essential that the assessment 
requirements of a specific unit or, more exceptionally, a qualification have been met.  The 
evidence of learning provided must be sufficient, reliable, authentic and valid.  Evidence is 
not time-limited. 
 
Progression Opportunities 
 
The suite of NOCN ITQ qualifications enables progression to employment, further learning 
opportunities within employment, or further study. Learners can gain units from a range of 
environments such as school, workplace or college that are gained in a practical context 
and contribute to the achievement of a full ITQ qualification using the appropriate Rules of 
Combination. The use of units from different levels through a ‘spiky profile’ will allow an 
individual to build on their learning in preparation for moving on to the next level of ITQ. 
 
The close relationship between ITQ units and NOS for IT Users will allow employers to see 
how IT learning can meet the needs of their business. 
 
Learners with Particular Requirements 
 
Assessment within the suite of NOCN ITQ qualifications is designed to be accessible and 
inclusive.  The unit based approach allows flexibility by enabling learners to achieve the 
qualification in stages.  The assessment methodology is appropriate and rigorous for 
individuals or groups of learners. 
 
If you are a NOCN Recognised Centre and have learners with particular requirements, 
please see the NOCN Reasonable Adjustments Policy and Procedure found on the 
NOCN website at www.nocn.org.uk 
 
This policy gives clear guidance on the reasonable adjustments and arrangements that 
can be made to take account of disability or learning difficulty without compromising the 
assessment criteria. 
 
The NOCN Centre Recognition process requires the centre to hold policy statements on 
Equal Opportunities, Diversity and Disability Discrimination which will be reviewed by 
NOCN. Please contact assurance@nocn.org.uk for further details.  
 
 
 

http://www.nocn.org.uk/
mailto:assurance@nocn.org.uk
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3.  Achieving the qualifications 
 

The minimum Credit Value for achievement of each qualification is as follows: 
 

Title Credit Value 

NOCN Level 1 Award in IT User Skills (ITQ) 9 

NOCN Level 1 Certificate in IT User Skills (ITQ) 13 

NOCN Level 1 Diploma in IT User Skills (ITQ) 37 

NOCN Level 2 Certificate in IT User Skills (ITQ) 16 

 
 

Entry Level 3 units can be included in the Level 1 qualifications to allow for learners’ spiky 
profiles. 
 

Equivalences and Exemptions1 
 
The QCF enables learners to avoid duplication of learning and assessment through 
equivalences or exemptions as follows: 
 

 For achievements within the QCF it is possible to transfer credits (equivalent) 

 Individuals with certificated achievements outside the QCF can claim exemption 
from the requirement to achieve credits for designated units. 

 
Percentage Equivalence / Exemption Allowable 
 
100% exemption towards any of the NOCN ITQ qualifications will not be accepted; NOCN 
will accept up to 70% exemption, which requires learners to complete 30% new learning in 
order to achieve an ITQ qualification.  New learning must include any mandatory unit 
within a qualification, as no exemptions can be claimed for mandatory units. 
 
Equivalent Units 
 
An equivalent unit is a unit from a different qualification, within the QCF, that is deemed to 
be of equivalent value so can count towards a qualification in place of a designated unit.  
Any units that have been identified for use as equivalents are named within the Rules of 
Combination for each qualification.  
 

The following rules apply to the use of equivalent units: 
 

 The identified equivalent unit must have the same or higher credit value than the 
ITQ unit 

 The identified equivalent unit must be at the same or higher level than the ITQ 
unit. 

                                                   
1Regulatory arrangements for the Qualifications and Credit Framework, Ofqual August 2008 
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The achievement of the NOS by accredited learning is counted against the unit that relates 
to that NOS at the same level.  Exemptions will therefore include ITQ units achieved in 
other QCF qualifications accredited by QCDA/Ofqual. 
 
In addition, units with identical titles, with the same credit value or higher and at the same 
level or higher, are automatically made equivalent by the QCF IT system. 
 
If the learner achieves two units at different levels with identical titles, only the highest 
level unit would count towards the required credit total for the qualification, not both. The 
following is an example: 

 
A learner completes Word Processing at Level 1 (3 credits) and Word Processing at Level 
2 (4 credits).  Only the 4 credits from the higher level unit can be counted towards 
the achievement of the qualification.  
 
For a learner to be able to claim credit from an equivalent unit they will need to meet the 
following requirements: 
 

 The qualification or unit must have been achieved in the 3 years prior to 
registration 

 Copies of the certificate/s must be verified by the centre as valid at the 
beginning of the course and presented with the learner’s work for internal and 
external verification 

 The overall achievement must meet requirements of the Rules of Combination 
for the qualification 

 
Within the ITQ qualifications, e-skills UK have identified units that they recognise as 
equivalent units. This means within the Rules of Combination there are named units that 
allow any previous achievement to count towards the credit requirements of the ITQ 
qualifications. The units that have been identified as equivalents are: 
 
ICT Functional Skills (FS ICT) 
 
ICT Functional Skills (FS ICT) at Level 1 and 2 are treated as equivalent to any one of the 
following three units based on the areas of competence relating directly to FS ICT: 
 

- IT User Fundamentals (IUF:FS) 
- IT Communication Fundamentals (ICF:FS) 
- IT Software Fundamentals (ISF:FS) 
 

Either ICT Functional Skills at Level 1 or Level 2 would count as 5 credits towards the 
achievement of an ITQ qualification, subject to the Rules of Combination for that particular 
qualification 
 
If the ICT Functional Skills qualification was used as an equivalent against one of the 
above three units the credit achievement of the remaining two units would not be counted 
towards the achievement of an ITQ qualification.  This is because these units have been 
barred against each other when ICT Functional Skills has been used as an equivalent. 
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See also the sections relating to ITQ Award, Certificate and Diploma requirements for 
information on barred combinations when ICT Functional Skills are used. 
 
Sector Specific Units (only applicable to ITQ Certificates and Diplomas) 

 
A Sector Specific Unit (SSU) is a QCF or SCQF accredited unit from another sector. It 
can be used as an equivalent unit with the following constraints: 
 

 The SSU may only contribute a limited number of credits (for a Level 1 Certificate 
no more than 3 credits; for Level 2 the maximum is 4 credits). 

 The SSU may be at any level, however the credit value of the SSU does not 
count towards the requirement for half the optional unit credits to be at the same 
level as the qualification. 

 
Exemptions 
 
An exemption unit allows the learner to claim exemption from some of the achievement 
requirements of a QCF qualification using evidence of certificated, non-QCF achievement 
deemed to be of an equivalent value to units within the qualification.  
 
Within the ITQ qualifications, previous achievement of qualifications and units within the 
NQF can be used towards the achievement of an ITQ qualification in the following 
situations: 

 Units from previous ITQs accredited by QCDA – the achievement of the NOS by 
accredited learning is counted against the unit that relates to that NOS at the same 
level.  Exemptions will therefore include ITQ units achieved in NQF qualifications 
accredited by QCDA/Ofqual 

 The qualification or unit must be included on the e-skills UK ‘Contributing 
Qualifications’ list 

 The qualification or unit must have been achieved in the 3 years prior to 
registration  

 Copies of the certificate/s must be verified by the centre as valid at the beginning 
of the course and presented with the learner’s work for internal and external 
verification 

 Learners must achieve any mandatory units within the qualifications, as no 
exemptions can be claimed for mandatory units. 

 
Please refer to the: 

 e-skills UK register of contributing units for an up to date list of exemptions, 
available on the e-skills UK website http://itq.e-skills.com/Framework/Contributing-
Units 

 IT for User Skills Qualifications (ITQ) Additional Guidance v1 November 10 
available on the NOCN website

http://itq.e-skills.com/Framework/Contributing-Units
http://itq.e-skills.com/Framework/Contributing-Units
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Rules of Combination2 
 
ITQ Award Qualifications  
 

Award Level Level 1  
 
 

Credit value (min) 9 

Mandatory unit n/a 

Optional units 
(Two thirds of optional 
credits must be at the 
qualification level) 

Minimum 6 credits at Level 1. 

Equivalent units ICT Functional Skills qualifications can count as achievement 
against any of the three units with embedded Functional Skills 
(IUF:FS – ICF:FS – ISF:FS). 

Only one unit with the same title at different levels can be 
counted towards the total credit achievement. 

Exempt units Learners may have already achieved or partially achieved other 
IT qualifications. It may be possible to count this achievement 
towards an ITQ unit or qualification. An up to date record of 
contributing units and qualifications can be found on the e-skills 
UK website at: 
http://itq.e-skills.com/Framework/Contributing-Units. 

 
 

Key requirements for NOCN ITQ Award Qualifications 
 

 There is no mandatory unit in ITQ Award qualification.  The unit ‘Improving 
Productivity using IT’, which is mandatory for the ITQ Certificates and Diplomas, 
may be included as an optional unit within the ITQ Award. 

 Two thirds of the credits must be at the level of the Award. 

 ICT Functional Skills – Equivalent Units 

- Level 1 Award – Achievement of Level 1 or Level 2 ICT Functional Skills will 
be accepted.  (Please note that Level 1 ICT Functional Skills would provide 
5 credits of equivalency.  Level 2 ICT Functional Skills can only provide 3 
credits of equivalency, as a minimum of 6 credits must be at Level 1. 

 
 
 
 
 
 
 
 
 
Example ITQ Awards 

                                                   
2 ITQ Qualification Structure, e-skills UK (Genny Dixon and Jo Compton), 31st March 2009 

http://itq.e-skills.com/Framework/Contributing-Units
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 Level 1 Award in IT User Skills (ITQ) 
(Including ICT Functional Skills, used as an equivalent unit) 

 

Unit Credits 

IT User Fundamentals - Equivalent (this is shown as an equivalent unit 
due to the achievement of the L1 ICT Functional Skills) 

5 

L1 Using Email 2 

L1 Personal Information Management Software  2 

Minimum credits for full Award = 9     Total credits 9 
 
 

 Level 1 Award in IT User Skills (ITQ) 
(Including Entry Level units) 

 

Unit Credits 

L1 IT Communication Fundamentals 2 

E3 Using the Internet 1 

E3 Desktop Publishing Software 2 

L1 Word Processing Software 3 

L1 IT Security for Users 1 

Minimum credits for full Award = 9     Total Credits 9 
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ITQ Certificate Qualifications 
 

Certificate Level Level 1 Level 2* 

Credit value (min) 13 163 

Mandatory unit Level 1 Improving Productivity 
using IT  

(3 credits) 

Level 2 Improving Productivity 
using IT  

(4 credits) 

Optional units 
 
(At least half of the 
optional credits must 
be at or above the 
qualification level) 

10 credits or more 

Minimum 5 credits at Level 1 
or above 

Up to 3 credits at Entry 3 

12 credits or more 

Minimum 6 credits at Level 2 
or above 

Minimum 7 credits from 
units in ITQ Framework 

No credits at Entry 3 

Sector Specific 
Units (SSU) may 
also be included 

Maximum 3 credits at any 
relevant level 

Maximum 4 credits at any 
relevant level 

Equivalent units ICT Functional Skills qualifications can count as achievement 
against any of the three units with embedded Functional Skills 
(IUF:FS – ICF:FS – ISF:FS). 

Only one unit with the same title at different levels can be 
counted towards the total credit achievement. 

Exempt units Learners may have already achieved or partially achieved other 
IT qualifications. It may be possible to count this achievement 
towards an ITQ unit or qualification. An up to date record of 
contributing units and qualifications can be found on the e-skills 
UK website at: 
http://itq.e-skills.com/Framework/Contributing-Units. 

 
 

Achievement of the NOCN Level 2 Certificate in IT User Skills (ITQ) requires 

successful completion of 16 credits, which supports e-skills UK’s requirement for 

a full Level 2 qualification. 
 
 

Key requirements for NOCN ITQ Certificate Qualifications 

 One mandatory unit at the level of the Certificate 

 At least half of the optional credits must be at or above the level of the 
Certificate 

- Level 1 Certificate – at least 5 credits must be achieved at Level 1 or above 
- Level 2 Certificate – at least 6 credits must be achieved at Level 2 or above 

                                                   
3 Minimum credit requirement for the eligibility of the qualification for Full Level 2 funding status 

http://itq.e-skills.com/Framework/Contributing-Units
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 At Level 2, at least 7 optional credits must be taken from units on the ITQ 
Framework.  This means that a maximum of 5 credits can be counted from any 
achievement awarded as an equivalent.  For example if a learner uses ICT 
Functional Skills as equivalent credits, these would contribute 5 credits towards 
the qualification achievement. 

 Functional Skills ICT – Equivalent Units 

- Level 1 Certificate – Achievement of Level 1 or Level 2 ICT Functional Skills 
will be accepted 

- Level 2 Certificate – Achievement of Level 2 ICT Functional Skills will be 
accepted 

 Sector Specific Units - Equivalent 

A QCF or SCQF unit from another sector may be included (Sector Specific 
Unit - SSU), with the following constraints: 

- the SSU may only contribute a limited number of credits (Level 1 – 
maximum 3 credits; Level 2 – maximum 4 credits) 

- the SSU may be at any level; however, the credit value of the SSU does 
not count towards the requirement for half the optional credits to be at or 
above the same level of the qualification.  Credits from the SSU are 
therefore counted at the level below the ITQ qualification level. 

 
 

Example ITQ Certificates 
 

 Level 1 Certificate in IT User Skills (ITQ) 
 

Unit Credits 

L1 Improving Productivity Using IT       (Mandatory Unit) 3 

L1 IT User Fundamentals 3 

L1 Presentation Software 3 

L2 Using the Internet 4 

Minimum credits for full Certificate = 13    Total Credits 13 
 

 
 
 Level 2 Certificate in IT User Skills (ITQ) 

 

Unit Credits 

L2 Improving Productivity Using IT     (Mandatory Unit) 4 

L2 Optimising IT System Performance 4 

L2 Personal Information Management Software 2 

L2 Spreadsheet Software 4 

L1 Using Mobile IT Devices 2 

Minimum credits for full Certificate = 16    Total Credits 16 
 
 
 

 
ITQ Diploma Qualifications 



 

 
 
 

20 

NOCN Qualifications in IT User Skills (ITQ) 

 

Diploma Level Level 1  

Credit value (min) 37 

Mandatory unit Level 1 Improving Productivity 
using IT (3 credits) 

Optional units 

(At least half of the 
optional credits must 
be at or above the 
qualification level) 

34 credits or more 

Minimum 17 credits at Level 1 or 
above 

Up to 5 credits at Entry 3 

Sector Specific 
Units (SSU) may 
also be included 

Maximum 3 credits at any relevant 
level 

Equivalent units ICT Functional Skills qualifications can count as achievement 
against any of the three units with embedded Functional Skills 
(IUF:FS – ICF:FS – ISF:FS). 

Only one unit with the same title at different levels can be 
counted towards the total credit achievement. 

Exempt units Learners may have already achieved or partially achieved other 
IT qualifications. It may be possible to count this achievement 
towards an ITQ unit or qualification. An up to date record of 
contributing units and qualifications can be found on the e-skills 
UK website at: 

http://itq.e-skills.com/Framework/Contributing-Units 

 
 

Key requirements for ITQ Diploma Qualifications 

 One mandatory unit at the level of the Diploma 

 At least half of the optional credits must be at or above the level of the 
Diploma 

- Level 1 Diploma – at least 17 credits must be achieved at Level 1 or above 

 Functional Skills ICT – Equivalent 

- Level 1 Diploma – Achievement of Level 1 or Level 2 ICT Functional Skills 
will be accepted 

 Sector Specific Units – Equivalent 

A QCF or SCQF unit from another sector may be included (Sector Specific 
Unit - SSU), with the following constraints: 

- the SSU may only contribute a limited number of credits (Level 1 – 
maximum 3 credits) 

 
- the SSU may be at any level; however, the credit value of the SSU does 

not count towards the requirement for half the optional credits to be at or 

http://itq.e-skills.com/Framework/Contributing-Units
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above the same level of the qualification.  Credits from the SSU are 
therefore counted at the level below the ITQ qualification level. 

 
 

Example ITQ Diplomas 
 

 Level 1 ITQ Diploma in IT User Skills 
(including a Sector Specific Unit - SSU) 

 

Unit Credits 

L1 Improving Productivity Using IT       (Mandatory Unit) 3 

L1 IT User Fundamentals 3 

L1 IT Communication Fundamentals 2 

L1 IT Software Fundamentals 3 

L1 Using Collaborative Technologies 3 

L1 Personal Information Management Software 2 

L1 Database Software 3 

L2 Presentation Software 4 

L2 Word Processing Software 4 

L2 Using Email 3 

L2 Spreadsheet Software 4 

E3 Functional Maths (SSU)* 3 

Minimum credits for full Diploma = 37      Total Credits 37 
 

* In the example above, the SSU can contribute a maximum of 3 credits at L1. 
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Achieving the Qualifications 
 

These qualifications are awarded to learners who successfully achieve an approved 
combination of units.  Assessment for each unit is designed by the Centre in accordance 
with the NOCN Assessment Definitions Document, which is available in the Recognised 
Centre Handbook area of the NOCN website, and on pages 35 – 47 of this Guide.  There 
is no further assessment to achieve the qualification. 
 
 
Resources 
 
E-skills UK have developed a website to support both providers and learners:  
www.e-skills.com/itq. 
 
In addition to this Qualification Guide, Centres, Internal Verifiers and External Verifiers will 
need to refer to the following: 
 

 e-skills UK’s register of contributing units for an up to date list of exemptions 
http://itq.e-skills.com/Framework/Contributing-Units 

 Details of e-skills UK’s ITQ framework and list of units http://itq.e-
skills.com/Framework/ITQ-Units-and-Credit-Values/ 

 The Register of Regulated Qualifications http://register.ofqual.gov.uk 
 
 
 

http://www.e-skills.com/itq
http://itq.e-skills.com/Framework/Contributing-Units
http://itq.e-skills.com/Framework/ITQ-Units-and-Credit-Values/
http://itq.e-skills.com/Framework/ITQ-Units-and-Credit-Values/
http://register.ofqual.gov.uk/
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4.  The qualification units 

 

Please click on the hyperlinks on the following pages to access the units from the NOCN 
website. 
 
An explanation of the kind of activity, assessment and evidence expected at the appropriate 
level is given in the NOCN Assessment Definitions Document, which is available in the 
Recognised Centre Handbook area of the NOCN website, and on pages 35 – 47 of this Guide. 
 
 
NOCN Level 1 Award in IT User Skills (ITQ) 
 

Unit Code 
 
Unit Title 

Mandatory or 
Optional 

Credit 
Value  Level 

H/502/0177 Audio and Video Software Optional 2 E3 

K/502/4389 Audio Software Optional 2 1 

D/502/4390 Audio Software Optional 3 2 

H/502/4391 Audio Software Optional 4 3 

A/502/4395 Bespoke Software Optional 2 1 

F/502/4396 Bespoke Software Optional 3 2 

J/502/4397 Bespoke Software Optional 4 3 

Y/502/0189 Computer Basics Optional 1 E3 

Y/502/0192 Computer Security and Privacy Optional 1 E3 

F/502/4401 Computerised Accounting Software Optional 2 1 

J/502/4402 Computerised Accounting Software Optional 3 2 

L/502/4403 Computerised Accounting Software Optional 5 3 

F/502/4558 Data Management Software Optional 2 1 

J/502/4559 Data Management Software Optional 3 2 

A/502/4560 Data Management Software Optional 4 3 

R/502/2216 Data Management Software Optional 2 E3 

H/502/4553 Database Software Optional 3 1 

M/502/4555 Database Software Optional 4 2 

T/502/4556 Database Software Optional 6 3 

J/502/0169 Database Software  Optional 2 E3 

L/502/0173 Design and Imaging Software Optional 2 E3 

M/502/4572 Design Software Optional 3 1 

T/502/4573 Design Software  Optional 4 2 

A/502/4574 Design Software  Optional 5 3 

Y/502/4565 Desktop Publishing Software Optional 3 1 

D/502/4566 Desktop Publishing Software Optional 4 2 

H/502/4567 Desktop Publishing Software Optional 5 3 

Y/502/0175 Desktop Publishing Software Optional 2 E3 

D/502/0193 Digital Lifestyle Optional 1 E3 

J/502/4609 Drawing and Planning Software Optional 2 1 

A/502/4610 Drawing and Planning Software Optional 3 2 

F/502/4611 Drawing and Planning Software Optional 4 3 

J/502/4612 Imaging Software Optional 3 1 

http://www.nocn.org.uk/assets/0000/8577/J-502-0169.pdf
http://www.nocn.org.uk/assets/0000/8936/T-502-4573.pdf
http://www.nocn.org.uk/assets/0000/2975/A-502-4574.pdf
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Unit Code 
 
Unit Title 

Mandatory or 
Optional 

Credit 
Value  Level 

     

L/502/4613 Imaging Software Optional 4 2 

R/502/4614 Imaging Software Optional 5 3 

T/502/4153 Improving Productivity Using IT Optional 3 1 

J/502/4156 Improving Productivity Using IT Optional 4 2 

L/502/4157 Improving Productivity Using IT Optional 5 3 

Y/502/4291 IT Communication Fundamentals Optional 2 1 

D/502/4292 IT Communication Fundamentals Optional 2 2 

R/502/4256 IT Security for Users Optional 1 1 

Y/502/4257 IT Security for Users Optional 2 2 

D/502/4258 IT Security for Users Optional 3 3 

L/502/4384 IT Software Fundamentals Optional 3 1 

R/502/4385 IT Software Fundamentals Optional 3 2 

J/502/4206 IT User Fundamentals Optional 3 1 

L/502/4207 IT User Fundamentals Optional 3 2 

T/502/0166 IT User Fundamentals Optional 2 E3 

D/502/4616 Multimedia Software Optional 4 2 

Y/502/4615 Multimedia Software Optional 3 1 

H/502/4617 Multimedia Software Optional 6 3 

D/502/4244 Optimise IT System Performance Optional 2 1 

H/502/4245 Optimise IT System Performance Optional 4 2 

K/502/4246 Optimise IT System Performance Optional 5 3 

Y/502/4369 Personal Information Management Software Optional 2 1 

L/502/4370 Personal Information Management Software Optional 2 2 

J/502/2214 Personal Information Management Software Optional 1 E3 

K/502/4621 Presentation Software Optional 3 1 

M/502/4622 Presentation Software Optional 4 2 

T/502/4623 Presentation Software Optional 6 3 

A/502/0170 Presentation Software Optional 2 E3 

R/502/0191 Productivity Programmes Optional 1 E3 

K/502/4618 Project Management Software Optional 3 1 

M/502/4619 Project Management Software Optional 4 2 

H/502/4620 Project Management Software Optional 5 3 

Y/502/4209 Set Up an IT System Optional 3 1 

L/502/4210 Set Up an IT System Optional 4 2 

R/502/4211 Set Up an IT System Optional 5 3 

L/502/4398 Specialist Software Optional 2 1 

R/502/4399 Specialist Software Optional 3 2 

A/502/4400 Specialist Software  Optional 4 3 

L/502/2215 Specialist/Bespoke Software Optional 2 E3 

A/502/4624 Spreadsheet Software Optional 3 1 

F/502/4625 Spreadsheet Software Optional 4 2 

J/502/4626 Spreadsheet Software Optional 6 3 

F/502/0168 Spreadsheet Software Optional 2 E3 

L/502/0190 The Internet and World Wide Web Optional 1 E3 

http://www.nocn.org.uk/assets/0000/2497/A-502-4400.pdf
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Unit Code 
 
Unit Title 

Mandatory or 
Optional 

Credit 
Value  Level 

A/502/4378 Using Collaborative Technologies Optional 3 1 

T/502/4380 Using Collaborative Technologies Optional 6 3 

F/502/4379 Using Collaborative Technologies Optional 4 2 

J/502/4299 Using Email Optional 2 1 

M/502/4300 Using Email Optional 3 2 

T/502/4301 Using Email Optional 3 3 

J/502/0172 Using Email Optional 1 E3 

H/502/4374 Using Mobile IT Devices Optional 2 1 

K/502/4375 Using Mobile IT Devices Optional 2 2 

D/502/0176 Using Mobile IT Devices Optional 1 E3 

T/502/4296 Using the Internet Optional 3 1 

A/502/4297 Using the Internet Optional 4 2 

F/502/4298 Using the Internet Optional 5 3 

F/502/0171 Using the Internet Optional 1 E3 

K/502/4392 Video Software Optional 2 1 

M/502/4393 Video Software Optional 3 2 

T/502/4394 Video Software Optional 4 3 

L/502/4630 Website Software Optional 3 1 

R/502/4631 Website Software Optional 4 2 

Y/502/4632 Website Software Optional 5 3 

L/502/4627 Word Processing Software Optional 3 1 

R/502/4628 Word Processing Software Optional 4 2 

Y/502/4629 Word Processing Software Optional 6 3 

A/502/0167 Word Processing Software Optional 2 E3 

 
 
NOCN Level 1 Certificate in IT User Skills (ITQ) 
 

Unit Code Unit Title 
Mandatory or 

Optional 
Credit 
Value  Level 

T/502/4153 Improving Productivity Using IT Mandatory 3 1 

H/502/0177 Audio and Video Software Optional 2 E3 

K/502/4389 Audio Software Optional 2 1 

D/502/4390 Audio Software Optional 3 2 

H/502/4391 Audio Software Optional 4 3 

A/502/4395 Bespoke Software Optional 2 1 

F/502/4396 Bespoke Software Optional 3 2 

J/502/4397 Bespoke Software Optional 4 3 

Y/502/0189 Computer Basics Optional 1 E3 

Y/502/0192 Computer Security and Privacy Optional 1 E3 

F/502/4401 Computerised Accounting Software Optional 2 1 

J/502/4402 Computerised Accounting Software Optional 3 2 

L/502/4403 Computerised Accounting Software Optional 5 3 

F/502/4558 Data Management Software Optional 2 1 

J/502/4559 Data Management Software Optional 3 2 

http://www.nocn.org.uk/assets/0000/1819/F-502-4298.pdf
http://www.nocn.org.uk/assets/0000/3826/Y-502-0189.pdf
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Unit Code Unit Title 
Mandatory or 

Optional 
Credit 
Value  Level 

A/502/4560 Data Management Software Optional 4 3 

R/502/2216 Data Management Software Optional 2 E3 

H/502/4553 Database Software Optional 3 1 

M/502/4555 Database Software Optional 4 2 

T/502/4556 Database Software Optional 6 3 

J/502/0169 Database Software Optional 2 E3 

L/502/0173 Design and Imaging Software Optional 2 E3 

M/502/4572 Design Software Optional 3 1 

T/502/4573 Design Software Optional 4 2 

A/502/4574 Design Software Optional 5 3 

Y/502/4565 Desktop Publishing Software Optional 3 1 

D/502/4566 Desktop Publishing Software Optional 4 2 

H/502/4567 Desktop Publishing Software Optional 5 3 

Y/502/0175 Desktop Publishing Software Optional 2 E3 

D/502/0193 Digital Lifestyle Optional 1 E3 

J/502/4609 Drawing and Planning Software Optional 2 1 

A/502/4610 Drawing and Planning Software Optional 3 2 

F/502/4611 Drawing and Planning Software Optional 4 3 

J/502/4612 Imaging Software Optional 3 1 

L/502/4613 Imaging Software Optional 4 2 

R/502/4614 Imaging Software Optional 5 3 

Y/502/4291 IT Communication Fundamentals Optional 2 1 

D/502/4292 IT Communication Fundamentals Optional 2 2 

R/502/4256 IT Security for Users Optional 1 1 

Y/502/4257 IT Security for Users Optional 2 2 

D/502/4258 IT Security for Users Optional 3 3 

L/502/4384 IT Software Fundamentals Optional 3 1 

R/502/4385 IT Software Fundamentals Optional 3 2 

J/502/4206 IT User Fundamentals Optional 3 1 

L/502/4207 IT User Fundamentals Optional 3 2 

T/502/0166 IT User Fundamentals Optional 2 E3 

D/502/4616 Multimedia Software Optional 4 2 

Y/502/4615 Multimedia Software Optional 3 1 

H/502/4617 Multimedia Software Optional 6 3 

D/502/4244 Optimise IT System Performance Optional 2 1 

H/502/4245 Optimise IT System Performance Optional 4 2 

K/502/4246 Optimise IT System Performance Optional 5 3 

Y/502/4369 Personal Information Management Software Optional 2 1 

L/502/4370 Personal Information Management Software Optional 2 2 

J/502/2214 Personal Information Management Software  Optional 1 E3 

K/502/4621 Presentation Software Optional 3 1 

M/502/4622 Presentation Software Optional 4 2 

T/502/4623 Presentation Software Optional 6 3 

A/502/0170 Presentation Software Optional 2 E3 

R/502/0191 Productivity Programmes Optional 1 E3 

http://www.nocn.org.uk/assets/0000/4562/J-502-4206.pdf
http://www.nocn.org.uk/assets/0000/3715/L-502-4207.pdf
http://www.nocn.org.uk/assets/0000/2503/Y-502-4615.pdf
http://www.nocn.org.uk/assets/0000/4308/J-502-2214.pdf
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Unit Code Unit Title 
Mandatory or 

Optional 
Credit 
Value  Level 

K/502/4618 Project Management Software Optional 3 1 

M/502/4619 Project Management Software Optional 4 2 

H/502/4620 Project Management Software Optional 5 3 

Y/502/4209 Set Up an IT System Optional 3 1 

L/502/4210 Set Up an IT System Optional 4 2 

R/502/4211 Set Up an IT System Optional 5 3 

L/502/4398 Specialist Software Optional 2 1 

R/502/4399 Specialist Software Optional 3 2 

A/502/4400 Specialist Software Optional 4 3 

L/502/2215 Specialist/Bespoke Software Optional 2 E3 

A/502/4624 Spreadsheet Software Optional 3 1 

F/502/4625 Spreadsheet Software Optional 4 2 

J/502/4626 Spreadsheet Software  Optional 6 3 

F/502/0168 Spreadsheet Software Optional 2 E3 

L/502/0190 The Internet and World Wide Web Optional 1 E3 

A/502/4378 Using Collaborative Technologies Optional 3 1 

T/502/4380 Using Collaborative Technologies Optional 6 3 

F/502/4379 Using Collaborative Technologies Optional 4 2 

J/502/4299 Using Email Optional 2 1 

M/502/4300 Using Email Optional 3 2 

T/502/4301 Using Email Optional 3 3 

J/502/0172 Using Email Optional 1 E3 

H/502/4374 Using Mobile IT Devices Optional 2 1 

K/502/4375 Using Mobile IT Devices Optional 2 2 

D/502/0176 Using Mobile IT Devices Optional 1 E3 

T/502/4296 Using the Internet Optional 3 1 

A/502/4297 Using the Internet Optional 4 2 

F/502/4298 Using the Internet Optional 5 3 

F/502/0171 Using the Internet Optional 1 E3 

K/502/4392 Video Software Optional 2 1 

M/502/4393 Video Software Optional 3 2 

T/502/4394 Video Software Optional 4 3 

L/502/4630 Website Software Optional 3 1 

R/502/4631 Website Software Optional 4 2 

Y/502/4632 Website Software Optional 5 3 

L/502/4627 Word Processing Software Optional 3 1 

R/502/4628 Word Processing Software Optional 4 2 

Y/502/4629 Word Processing Software Optional 6 3 

A/502/0167 Word Processing Software Optional 2 E3 

 
 
 
 
 
 

http://www.nocn.org.uk/assets/0000/3279/J-502-4626.pdf
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NOCN Level 1 Diploma in IT User Skills (ITQ) 
 

Unit Code Unit Title 
Mandatory or 
Optional 

Credit 
Value  Level 

T/502/4153 Improving Productivity Using IT Mandatory 3 1 

H/502/0177 Audio and Video Software Optional 2 E3 

K/502/4389 Audio Software Optional 2 1 

D/502/4390 Audio Software Optional 3 2 

H/502/4391 Audio Software Optional 4 3 

A/502/4395 Bespoke Software Optional 2 1 

F/502/4396 Bespoke Software Optional 3 2 

J/502/4397 Bespoke Software Optional 4 3 

Y/502/0189 Computer Basics Optional 1 E3 

Y/502/0192 Computer Security and Privacy Optional 1 E3 

F/502/4401 Computerised Accounting Software Optional 2 1 

J/502/4402 Computerised Accounting Software Optional 3 2 

L/502/4403 Computerised Accounting Software Optional 5 3 

F/502/4558 Data Management Software Optional 2 1 

J/502/4559 Data Management Software Optional 3 2 

A/502/4560 Data Management Software Optional 4 3 

R/502/2216 Data Management Software Optional 2 E3 

H/502/4553 Database Software Optional 3 1 

M/502/4555 Database Software Optional 4 2 

T/502/4556 Database Software  Optional 6 3 

J/502/0169 Database Software Optional 2 E3 

L/502/0173 Design and Imaging Software Optional 2 E3 

M/502/4572 Design Software Optional 3 1 

T/502/4573 Design Software Optional 4 2 

A/502/4574 Design Software Optional 5 3 

Y/502/4565 Desktop Publishing Software Optional 3 1 

D/502/4566 Desktop Publishing Software Optional 4 2 

H/502/4567 Desktop Publishing Software Optional 5 3 

Y/502/0175 Desktop Publishing Software Optional 2 E3 

D/502/0193 Digital Lifestyle Optional 1 E3 

J/502/4609 Drawing and Planning Software Optional 2 1 

A/502/4610 Drawing and Planning Software Optional 3 2 

F/502/4611 Drawing and Planning Software Optional 4 3 

J/502/4612 Imaging Software Optional 3 1 

L/502/4613 Imaging Software Optional 4 2 

R/502/4614 Imaging Software Optional 5 3 

Y/502/4291 IT Communication Fundamentals Optional 2 1 

D/502/4292 IT Communication Fundamentals Optional 2 2 

R/502/4256 IT Security for Users Optional 1 1 

Y/502/4257 IT Security for Users Optional 2 2 

D/502/4258 IT Security for Users Optional 3 3 

L/502/4384 IT Software Fundamentals Optional 3 1 

R/502/4385 IT Software Fundamentals Optional 3 2 

http://www.nocn.org.uk/assets/0000/3625/T-502-4556.pdf
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Unit Code Unit Title 
Mandatory or 
Optional 

Credit 
Value  Level 

J/502/4206 IT User Fundamentals Optional 3 1 

L/502/4207 IT User Fundamentals Optional 3 2 

T/502/0166 IT User Fundamentals Optional 2 E3 

D/502/4616 Multimedia Software Optional 4 2 

Y/502/4615 Multimedia Software Optional 3 1 

H/502/4617 Multimedia Software Optional 6 3 

D/502/4244 Optimise IT System Performance Optional 2 1 

H/502/4245 Optimise IT System Performance Optional 4 2 

K/502/4246 Optimise IT System Performance Optional 5 3 

Y/502/4369 Personal Information Management Software Optional 2 1 

L/502/4370 Personal Information Management Software Optional 2 2 

J/502/2214 Personal Information Management Software Optional 1 E3 

K/502/4621 Presentation Software Optional 3 1 

M/502/4622 Presentation Software Optional 4 2 

T/502/4623 Presentation Software Optional 6 3 

A/502/0170 Presentation Software Optional 2 E3 

R/502/0191 Productivity Programmes Optional 1 E3 

K/502/4618 Project Management Software Optional 3 1 

M/502/4619 Project Management Software Optional 4 2 

H/502/4620 Project Management Software Optional 5 3 

Y/502/4209 Set Up an IT System Optional 3 1 

L/502/4210 Set Up an IT System Optional 4 2 

R/502/4211 Set Up an IT System Optional 5 3 

L/502/4398 Specialist Software Optional 2 1 

R/502/4399 Specialist Software Optional 3 2 

A/502/4400 Specialist Software Optional 4 3 

L/502/2215 Specialist/Bespoke Software Optional 2 E3 

A/502/4624 Spreadsheet Software Optional 3 1 

F/502/4625 Spreadsheet Software Optional 4 2 

J/502/4626 Spreadsheet Software Optional 6 3 

F/502/0168 Spreadsheet Software Optional 2 E3 

L/502/0190 The Internet and World Wide Web Optional 1 E3 

A/502/4378 Using Collaborative Technologies Optional 3 1 

T/502/4380 Using Collaborative Technologies Optional 6 3 

F/502/4379 Using Collaborative Technologies Optional 4 2 

J/502/4299 Using Email Optional 2 1 

M/502/4300 Using Email Optional 3 2 

T/502/4301 Using Email Optional 3 3 

J/502/0172 Using Email Optional 1 E3 

H/502/4374 Using Mobile IT Devices Optional 2 1 

K/502/4375 Using Mobile IT Devices Optional 2 2 

D/502/0176 Using Mobile IT Devices Optional 1 E3 

T/502/4296 Using the Internet Optional 3 1 

A/502/4297 Using the Internet Optional 4 2 

F/502/4298 Using the Internet Optional 5 3 
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Unit Code Unit Title 
Mandatory or 
Optional 

Credit 
Value  Level 

F/502/0171 Using the Internet Optional 1 E3 

K/502/4392 Video Software Optional 2 1 

M/502/4393 Video Software Optional 3 2 

T/502/4394 Video Software Optional 4 3 

L/502/4630 Website Software Optional 3 1 

R/502/4631 Website Software Optional 4 2 

Y/502/4632 Website Software Optional 5 3 

L/502/4627 Word Processing Software Optional 3 1 

R/502/4628 Word Processing Software Optional 4 2 

Y/502/4629 Word Processing Software Optional 6 3 

A/502/0167 Word Processing Software Optional 2 E3 

 
 
NOCN Level 2 Certificate in IT User Skills (ITQ) 
 

Unit Code 
 
Unit Title 

Mandatory or 
Optional 

Credit 
Value  Level 

J/502/4156 Improving Productivity Using IT Optional 4 2 

K/502/4389 Audio Software Optional 2 1 

D/502/4390 Audio Software Optional 3 2 

H/502/4391 Audio Software Optional 4 3 

A/502/4395 Bespoke Software Optional 2 1 

F/502/4396 Bespoke Software Optional 3 2 

J/502/4397 Bespoke Software Optional 4 3 

F/502/4401 Computerised Accounting Software Optional 2 1 

J/502/4402 Computerised Accounting Software Optional 3 2 

L/502/4403 Computerised Accounting Software Optional 5 3 

F/502/4558 Data Management Software Optional 2 1 

J/502/4559 Data Management Software Optional 3 2 

A/502/4560 Data Management Software Optional 4 3 

H/502/4553 Database Software Optional 3 1 

M/502/4555 Database Software Optional 4 2 

T/502/4556 Database Software Optional 6 3 

M/502/4572 Design Software Optional 3 1 

T/502/4573 Design Software Optional 4 2 

A/502/4574 Design Software Optional 5 3 

Y/502/4565 Desktop Publishing Software Optional 3 1 

D/502/4566 Desktop Publishing Software Optional 4 2 

H/502/4567 Desktop Publishing Software Optional 5 3 

J/502/4609 Drawing and Planning Software Optional 2 1 

A/502/4610 Drawing and Planning Software Optional 3 2 

F/502/4611 Drawing and Planning Software Optional 4 3 

J/502/4612 Imaging Software Optional 3 1 

L/502/4613 Imaging Software Optional 4 2 

R/502/4614 Imaging Software Optional 5 3 
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Unit Code 
 
Unit Title 

Mandatory or 
Optional 

Credit 
Value  Level 

Y/502/4291 IT Communication Fundamentals Optional 2 1 

D/502/4292 IT Communication Fundamentals Optional 2 2 

R/502/4256 IT Security for Users Optional 1 1 

Y/502/4257 IT Security for Users Optional 2 2 

D/502/4258 IT Security for Users Optional 3 3 

L/502/4384 IT Software Fundamentals Optional 3 1 

R/502/4385 IT Software Fundamentals Optional 3 2 

J/502/4206 IT User Fundamentals Optional 3 1 

L/502/4207 IT User Fundamentals Optional 3 2 

D/502/4616 Multimedia Software Optional 4 2 

Y/502/4615 Multimedia Software Optional 3 1 

H/502/4617 Multimedia Software Optional 6 3 

D/502/4244 Optimise IT System Performance Optional 2 1 

H/502/4245 Optimise IT System Performance Optional 4 2 

K/502/4246 Optimise IT System Performance Optional 5 3 

Y/502/4369 Personal Information Management Software Optional 2 1 

L/502/4370 Personal Information Management Software Optional 2 2 

K/502/4621 Presentation Software Optional 3 1 

M/502/4622 Presentation Software Optional 4 2 

T/502/4623 Presentation Software Optional 6 3 

K/502/4618 Project Management Software Optional 3 1 

M/502/4619 Project Management Software Optional 4 2 

H/502/4620 Project Management Software Optional 5 3 

Y/502/4209 Set Up an IT System Optional 3 1 

L/502/4210 Set Up an IT System Optional 4 2 

R/502/4211 Set Up an IT System Optional 5 3 

L/502/4398 Specialist Software Optional 2 1 

R/502/4399 Specialist Software Optional 3 2 

A/502/4400 Specialist Software Optional 4 3 

A/502/4624 Spreadsheet Software Optional 3 1 

F/502/4625 Spreadsheet Software Optional 4 2 

J/502/4626 Spreadsheet Software Optional 6 3 

A/502/4378 Using Collaborative Technologies Optional 3 1 

T/502/4380 Using Collaborative Technologies Optional 6 3 

F/502/4379 Using Collaborative Technologies Optional 4 2 

J/502/4299 Using Email Optional 2 1 

M/502/4300 Using Email Optional 3 2 

T/502/4301 Using Email Optional 3 3 

H/502/4374 Using Mobile IT Devices Optional 2 1 

K/502/4375 Using Mobile IT Devices Optional 2 2 

T/502/4296 Using the Internet Optional 3 1 

A/502/4297 Using the Internet Optional 4 2 

F/502/4298 Using the Internet Optional 5 3 

K/502/4392 Video Software Optional 2 1 

M/502/4393 Video Software Optional 3 2 

http://www.nocn.org.uk/assets/0000/4562/J-502-4206.pdf
http://www.nocn.org.uk/assets/0000/3715/L-502-4207.pdf
http://www.nocn.org.uk/assets/0000/8340/D-502-4616.pdf
http://www.nocn.org.uk/assets/0000/2503/Y-502-4615.pdf
http://www.nocn.org.uk/assets/0000/3412/H-502-4617.pdf
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Unit Code 
 
Unit Title 

Mandatory or 
Optional 

Credit 
Value  Level 

T/502/4394 Video Software Optional 4 3 

L/502/4630 Website Software Optional 3 1 

R/502/4631 Website Software Optional 4 2 

Y/502/4632 Website Software Optional 5 3 

L/502/4627 Word Processing Software Optional 3 1 

R/502/4628 Word Processing Software Optional 4 2 

Y/502/4629 Word Processing Software Optional 6 3 
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5.  How the qualifications are assessed 

 

Stage Responsibility 
 

Assessment task(s) set Centre 
 

Assessment task approved Centre (through internal verification 
process) 
 

Assessment task(s) assessed Centre 
 

Internally verified Centre 
 

Externally verified NOCN External Verifier 
 

 
The qualifications require achievement of the specified units with no further requirements 
for additional/summative assessment.  Achievement is therefore determined by successful 
completion of unit assessment.  The assessment process is as follows: 
 

 Assessments are internally set at the Centre by assessors, against the requirements 
detailed in the assessment criteria of the unit 

 The learners are assessed internally at the Centre, using the assessments set 

 The resulting portfolios of assessed evidence are internally verified by an Internal 
Verifier at the Centre  

 The portfolios of assessed evidence are externally verified by an External Verifier 
appointed by NOCN. 

 
 
5.1 Unit Assessment 
 
Achievement of units is through internally set, internally marked, internally verified and 
externally verified tasks, as detailed above.  Centres devise assessment activities to meet 
the specified assessment criteria detailed in each unit, guided by the Assessment 
Information Grid which accompanies each Unit Plus template and the NOCN Assessment 
Definitions Document, which is available in the Recognised Centre Handbook area on the 
NOCN website, and on pages 35 – 47 of this Guide.  Centres must also take into account 
the additional information provided in the unit Purpose and Aim.  The activity or activities 
set must enable the learners to meet the standards detailed in the assessment criteria.  
Centre devised assessments should be scrutinised by the Internal Verifier before use to 
ensure that they are fit for purpose.  Centre devised assessments will be sampled by the 
External Verifier to ensure reliability and validity of assessment. 
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Mandatory unit assessment4 
 
In order to reflect the standards of competence expected by employers, assessment of the 
mandatory unit (Improving Productivity using IT) within Certificates and Diplomas must 
demonstrate that candidates can apply their relevant skills and knowledge to develop a 
specified outcome, product or solution.  The candidate must independently determine, 
select and apply the necessary IT tools and techniques to achieve their goal. 
 
The assessment design must cover the following aspects: 
 

 Objectives for using IT – understanding the context in which IT is to be used 
or the conditions that may affect the way IT is to be used; understanding what 
outcome needs to be developed, and the expectations and requirements that 
the outcome must meet. 

 

 Application of IT skills and knowledge – understanding what is involved in a 
piece of work and the best way to get it done. 

 

 Evaluation of the use of IT – being able to evaluate the strengths and 
weaknesses of the use of IT, including identifying improvements to inform future 
work. 

 
 

                                                   
4 ITQ Assessment Strategy England, Wales and Northern Ireland, e-skills UK Sector Skills Council Ltd, 
March 2009 
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5.2  Assessment Definitions 
 

Assessment activity 
 
Case Studies 
 
Consideration of a particular, relevant situation or example, selected by the tutor or by learners, which enables learners to apply 
knowledge to specific situations.  May be used as a collective / group activity and discussed in a group of learners or by an individual 
learner.  Or may be used with individual learners as a written activity through case study materials and learner responses. 
 
The learning may be assessed by: 

 Tutor observation 

 Class discussion 

 One to one 

 Group tutorial discussion 
 
Evidence could include: 

 Tutor record of observation 

 Learner notes 

 Summary of class discussion 

 Tutorial notes 

 Audio/video/photographic record 
 

 Activity Assessment Evidence 

Entry 
Level 

Case studies should be simple, immediate and familiar to the 
learner.  Discussion should be short, structured and 
supervised (group or one-to-one).  Written work should be 
short structured and supervised. 
 

Assessment through tutor 
observation and discussion 
or tutor assessment of 
written work. 

Evidence could be: 
tutor record of observation, 
summary of discussion, audio / 
video / photographic record or 
written work. 
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 Activity Assessment Evidence 

Level 
One 

Case studies should be limited in range, familiar and require 
a narrow range of knowledge.  Discussion should be 
structured and involve a limited degree of judgement (group 
or one-to-one).  Written work should be structured and 
involve a limited degree of judgement. 
 

Assessment through tutor 
observation, discussion or 
tutor assessment of written 
work. 

Evidence could be: 
tutor record of observation, 
summary of discussion, learner 
notes, audio / video / photographic 
record or written work. 

Level 
Two 

Case studies should allow the application of knowledge in a 
number of areas and contexts.  Discussion should be 
directed but should allow for a degree of autonomy (group).  
Written work should be directed but allow for a degree of 
autonomy (GL5 = 500 words). 
 

Assessment through peer 
assessment, self-
assessment, tutor 
observation, or assessment 
of written work. 

Evidence could be: 
tutor record, learner record, peer 
checklist, summary of discussion 
or audio / video / photographic 
record or written work. 

  

                                                   
5 GL = guidance on length of activity. 
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Oral Question and Answer 
 
Specific, open or closed questions for immediate response.  Can range from quite formal questions, for example, an oral test, to a quick, 
fun way of finding out where learners are up to, for example, a quiz.  Allows response and questioning from learners and immediate 
feedback from tutor. 
 
The learning may be assessed through: 

 Responses by both tutor and individual learners. 
 
Evidence could include: 

 Tutor record/notes 

 Learner notes or log 

 Audio / video record 
 
 

 Activity Assessment Evidence 

Entry 
Level 

Process should be informal and non-threatening and questions should 
cover a narrow range of areas.  Learners should be supported in 
answering and given a number of opportunities to respond. 
 

Assessment by tutor. Evidence could be: 
 tutor / record notes or 
audio / video record. 

Level 
One 

Process should be informal and should include both open and closed 
questions covering a narrow range of knowledge.  Learners should be 
encouraged by the use of supplementary questions. 
 

Assessment by tutor. Evidence could be: 
 tutor record / notes or 
audio / video record. 

Level 
Two 

Open and closed questions should be included, covering a number of 
topics.  Learners should be encouraged to expand on their answers. 
 

Assessment by tutor, with a 
degree of self-assessment. 

Evidence could be: 
tutor records, learner log 
or audio / video record 
. 
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Written Question and Answer / Test / Exam 
 

Specific, open and closed questions for immediate response.  Can range from formal exams and tests, to a quick, fun way of finding out 
where learners are up to, for example, a quiz.  Allows response and questioning from learners and feedback from tutor. 
 
The learning may be assessed through: 

 Responses by individual learners. 

 May make use of on-line assessment. 
  
Evidence could include: 

 Written questions 

 Learner responses 

 Tutor feedback 
 

 Activity Assessment Evidence 

Entry 
Level 

Process should be informal and non-threatening and questions should 
cover a narrow range of areas.  Possible use of multi-choice questions. 
 

Assessment by tutor. Evidence could be: 
Written responses. 

Level 
One 

Process should be informal and non-threatening.  Questions should 
encourage learners to make use of knowledge rather than just testing 
recall. 
 

Assessment by tutor or 
external marker (for exams / 
tests). 

Evidence could be 
Written responses. 

Level 
Two 

Open and closed questions should be included, covering a number of 
areas.  Learners should be encouraged to make use of / interpret 
knowledge rather than just testing recall.  May be time limited. 

Assessment by tutor or 
external marker (for exams / 
tests). 

Evidence could be: 
Written responses. 
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Essay 
 
A discursive, written response to a question or statement which involves the learner in finding and presenting information and opinion in a 
structured way, which normally includes an introduction, the information / opinions / evaluation / analysis and a conclusion. 
 
The learning may be assessed by: 

 Tutor against clear criteria. 
 
Evidence could include: 

 Essay 

 Detailed tutor feedback 
 

 Activity Assessment Evidence 

Entry 
Level 

It would be unlikely that an essay would be used as an assessment activity at 
Entry Level as it would not be appropriate for the learner.  However, it could 
be used in a very simple form to allow learners to demonstrate recall and 
comprehension in a narrow range of ideas. 
 

Assessment by the tutor 
through discussion. 

Evidence could be: 
The essay and tutor 
feedback. 

Level 
One 

The essay subject should be simple and the response should be descriptive 
and not analytical or evaluative.  A narrow range of applied knowledge and 
demonstration of basic comprehension would be expected.  Learners should 
be given detailed information on how to structure the essay and on the 
criteria for achievement. 

Assessment by the tutor. Evidence could be: 
The essay and tutor 
feedback. 

Level 
Two 

The essay subject should be familiar and the response should demonstrate 
the ability to interpret information, make comparisons and apply knowledge 
and demonstrate comprehension in a number of different areas.  Learners 
should be given information on the expected structure of the essay and 
criteria for achievement.   
GL = 500 words. 

Assessment by the tutor. Evidence could be: 
The essay and tutor 
feedback. 
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Report 
 
A record of an activity and / or a summary of research which presents information in a structured way.  Does not include opinion, but may 
include analysis or evaluation.  May be presented in written or oral form. 
 
The learning may be assessed by: 

 Tutor for written report. 

 Tutor and / or peers for oral presentation of report. 
 
Evidence could include: 

 Written report with tutor feedback 

 Notes for oral presentation with tutor and / or peer feedback. 
 

 Activity Assessment Evidence 

Entry 
Level 

Report should be oral and informal.  The information or activity being 
reported on should be simple and familiar.  Learners should be supported in 
preparing and giving a report and given a number of opportunities to respond. 

Assessment by tutor. Evidence could be: 
Tutor record. 

Level 
One 

Report could be presented orally or in written format.  Oral presentation 
should be informal.  Information used in the report should be readily available 
and activities should be in familiar contexts.  Learners should be clear on the 
expected structure and criteria for the report and given support on planning 
and presentation. 

Assessment by tutor. Evidence could be: 
A written report with tutor 
feedback or learner notes 
of oral presentation with 
tutor feedback. 

Level 
Two 

Report could be presented in orally or in written format.  Oral presentation 
should be to a familiar audience.  Information should be from a range of 
sources and activities should be from familiar or unfamiliar but predictable 
contexts.  Learners should be clear on possible structures for the report and 
the criteria for achievement.   
GL = 4 minutes for oral / 500 words for written.  Learners should be given 
guidance on planning and presentation. 

Assessment by tutor 
and / or peers for oral 
presentation. 

Evidence could be: 
Written report with tutor 
feedback or learner plan 
for oral presentation with 
peer and / or tutor 
feedback. 
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Project 
 
A specific task involving private study and research for individuals or groups.  Normally involves selection of a topic, planning, finding 
information and presenting results orally or in writing. 
 
The learning may be assessed by: 

 Tutor, learner or peers, during and at the end of process through discussion and observation. 
 
Evidence could include: 

 Notes, plans, record of project process. 

 Tutor record. 

 Peer records. 

 Learner log. 

 Audio / video / photographic record. 
 

 Activity Assessment Evidence 

Entry 
Level 

Task should be simple, familiar, informal and supervised.  
It should involve repetitive and predictable processes. 

Assessment through tutor 
observation and questioning 
during and at end of process. 

Evidence could include: 
Tutor record, learner notes, plans, 
reports, learner log or audio / video / 
photographic record. 

Level 
One 

Task should be selected with support from tutor to allow 
the demonstration of knowledge and skills in a range of 
predictable, structured and familiar contexts. 

Assessment through tutor 
observation and questioning 
during at the end of the 
process. 

Evidence could include: 
Tutor record, learner notes, plans, 
reports, learner log or audio / video / 
photographic record. 

Level 
Two 

Task should be selected with tutor guidance to allow the 
demonstration of knowledge and understanding in a 
range of areas and contexts, and the interpretation of 
information.  The project should be completed within an 
agreed timescale. 

Assessment through tutor / 
learner discussion during and 
at the end of the process, and 
through self-assessment. 

Evidence could include: 
Tutor record, learner notes, plans, 
reports, learner log or audio / video / 
photographic record. 
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Written Description 
 
Consideration of a particular subject, situation or example selected by the tutor or by learners, which enables learners to apply 
knowledge to specific situations and to present them in written format. 
 
The learning may be assessed by: 

 Tutor. 

 One to one tutorial. 

 Discussion. 
 
Evidence could include: 

 Tutor record of observation. 

 Learner notes. 

 Tutorial notes. 

 Completed report. 

 Charts. 

 Plans. 
 

 Activity Assessment Evidence 

Entry 
Level 

Subjects should be simple and familiar to learner.  
Written work should be short, structured and 
supervised. 

Assessment through 
tutor assessment and 
discussion. 

Evidence could be: 
Tutor record of observation and feedback, 
summary of discussion or completed work. 

Level 
One 

Subjects should be limited in range, be familiar and 
require a narrow range of knowledge.  Written work 
should be structured and involve limited degree of 
judgement. 

Assessment through 
tutor assessment and 
discussion. 

Evidence could be: 
Tutor record of observation, summary of 
discussion and feedback or completed work. 

Level 
Two 

Subjects should allow the application of knowledge in a 
number of areas and contexts.  Written work should be 
directed but should allow for a degree of autonomy.   
GL = 500 words. 

Assessment through 
self-assessment and 
tutor assessment. 

Evidence could be: 
Tutor record of observation, summary of 
discussion and feedback or completed work. 
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Practical Demonstration 
 
A practical demonstration of a skill/situation selected by the tutor or by learners, to enable learners to practise and apply skills and 
knowledge. 
 
The learning may be assessed by: 

 Tutor. 

 Peer observation. 

 One to one tutorial. 

 Discussion. 

 Self-assessment. 
 
Evidence could include: 

 Tutor record of observation. 

 Learner notes. 

 Tutor lesson plan. 

 Tutorial notes. 

 Audio / video / photographic record. 

 Learner log. 
 

 Activity Assessment Evidence 

Entry 
Level 

Practical demonstrations should be simple with 
situations that the learner is familiar with.  They 
should be short, structured and supervised. 

Assessment through tutor / 
peer observation, one to 
one tutorial, discussion and 
self-assessment. 

Evidence could be:  
Tutor record of observation, learner notes, 
tutor lesson plan, tutorial notes, audio / video / 
photographic record and learner log. 

Level 
One 

Practical demonstrations should be limited in 
range, be familiar and require a narrow range of 
skills and knowledge. 

Assessment through tutor / 
peer observation, one to 
one tutorial, discussion and 
self-assessment. 

Evidence could include tutor record of 
observation, learner notes, tutor lesson plan, 
tutorial notes, audio / video / photographic 
record and learner log. 
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Level 
Two 

Practical demonstrations should allow the 
application of skills and knowledge in several 
areas and contexts.  A degree of learner 
autonomy should be encouraged within the scope 
of the demonstration. 

Assessment through tutor / 
peer observation, one to 
one tutorial, discussion and 
self-assessment. 

Evidence could include tutor record of 
observation, learner notes, tutor lesson plan, 
tutorial notes, audio / video / photographic 
record and learner log. 
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Performance / Exhibition 
 
A performance or exhibition or music or drama with an audience, or a rehearsal or learner demonstration for individuals or groups. 
 
The learning may be assessed by: 

 Tutor, learner or peers, at end of performance through discussion and observation. 
 
Evidence could include: 

 Notes. 

 Plans. 

 Audio/video/photographic record of performance/exhibition. 

 Tutor records. 

 Peer records. 

 Learner log. 
 

 Activity Assessment Evidence 

Entry 
Level 

The performance / exhibition should be simple, 
informal and supervised. 

Assessment through peer 
assessment, self-
assessment and / or tutor 
observation. 

Evidence could include; tutor record, notes, 
plans, audio / video / photographic record 
of performance / exhibition, peer records, 
learner log and summary of feedback. 

Level 
One 

The performance / exhibition should be limited in 
range, familiar and require a narrow range of 
knowledge. 

Assessment through peer 
assessment, self-
assessment and / or tutor 
observation. 

Evidence could include; tutor record, notes, 
plans, audio / video / photographic record 
of performance / exhibition, peer records, 
learner log and summary of feedback. 

Level 
Two 

The performance / exhibition should be chosen with 
tutor guidance to allow the demonstration of 
knowledge and understanding in a range of areas.  
Provide the opportunity for interpretation of the chosen 
piece. 

Assessment through peer 
assessment, self-
assessment and / or tutor 
observation. 

Evidence could include; tutor record, notes, 
plans, audio / video / photographic record 
of performance / exhibition, peer records, 
learner log and summary of feedback. 
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Reflective log or diary 
 
A description, normally in writing but may be oral, by the learner reflecting on how and what they have learned.  Often completed at 
regular intervals during the learning process thus allowing discussion on individual progress and how further learning could be supported. 
 
The learning may be assessed by: 

 Learner often supported through tutorial discussions with tutor. 
 
Evidence could include: 

 Log / diary (however this may be confidential and therefore not available for moderation). 

 Tutorial notes. 

 Tutor record. 
 

 Activity Assessment Evidence 

Entry 
Level 

The reflection process should normally be oral and supported.  It may be 
supplemented by the use of drawings or diagrams.  Learners should be asked 
to describe simply what they have learned with direction from the tutor. 
 

Assessment by 
learner with tutor 
support. 

Evidence could include; 
drawings, diagrams and 
tutor record. 

Level 
One 

The reflection process should be written and may be in the form of brief, 
structured notes.  Learner should be asked to record what they have learned 
at regular intervals and advised on what information to include.  Learners 
should make limited judgements on what has been learned in terms of, for 
example, usefulness or interest. 
 

Assessment by 
learner supported 
by tutor through 
tutorials. 

Evidence could include; 
log / diary, tutorial notes 
and tutor record. 

Level 
Two 

The reflection process should be written in a structured format that allows 
some autonomy in recording.  Learners should be asked to record regularly 
what they have learned and to make judgements on the learning in terms of, 
for example, usefulness, interest, how it has extended their knowledge / skills, 
what else they need to learn. 
 

Assessment by 
learner supported 
by tutor through 
tutorials. 

Evidence could include; 
log / diary, tutorial notes 
and tutor record. 
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Practice File 
 
A structured collection of documents from real situations such as work or voluntary activity, which evidence the application of knowledge 
and / or skills.  The documents should be mapped to specific learning outcome/s in a unit of assessment.  May need a short explanation 
of how the particular document evidences achievement of a specific learning outcome. 
 
The learning may be assessed through: 

 Discussion with the tutor. 
 
Evidence could include: 

 Form mapping to learning outcomes, plus explanation if necessary and the documents, for example, minutes, reports, brochures, 
plans, witness statements, letters or e-mails. 

 

 Activity Assessment Evidence 

Entry 
Level 

Practice evidence should be simple and specific.  Learners should be directed 
on what to include.  The tutor should map the evidence to specific learning 
outcome/s. 
 

Assessment through 
discussion with the 
tutor. 

Evidence could 
include; document/s 
and tutor notes. 

Level 
One 

Practice evidence should demonstrate the application of a narrow range of 
skills and / or knowledge.  Learners should be given detailed guidance on what 
documents would be appropriate, how the evidence should be presented, and 
on mapping to learning outcomes. 
 

Assessment through 
discussion with the 
tutor. 

Evidence could 
include; documents, 
learner notes and tutor 
comments. 

Level 
Two 

Practice evidence should be chosen from a number of possible contexts to 
demonstrate application of a range of skills and / or knowledge.  Learners 
should receive guidance on the type of document which could be appropriate, 
for example, a list, and advice on how to ensure the documents evidence 
specific learning outcomes, for example, highlighting sections, notes and on 
how the file should be presented. 

Assessment through 
discussion with the 
tutor. 

Evidence could 
include; structured file 
with tutor feedback. 
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5.3 Marking Tasks 
 
Each task must be marked against the identified assessment criteria in the unit and judged 
to be either achieved or not achieved.  Where a series of tasks is set, learners must 
demonstrate the achievement of the required standard identified in the assessment criteria 
in all tasks in order to achieve the unit credit.  All of the assessment criteria in a unit must 
be met before the unit is deemed achieved.  The unit achievement is not banded or 
graded; units are either achieved or not achieved.  
 
5.4 Recording Achievement 
 
You must record each learner’s performance in each unit on an appropriate form or forms. 
The form/s should record the learner’s performance against the unit assessment criteria 
evidenced by the task. 
 
5.5 Standardisation 
 
Centres may be required to provide samples of assessment tasks for regional and 
standardisation activity. 
 

5.6 Important Information for Internal Verifiers and NOCN External Verifiers 
 
The Rules of Combination for the NOCN ITQs have been developed by e-skills UK and 
are common to all ITQs.  Taking into account equivalent units and exemptions, the ITQs 
can be complicated, so it is essential that Internal Verifiers, NOCN External Verifiers and 
Approved Internal Verifiers appreciate their role in ensuring that each learner’s 
achievements meet the stated requirements for a particular qualification. 
 
Internal Verifiers, NOCN External Verifiers and Approved Internal Verifiers should refer to 
Section 3 of this guide, Achieving the Qualifications, paying particular attention to the 
Rules of Combination for each level and size of qualification, as well as the details of 
equivalent units and exemptions. 
 
The following apply to exemptions: 
 

 The qualification or unit must be included on the e-skills UK ‘Contributing 
Qualifications’ list (see http://itq.e-skills.com/Framework/Contributing-Units). 

 The qualification or unit must have been achieved in the 3 years prior to 
registration on the ITQ unit. 

 Copies of the certificate/s must be verified by the centre as valid at the beginning 
of the course and presented with the learner’s work for internal and external 
verification. 

 100% exemption towards the qualification will not be accepted; NOCN will accept 
up to 70% exemption, which requires learners to complete 30% new learning in 
order to achieve an ITQ.  New learning must include any mandatory unit within a 
qualification, as no exemptions can be claimed for mandatory units. 

 
Internal Verifiers, External Verifiers and Approved Internal Verifiers should also note the 
information specific to their roles provided in the additional guidance document, IT for 

http://itq.e-skills.com/Framework/Contributing-Units
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User Skills Qualifications (ITQ) Additional Guidance v1 November 10, available on the 
NOCN website under Qualifications, IT User Skills (ITQ), which should be used in 
conjunction with this Qualification Guide. 

 

https://www.nocn.org.uk/qualifications/it-user-skills-%28itq%29-qualifications
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6.  Offering the qualifications 

 

Recognised Centres 
 
If you are already recognised to offer NOCN qualifications and would like more information 
contact: business-enquiries@nocn.org.uk. 
 
If you are ready to add the qualification to your curriculum offer, please log in to the NOCN 
website, under Centres/Processes and Documents, and complete the ‘Additional 
Qualification Approval Request Form,’ which can then be returned to business-
enquiries@nocn.org.uk for the attention of your Account and Sector Manager. 
 
New Centres 
 
If you are interested in offering NOCN qualifications but not currently working with NOCN, 
you will need to be recognised as an NOCN approved centre. This process includes: 
 

 Confirmation that your organisation has an adequate infrastructure in place to 

support the effective delivery of NOCN qualifications. 

 

 An agreement signed by the principal authority in the organisation confirming 

adherence to the specified terms and conditions. This safeguards the quality 

assurance standards, in relation the delivery and assessment process. 

 
If you are interested in offering this qualification, but are not yet a NOCN Approved Centre 
and would like more information about becoming a NOCN centre and offering this 
qualification please see Become a Registered Centre on our website 
https://www.nocn.org.uk/customers/nocn-centres/ and click Become a Centre. 

mailto:business-enquiries@nocn.org.uk
mailto:business-enquiries@nocn.org.uk
mailto:business-enquiries@nocn.org.uk
https://www.nocn.org.uk/customers/nocn-centres/
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7.  How the qualifications are quality assured 
 

7.1 General Information 
 
All Centres wishing to deliver the qualification, or units of the qualification, will need to 
demonstrate the ability to manage and deliver the units and/or the qualification, including 
adherence to quality assurance and assessment regulations. 
 
NOCN will provide guidance and give support in enabling you to use the qualification. 
 
The NOCN standard quality assurance arrangements and requirements include: 
 

 Internal assessment of all assessment tasks and activities 

 Internal verification 

 External verification 

 Standardisation 
 
Details and guidance are provided by NOCN. 
 
7.2 Standardisation 
 
Standardisation is a process that promotes consistency in the understanding and 
application of standards, as it: 
 

 establishes statements on the standard of evidence required to meet the 
assessment criteria for the units in NOCN qualifications 

 makes recommendations on assessment practice 

 produces advice and guidance for the assessment of units 

 identifies good practice in assessment. 
 
It is a requirement of the Centre Recognition Process that each Centre offering the units 
from the qualification must contribute assessment materials and learners’ evidence for 
NOCN standardisation if requested. 
 
NOCN will notify Centres of the required sample for standardisation purposes. 
Assessment materials, learners’ evidence and tutor feedback will be collected by External 
Verifiers on behalf of NOCN. 

 
Outcomes from standardisation will be available to Centres through NOCN.
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