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1. Introduction 
 
This handbook is a resource for NOCN centres who wish to offer the NOCN Level 2 
Diploma in Construction Crafts - Property Maintenance.  
 
The qualification is relevant to organisations within the sector, and organisations that 
employ staff for the sector.  
 
The handbook details the qualification specification and provides guidance to the training 
provider on assessment criteria and evidence requirements. 
 
 
1.1. About NOCN 
 

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 well together with our centres for the benefit of 
learners across the country; adapting and benefitting from a mutual interest to provide a 
continuously improving service.  NOCN, whilst retaining all the advantage 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. 
 
 
1.2. Approval to offer NOCN Qualifications 
 

Existing Centres 
 
If you are already recognised to offer NOCN qualifications and would like more 
information about offering this qualification, please contact: 
 business-enquiries@nocn.org.uk.  
 
Use Horizon to add this qualification to your centre.  
 
New Centres 
 
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
https://www.nocn.org.uk/customers/nocn-centres/
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2. NOCN Level 2 Diploma in Construction Crafts - Property 
Maintenance 

 

The NOCN Level 2 Diploma in Construction Crafts - Property Maintenance is designed to 
provide an introduction to the construction industry.  Learners will gain knowledge on how 
to prepare for a career in Property Maintenance. 
 
This qualification is suitable for learners aged 16 years or over. The qualification will 
provide learners with an opportunity to: 
 
 Explore the skills and knowledge requirements for working in the construction industry. 
 Gain an awareness of the importance of health and safety in construction. 
 Gain an awareness about environmental issues relating to construction. 

 
Learners will gain the knowledge and skills required to prepare for further training in 
construction. 
 
 
2.1. Entry Requirements 
 
There are no entry requirements for this qualification. 
 
 
2.2. Qualification Structure 
 
The NOCN Level 2 Diploma in Construction Crafts - Property Maintenance is a 55 
credit qualification with a Total Qualification Time of 550, including 461 guided learning 
hours.  45 credits must be taken from Mandatory Group A, plus a minimum of 10 credits 
from Optional Group B. 
 
Group A  
 

 
Unit  Title 

Level 
Credit 
Value 

Ofqual Unit 
Number 

Exploring Health, Safety and Welfare in Construction 2 5 J/600/0062 

Sustainability in the construction Industry 2 5 L/600/0063 

Repair and maintain masonry structures 2 15 F/503/4328 

Maintain non-structural or structural components 3 8 L/503/7460 

Prepare background surfaces for tiling or painting 
/decorating 

2 4 L/503/8656 

Exploring painting and decorating 2 5 J/600/0076 

Valves, Taps and Cisterns in Domestic Plumbing 2 3 Y/506/8761 
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Group B 
 

 
Unit  Title 

Level 
Credit 
Value 

Ofqual Unit 
Number 

Confirm the occupational methods of work 3 5 Y/503/4254 

Clear the site and hand over on completion 2 4 A/503/8653 

Repair, replace and renew gates, posts and fencing 2 4 F/503/8654 

Erect and dismantle access/working platforms 2 4 J/503/7344 

Replace glazing to windows and doors 2 4 J/503/8655 

Provide Customer Service in Construction 2 5 T/503/8652 

Teamworking Skills 2 2 L/503/0993 

Introduction to Self Employment: Level 2 2 2 H/501/5786 

Building a Personal Career Portfolio 2 3 T/505/5063 

Preparing for work 2 3 L/503/2663 

 

 

2.3. 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. 
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3. Assessment and Evidence 
 

The NOCN Level 2 Diploma in Construction Crafts - Property Maintenance is an internally 
assessed qualification.  Learners must provide evidence of learning and achievement 
against all of the assessment criteria specified within each unit. 
 
The NOCN Level 2 Diploma in Construction Crafts - Property Maintenance is a 
vocationally/ knowledge based qualification and as such, the units offer the opportunity for 
learners to achieve a balance of practical skill and knowledge.   
 
Centres must ensure that knowledge based learning is substantive, and relevant to the 
work or events likely to be encountered in the course of a construction job role. 
 
When designing courses, centres are encouraged to offer a variety of assessment 
methods including;  case studies, role play, assignments, projects, reports, video and oral 
recordings, discussion notes, written and oral question and answers, simulations, etc.   
 
The centre must ensure that the assessment activities are: 

 
Valid      The assessment activity must be fit for purpose and afford the learner an 

opportunity to provide sufficient evidence of learning to meet the 
assessment criteria.  

 
Reliable    Assessment activities and resulting decisions must be consistent across all 

assessors.   
 

Although the activity is applied to differing scenarios and in different 
contexts, with different learners, the evidence sought by the activity must be 
assessed with a universal standard. 

 
Authentic     Evidence presented must be the learners own work. 
 
 
3.1 Fair and Equitable Assessment 
 
Assessment within NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
is designed to be accessible and inclusive.  The unit based approach allows flexibility 
throughout; enabling learners to achieve the qualification in stages.   
 
The assessment methodology is appropriate for individual assessment or for groups of 
learners. 
 
 
3.2 Learners with Particular Requirements 
 

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 

http://www.nocn.org.uk/
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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.  
 
 
 
3.3 Recognised Prior Learning 

 

Recognition of prior learning is an assessment method leading to the Certificate 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, they do not need to undertake a course of learning. 

Centres are encouraged to recognise previous achievements and experience, both 
formal, for example through accredited units or qualifications and 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.  

mailto:assurance@nocn.org.uk
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4. Quality Assurance Requirements 
 

NOCN quality assurance process and procedures are designed to ensure that NOCN’s 
quality of assessment and the verification process are being adhered to. The procedures 
support our centres to provide high quality training. 
 
 
4.1. Tutor / Assessor 

 

Tutors delivering this qualification must be able to demonstrate that they meet the 
following occupational competence requirements. They should: 
 

 Be technically competent in construction and/or have experience of providing training 
within the subject area.  This experience must be, as a minimum, at the same level as 
the training being delivered. 
  

 Be occupationally knowledgeable in the area of construction for which they are 
delivering training; this knowledge must be, as a minimum, at the same level as the 
training being delivered.  

 

 Hold a recognised teaching qualification or, for new tutors, undertake and complete 
initial teacher training minimum L3 within 12 months of taking up the tutor role. 

 

Centre staff may undertake more than one role, e.g. tutor and assessor or internal verifier, 
but they cannot carry out any verification on work that they have previously assessed. 

 

 

4.2. Internal Verifier 
 

Each centre must have internal verification policies and procedures in place to ensure that 
decisions made by assessors are appropriate, consistent, fair, and transparent and that 
they do not discriminate against any learner.  The policies and procedures must be 
sufficient to secure the quality of the Certificate, ensuring validity, reliability, and 
consistency.  

 

The internal verifier must be able to demonstrate that they meet the following occupational 
competence requirements.  
 
They should: 
 

 Be technically competent in construction and/or have experience of providing training; 
this experience must be, as a minimum, to the same level as the training being 
delivered. 
 

 Be occupationally knowledgeable in the area of construction for which they are 
verifying; this knowledge must, as a minimum, be to the same level as the training 
being delivered. 
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NOCN supports and recognises centres’ internal quality assurance systems which 
support the above; any system should encourage standardisation and sharing of good 
practice. 

 

 

4.3. External Verification 
 

Once recognised as a Centre, NOCN will allocate an External Quality Assurer.  The 
External Quality Assurer will have ongoing responsibility for monitoring the Centre’s 
compliance with the requirements of centre recognised status.  

 

The External Quality Assurer will make regular visits to all Centres.  During these visits 
he/she will: 

 

 Monitor the Centre’s compliance with the Centre Recognition agreement by 
reviewing course documentation, meeting managers, tutors, internal quality 
assurers, learners and administrative staff. 

 
 Verify recommendations for achievement submitted by the centre via Quartzweb. 

 

Refer to the NOCN Quality Assurance User Guide for further information on the 
External Quality Assurance process. 

 
 
4.4. Continuing professional development (CPD) 
 

Centres are expected to support their staff, ensuring that their subject knowledge remains 
current and that their staff are up to date with regards to best practice in delivery, 
assessment and verification.   
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5. Guidance on delivering the qualification 
 
This qualification is made up of 55 credits; 45 credits must be achieved from the units in 
Mandatory Group A and 10 credits from the units in Optional Group B below; when 
completed, it provides the learner with an underpinning knowledge when working in the 
Property Maintenance sector of the construction industry. 
 
Unit 1   Exploring Health, Safety and Welfare in Construction  
Unit 2   Sustainability in the Construction Industry 
Unit 3   Repair and maintain masonry structures 
Unit 4   Maintain non-structural or structural components 
Unit 5   Prepare Background surface for tiling or painting / decorating 
Unit 6   Exploring Painting and Decorating 
Unit 7   Valves, Taps and Cisterns in Domestic Plumbing 
 
Plus a variety of optional units where the learner can extend the knowledge and skills in 
Property Maintenance or employability skills that will support the learner to gain 
employment 
 
Unit 8   Confirm the occupational method of work 
Unit 9   Clear site and hand over on completion 
Unit 10 Repair, replace and renew gates, posts and fencing 
Unit 11 Erect and dismantle access/working platforms 
Unit 12 Replace glazing to windows and doors 
Unit 13 Provide customer service in Construction 
Unit 14 Teamworking Skills 
Unit 15 Introduction to Self Employment: Level 2 
Unit 16 Building a Personal Career Portfolio 
Unit 17 Preparing for work 
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Unit 1 - Exploring Health, Safety and Welfare in Construction 
 

Unit Title: Exploring Health, Safety and Welfare in 
Construction 

Unit Level: Two 

Unit Credit Value: 5 

GLH: 30 

Unique Reference Number: J/600/0062 

 

LEARNING OUTCOMES ASSESSMENT CRITERIA 

The learner will: The learner can: 

1. Know the importance of 
health, safety and welfare in 
the construction and built 
environment sector. 

1.1. Describe key methods used to ensure good standards 
of health and safety on a construction site. 

1.2. Identify the roles and responsibilities of relevant 
personnel. 

 

2. Be able to carry out risk 
assessments. 

2.1. Identify potential risks and hazards in an area of the 
working environment. 

2.2. Perform a risk assessment. 
 

3. Understand the importance of 
control measures in risk 
assessment. 

3.1. Explain how control measures are used in risk 
assessment procedures. 

 

 
 
The unit specification maps the assessment criteria against each learning outcome. 
 
There are three learning outcomes:  

1. Know the importance of health, safety and welfare in the construction and built 
environment sector. 

2. Be able to carry out risk assessments. 
3. Understand the importance of control measures in risk assessment. 
 
All the criteria must be met if the outcome is to be achieved. 
 
 

Delivering Unit 1 - Exploring Health, Safety and Welfare in Construction 
 
The aim of this unit is to develop the learner’s knowledge of how health, safety and 
welfare is implemented and managed within construction. Through this unit they will 
consider the key methods used to ensure good standards and identify the roles and 
responsibilities of those who hold positions relating to its management. They will identify 
potential risks and hazards that they may encounter in construction, perform risk 
assessments and explain how control measures are used. 

Working within a supervised training environment consisting of classroom based teaching 
and group discussion as well as personal research, learners will need to identify and 
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describe the key methods used to ensure good health and safety on a construction site. 
This could include ensuring the right team is in place at the start of a project and that they 
are aware of their responsibilities. Learners could look at how health, safety and welfare is 
communicated within a site, from the use of site inductions to regular toolbox talks 
focusing on specific, and relevant, health and safety topics. Learners should also be able 
to describe the various documents used including method statements, permits to work 
and hot works permits. Awareness of construction related health and safety schemes 
including the Construction Skills Certification Scheme (CSCS) and Construction Plant 
Competence Scheme (CPCS) could also be considered with explanations of their 
benefits.  

Learners could look at government legislation that can impact on health and safety 
including the Health and Safety at Work Act 1974 (HASAWA), Control of Substances 
Hazardous to Health Regulations 2002 (COSHH), Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations 1995 (RIDDOR) and Manual Handling Operations 
Regulations 1992. Learners should also be able to identify the various roles within 
construction that can impact on health and safety including Project Manager, Health and 
Safety Manager, First Aiders, Supervisors and themselves, listing the responsibilities of 
each. 

Through guided learning and group work, learners should be able to identify the potential 
hazards and risks that could be found in construction. Explaining the risks that each can 
pose such as working at heights or in confined spaces, the use of hand and power tools, 
hazardous materials and chemicals and the effects these can have as well as possible 
diseases and their causes such as Tetanus and Weils Disease. They should also be 
given the opportunity to carry out risk assessments in a controlled environment, 
highlighting the hazards and risks, gauging the likelihood of them occurring (high, medium 
or low) and their consequences (from none to multiple fatalities) and identifying the 
methods and controls that can be implemented to reduce or remove the risk including use 
of correct clothing and equipment, training and housekeeping. 

Learners will be required to look at the various controls that can be put in place, the types 
of personal protective equipment can be used and how, the use of barriers to separate the 
workforce from plant and drops, designated welfare facilities including canteens, toilets 
and drying rooms amongst others. They should be able to identify these measures and 
the hazards that they can be applied to, stating how these will help mitigate the risk. 
 
 

Unit 1 content 
 

 Learners must be able to describe methods used to ensure good standards of 
health and safety on a construction site as well as identifying the various roles and 
responsibilities of the relevant personnel. 

 Learners must be able to identify potential risks and hazards in a working 
environment and carry out a risk assessment. 

 Learners must be able to explain how control measures are used in risk 
assessment procedures. 
 

5.2. Unit 2 - Sustainability in the Construction Industry 
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Unit Title: Sustainability in the Construction Industry 

Unit Level: Two 

Unit Credit Value: 5 

GLH: 30 

Unique Reference Number: L/600/0063 

 

LEARNING OUTCOMES ASSESSMENT CRITERIA 

The learner will: The learner can: 

1. Understand the concept of 
sustainability as it applies to 
the construction and built 
environment sector. 

1.1. Explain what is meant by sustainability. 
1.2. Evaluate the relevance of sustainability to the 

construction and built environment sector. 
 

2. Know the issues affecting the 
development of a sustainable 
built environment. 

2.1. Identify the issues associated with the provision of a 
sustainable built environment. 

2.2. Describe the issues associated with the provision of a 
sustainable built environment. 

 

3. Know how sustainability can 
benefit the built environment 
both locally and nationally. 

3.1. Identify the benefits of using sustainable construction, 
in both local and national terms. 

3.2. Describe the benefits of using sustainable construction, 
in both local and national terms. 

 

4. Know how sustainable design 
and construction techniques 
are used to address 
environmental issues. 

4.1. Identify the sustainable design and construction 
techniques used to minimise environmental impact. 

4.2. Describe the sustainable design and construction 
techniques used to minimise environmental impact. 

 

 

The unit specification maps the assessment criteria against each learning outcome. 
 
There are four learning outcomes:  

1. Understand the concept of sustainability as it applies to the construction and built 
environment sector 

2. Know the issues affecting the development of a sustainable built environment 
3. Know how sustainability can benefit the built environment both locally and nationally 
4. Know how sustainable design and construction techniques are used to address 

environmental issues. 
 
All the criteria must be met if the outcome is to be achieved. 
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Delivering Unit 2 - Sustainability in the Construction Industry 
 
The aim of this unit is to develop the learner’s knowledge of sustainability in the 
construction industry, what this is, the benefits and how this is managed. Learners will 
evaluate the relevance of sustainability; the issues and benefits associated both locally 
and nationally as well as identifying and describing design and construction techniques. 

Working within a supervised training environment consisting of classroom based teaching 
and group discussion as well as personal research, learners will begin this unit by 
developing an explanation of what is meant by sustainability and explain its relevance to 
the construction and built environment sector. Learners will be required to consider the 
environmental impacts of construction and how this can be addressed, considering both 
the benefits, protecting wildlife etc. as well as issues that could include increased costs. 
Other considerations could include financial impacts, the potential additional costs 
involved weighed against the possible benefits when bidding for future contracts, public 
perception of the sector and individual companies as well as the benefits of new, green, 
technologies and increased business opportunities. 

Learners should identify, research and describe issues and benefits relating to 
sustainability and may look at corporate responsibility; how construction is dealing with 
carbon emissions and waste which would have an impact on energy usage, pollution and 
climate change. Upgrading of existing building stock: how can buildings be retrofitted so 
that they are more energy efficient and how this is vital to government emissions targets. 
Learners may also discuss how the sector uses materials and handles waste; looking at 
how some materials that may previously have been disposed of could be reused, looking 
at both the environmental and financial benefits of this.  

Local community engagement could also be considered and could cover the upskilling of 
the existing workforce to open up new entry level positions where they recruit locally to 
bring about community benefits, reduction in unemployment, money earned is spent 
locally so local businesses benefit and also ensure that the workforce is trained in the 
skills required for future work. Alongside employment, learners could also look at the 
benefits of local procurement, reduced transportation cost along with reduced transport 
carbon emissions and increased local employment with the supply chain through 
increases in work. Alongside all of these, learners should look at the costs of carrying out 
sustainable construction, considering at what point does it become too expensive, the 
longevity of employment opportunities and other possible detrimental effects. 

Finally, learners will identify and describe the sustainable design and construction 
techniques that can be implemented to reduce the environmental impact of construction. 
This section could include looking at locations of new builds, is the area prone to flooding, 
if on a brown field site does it require significant remediation, local existing and planned 
infrastructure including transport links and services (gas, electric, water) and what can be 
done to minimise environmental impact of building these. They should also consider the 
design of the buildings, what energy saving measures will be included (photo voltaic, solar 
heating, insulation, ground source heat pumps and grey water harvesting). In addition 
they could look at the types of materials used, how sustainable is their manufacture, the 
use of lighter materials that can reduce transportation costs as well as how the build is 
managed, combining deliveries and recycling or reusing existing materials, demolition 
rubble reused on site to reduce waste leaving the site. 
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Unit 2 content 
 

 Learners must be able to explain what is meant by sustainability and evaluate its 
relevance to the construction and built environment. 

 Learners must be able to identify and describe the issues associated with the 
provision on the sustainable built environment. 

 Learners must be able to identify and describe the benefits of sustainable 
construction in both local and national terms. 

 Learners must be able to identify and describe the design and construction 
techniques used to minimise environmental impact. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.3. Unit 3 - Repair and maintain masonry structures 
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Unit Title: Repair and maintain masonry structures 

Unit Level: Two 

Unit Credit Value: 15 

GLH: 150 

Unique Reference Number: F/503/4328 

 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know the requirements for 
repairing and maintaining 
masonry structures. 

1.1. Interpret the drawings and/or specification for the task. 
1.2. State procedures for clarifying information where 

required. 
1.3. State current workplace safety requirements and 

procedures for dealing with accidents, emergencies and 
problems. 

1.4. State legislative requirements for disposing of waste. 
 

2. Know how to repair and 
maintain masonry structures. 

2.1. Identify the materials and resources suitable for use 
with the existing structure including undercoats and 
finishing plaster, one-coat renders, sand, limes, 
additives, frames, insulation, damp-proof barriers, 
lintels, fixings and ties. 

2.2. Identify the hand and/or powered tools and access 
equipment required. 

2.3. Identify personal protective equipment (PPE) for the 
specified task in accordance with the specification. 

2.4. Identify existing structures requiring maintenance and 
repair in terms of style, bonding and quality. 

2.5. Identify potential hazards in carrying out the work. 
2.6. Give examples of protection methods to reduce the risk 

of damage to the surrounding area during the task. 
 

3. Repair and maintain masonry 
structures according to the 
specification. 

3.1. Select personal protective equipment (PPE) for the 
specified task in accordance with the specification. 

3.2. Repair and maintain masonry structures to 
specification. 

3.3. Mix mortar to specification. 
3.4. Form joint finishes, internal and external angles and 

openings. 
3.5. Form temporary support to existing walls and floors. 
3.6. Finish and dress surfaces to specification. 
3.7. Operate and maintain hand and/or powered tools and 

equipment. 
3.8. Comply with workplace safety requirements. 
3.9. Dispose of waste in accordance with legislative 

requirements. 
 

The unit specification maps the assessment criteria against each learning outcome. 
 
There are three learning outcomes:  
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1. Know the requirements for repairing and maintaining masonry structures 
2. Know how to repair and maintain masonry structures 
3. Repair and maintain masonry structures according to the specification 
 
All the criteria must be met if the outcome is to be achieved. 
 

 
Delivering Unit 3 - Repair and maintain masonry structures 
 
The aim of this unit is to develop learner’s skills in repairing and maintaining masonry 
structures through a range of practical tasks. It will develop their knowledge of the 
requirements and preparation required as well as offering the opportunity to undertake a 
range of practical projects to develop and demonstrate their skills. 
 
Working within a controlled training environment of classroom and workshop based 
teaching, learners will be introduced to the various sources of information that they will be 
using to identify the requirements relating to practical works. They should be able to 
interpret the drawings and specifications for the actual task as well as using method 
statements, risk assessments, site and manufactures guidance as well as legislative 
information to plan the task. They will also be required to understand and be able to state 
the procedures for clarifying information, identifying the correct individuals and any 
documentation that they should refer to prior to starting the task. Learners must also be 
instructed in, and be able to state the procedures in place for workplace safety and for 
dealing with accidents, emergencies and problems as well as legislative requirements for 
disposing of waste. 
 
Working from the various sources of information, learners must be able to identify the 
materials that are most suitable for their task, identifying the existing structure and that all 
repairs and maintenance work will blend, matching bonding styles and materials. The 
materials selected must include undercoats and finishing plaster, one-coat renders, sand, 
limes, additives, frames, insulation, damp-proof barriers, lintels, fixings and ties. They will 
need to be able to identify the correct hand and powered tools that they will be using 
throughout the task as well as any other equipment required such as mixers, paddles and 
access/working platforms. They must also be able to identify the correct personal 
protective equipment, boots, gloves, goggles, hard hats etc. that they will need to work 
safely and in accordance with both site, manufacturers and legislative guidelines. 
  
Learners should carry out an inspection of the site in which they will be working and 
identify potential hazards, slips, trips and falls, other workers and plant and give examples 
of how they will apply control measures to minimise this risk. This could include erecting 
signs, barriers and guards as well as ensuring that access/working platforms are only 
erected and used by competent and authorised personnel and training is given before 
using tools or equipment that they are unfamiliar with. They should also be able to give 
examples of how they will use protection measures to reduce the risk of damage to the 
surrounding areas, identifying the methods such as barriers and guards, sheeting and 
boarding and explaining how this will be applied. 
 
Learners will undertake a range of practical projects to demonstrate learning and abilities 
both working on their own and with others. For each task they should select the personal 
protective equipment according to specification and wear correctly throughout. The tasks 
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they are assigned should include mixing of mortar to specification, forming joint finishes, 
internal and external angles and openings, form temporary supports for existing walls and 
floors to ensure safety while working and to minimise movement in the retained structures 
and finish and dress all surfaces to specification. They should also demonstrate their 
ability to use and maintain tools and equipment, ensuring that they are all cleaned and 
stored correctly at the end of each session. Throughout the practical exercises, learners 
must comply with all workplace safety requirements and upon completion of each task, 
clear and clean the work area disposing of any waste in accordance with legislative 
requirements.  
 
 
Unit 3 content 
 

 Learners must know how to interpreting drawings and/or specifications for tasks 
and state procedures for clarifying information, state workplace safety requirements 
and procedures for dealing with accidents, emergencies and problems as well as 
stating legislative requirements for disposing of waste. 

 Learners must know how to identify the materials, resources, hand tools and 
equipment required as well as any personal protective equipment. They must also 
be able to identify existing structures that require maintenance and repair as well 
as identifying potential hazards in carrying out the work giving examples of the 
protection methods to reduce damage to surrounding areas during the task. 

 Learners must be able to select the personal protective equipment required for 
each task and carry out repairs and maintenance, mixing mortar, forming joints, 
internal and external angles and openings, form temporary support for existing 
walls and floors and finish and dress all to specification. They must operate and 
maintain hand and powered tools and equipment, comply with safety requirements 
and dispose of waste in accordance with legislative requirements. 

 
 
 
 
 
 
 
 
 
 
 
5.4. Unit 4 - Maintain non-structural or structural components 
 

Unit Title: Maintain non-structural or structural components 

Unit Level: 3 

Unit Credit Value: 8 

GLH: 80 

Unique Reference Number: L/503/7460 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know the requirements for 
maintaining non-structural or 
structural components. 

1.1. Interpret relevant information for the task including 
drawings, specifications, schedules, method 
statements, risk assessments, manufacturers’ 
information and regulations governing buildings. 

1.2. Identify personal, protective equipment (PPE) for the 
task in accordance with the specification. 

1.3. Identify the resources required including timber, 
manufactured sheet material, metals, mouldings, sash 
cord, paint, bricks, tiles, cement, sand, plaster, 
preservatives, adhesives, sealants, fixings, guttering, 
ironmongery, downpipes and ancillary items. 

1.4. Identify the hand and/or powered tools and access 
equipment required. 

1.5. Explain procedures for workplace safety and dealing 
with accidents, emergencies and problems. 

1.6. Give examples of situations when health and safety 
control equipment may be required including respiratory 
protective equipment (RPE) and local exhaust 
ventilation (LEV). 

 
2. Know how to prepare for 

maintaining non-structural or 
structural components. 

2.1. State how to protect the work area in accordance with 
the specification. 

2.2. Identify potential hazards to be aware of during the 
work. 

2.3. Describe the characteristics, quality, uses, 
sustainability, limitations and defects of the resources 
required. 

2.4. Summarise legislative requirements for disposing of 
waste. 

2.5. Clarify procedures for maintaining tools and equipment. 
2.6. Identify load bearing points. 
 

3. Maintain non-structural or 
structural components to 
specification. 

3.1. Select personal, protective equipment (PPE) for the 
task in accordance with the specification. 

3.2. Protect the work and surrounding area from damage. 
3.3. Replace and/or splice door and window frames and 

ironmongery, guttering and downpipes, mouldings and 
structural timbers, sash cords, re-glaze, re-lay 
brick/block work, paintwork, plasterwork, brickwork and 
wall tiling. 

3.4. Prop and support existing structures. 
3.5. Form joints to specification. 
3.6. Operate hand and powered tools and access 

equipment as required. 
3.7. Comply with workplace safety and legislative 

requirements for disposing of waste. 
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The unit specification maps the assessment criteria against each learning outcome. 
 
There are three learning outcomes:  

1. Know the requirements for maintaining non-structural or structural components 
2. Know how to prepare for maintaining non-structural or structural components 
3. Maintain non-structural or structural components to specification 
 
All the criteria must be met if the outcome is to be achieved. 
 

 
Delivering Unit 4 - Maintain non-structural or structural components 
 
The aim of this unit is to develop the learners understanding of maintaining structural and 
non-structural components. Through this unit they will look at how to identify the relevant 
information and preparations required to carry out maintenance assignments as well as 
having the opportunity to carry out a variety of tasks with a controlled environment. 
 
Working in a controlled learning environment of classroom and workshop based teaching, 
learners will look at the range of project information that is available including drawings, 
specifications, schedules, method statements, risk assessments, manufacturers 
information and regulations governing buildings. They will need to be able to interpret the 
information contained in these sources to be able to plan the given task safely and 
correctly. This should include identifying the correct personal protective equipment 
requirements for each task and the specific resources required including timber, 
manufactured sheet material, metals, mouldings, sash cords, paints, bricks, tiles, cement, 
sand, plaster, preservatives, adhesives, sealants, fixings, guttering, ironmongery, 
downpipes and ancillary items. They should also be able to identify the correct hand and 
power tools required to carry out the maintenance tasks as well as any access equipment 
needed. Learners must be able to explain how they will work to workplace safety 
procedures, using risk assessments and method statements to ensure that they use the 
correct tools and materials for each task and that they are able to implement safety 
controls. In addition, they should be able to give examples, possibly based on actual 
experiences, where they would use safety control equipment such as respiratory 
protective equipment, when working with particular chemicals and solvents or within 
confined spaces and local exhaust ventilation, required to remove concentrations of 
fumes and gases within enclosed areas. 
 
Using the previously sourced information and knowledge gained through the course, 
learners will be required to state how they will go about protecting the work area, 
identifying the materials and equipment that will be used and ensuring it is carried out as 
stipulated in the specifications for the task, this may also include protecting the 
surrounding area and other workers/members of the public. They should be able to carry 
out a risk assessment of the area prior to starting work, identifying any potential hazards 
and stating the measures they will use to minimise. For each task, learners will need to be  
 
able to describe the characteristics, quality, uses, sustainability, limitations and defects of 
all the resources they will be using and any impact these could have of the finished task. 
They must also be aware of, and able to summarise current legislation regarding the 
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disposal of waste and how this will influence the way they will carry out the task. Learners 
must clarify the procedures they will use for maintaining tools and equipment used in the 
task, how to use each safely and correctly as well as how to clean and store after use, 
stating any sources of information such as workplace and manufacturer guidance. They 
must also be able to identify load bearing points in the area they will be working in, stating 
how they will check these and why they are important, when erecting access equipment 
or stacking materials etc. 
 
Learners will need to carry out a series of practical tasks to demonstrate their abilities in 
the maintenance of non-structural and structural components and in some cases this 
could involve working with others. For each task they must select and wear the correct 
personal protective equipment as stipulated in the method statements and risk 
assessments as well as workplace and manufacturer guidelines. They should then protect 
the work and surrounding areas from possible damage during the maintenance task, 
applying sheeting and boards as required and erecting barriers and guard rails where 
necessary. The range of tasks they will carry out as part of this unit must include replacing 
and/or splicing door and window frames and ironmongery, fitting guttering and downpipes, 
replace mouldings and structural timbers, renew sash cords and re-glaze windows, re-lay 
brick/block work as well as painting, plastering, brickwork, forming joints to specification 
and wall tiling. Where required, learners must be able to correctly apply props and support 
for existing structures, using the correct equipment safely and securely and demonstrate 
their abilities in operating a range of hand and power tools and access equipment .In each 
case, works must be carried out to specification and the final product should be of an 
acceptable quality and learners must at all times comply with workplace safety. At the end 
of each task, learners should clear and clean the work area and dispose of any waste, 
which should be kept to a minimum, in accordance with legislative requirements. 
 
 
Unit 4 content 

  
 Learners must be able to interpret information for each task from drawings, 

specifications, schedules, method statements, risk assessments, manufacturer’s 
information, and regulations governing building. They must be able to identify the 
personal protective equipment and resources required for each task as well as 
tools and equipment. Learners must be able to explain the procedures for 
workplace safety and for dealing with accidents, emergencies and problems and 
give examples of situations where health and safety controls may be required. 

 Learners must be able to state how they will protect a work area and identify 
potential hazards, describe the characteristics, quality, uses, sustainability, 
limitations and defects in resources, summarise legislative requirements regarding 
waste disposal, clarify procedures for maintaining tools and equipment and identify 
load bearing points. 

 Learners must select personal protective equipment for the task, protect the work 
and surrounding areas, carryout a range of tasks including replacing and/or splicing 
door and window frames and ironmongery, fitting guttering and downpipes, replace 
mouldings and structural timbers, renew sash cords and re-glaze windows, re-lay 
brick/block work as well as painting, plastering, brickwork, forming joints to 
specification and wall tiling. They should be able to prop and support existing 
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structures, form joints to specification, operate hand and powered tools and access 
equipment and comply with workplace safety and legislative requirements for 
disposing of waste. 
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5.5. Unit 5 - Prepare background surfaces for tiling or painting/decorating 
 

Unit Title: Prepare background surfaces for tiling or 
painting/decorating 

Unit Level: Two 

Unit Credit Value: 4 

GLH: 40 

Unique Reference Number: L/503/8656 

 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know the requirements for 
preparing background 
surfaces for tiling or 
painting/decorating. 

1.1. Interpret relevant information for the task including 
drawings, specifications, schedules, method statements 
and manufacturers’ information. 

1.2. Identify personal, protective equipment (PPE) for the 
task in accordance with the specification. 

1.3. Identify the resources required including solvents, 
cleaning agents, stripping materials and equipment, 
fillers, bonding agents, surface treatment materials, 
waterproofing agents, sand, cement, lime, plaster 
renders, mesh, trims and fixings. 

1.4. Identify the hand and/or powered tools and access 
equipment required. 

1.5. State procedures for workplace safety and dealing with 
accidents, emergencies and problems. 

 
2. Know how to prepare 

background surfaces for tiling 
or painting/decorating. 

2.1. State how to protect the work area in accordance with 
the specification. 

2.2. Identify potential hazards to be aware of during the 
work. 

2.3. Describe when and why personal, protective equipment 
(PPE) should be used. 

2.4. Describe the programme of work and what needs to be 
completed in the allocated time. 

2.5. Describe the methods of work to be used to meet the 
specification. 

2.6. State legislative requirements for disposing of waste. 
2.7. State procedures for maintaining tools and equipment. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

3. Prepare background surfaces 
for tiling or painting/decorating 
in accordance with the 
specification. 

3.1. Select personal, protective equipment (PPE) for the 
task in accordance with the specification. 

3.2. Protect the work and surrounding area from damage. 
3.3. Apply preparatory treatments to previously tiled or 

painted decorated surfaces. 
3.4. Remove surface contamination from previously tiled or 

painted decorated surfaces. 
3.5. Prepare brick, block, concrete, wood, manufactured 

board, render or plaster for tiling and 
painting/decorating. 

3.6. Mix and apply primers and plaster, sand, cement and 
lime renders. 

3.7. Fill, level and abrade surfaces. 
3.8. Fix proprietary mesh and trims, waterproof membranes 

and movement joints. 
3.9. Operate hand and powered tools and access 

equipment as required. 
3.10. Comply with workplace safety and legislative 

requirements for disposing of waste. 
 

 

 

Delivering Unit 5 - Prepare background surfaces for tiling or painting/decorating 
 
The unit specification maps the assessment criteria against each learning outcome. 
 
There are three learning outcomes:  

1. Know the requirements for preparing background surfaces for tiling or 
painting/decorating 

2. Know how to prepare background surfaces for tiling or painting/decorating  
3. Prepare background surfaces for tiling or painting/decorating in accordance with the 

specification 
 
All the criteria must be met if the outcome is to be achieved. 
 
The aim of this unit is to allow the learners to develop their skills in preparing a range of 
surfaces for tiling, painting or decorations. It covers the requirement for surface 
preparation, the selection of tools, equipment and resources and practical activities to 
demonstrate learning and abilities. 

Working within a supervised training environment consisting of classroom and workshop 
based teaching and group discussion as well as personal research, the learners will need 
to interpret a range of information sources including drawings, specifications, schedules, 
method statements and manufacturers instruction to be able to understand the given 
tasks. Using the supplied information they must be able to identify the correct personal 
protective equipment for the task and all necessary resources such as solvents, cleaning 
agents, stripping materials, and equipment, fillers, bonding agents, surface treatment 
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materials, waterproofing agents, sand, cement, lime, plaster renders, mesh, trims and 
fixings.  

Learners must be able to interpret the given information to identify the tools, both hand 
and powered, and any access equipment/working platforms that will be required to carry 
out the task correctly and safely. Learners must also be able to state the procedures for 
workplace safety, taking into account the Control of Substances Hazardous to Health 
(COSHH) regulations given the nature of some of the resources they may use, as well as 
the Health and Safety at Work Act and Working at Height Regulations amongst others 
and also state the procedures for dealing with accidents, emergencies and problems. 

Learners must be able to state how they will protect the work and surrounding area in 
accordance with specification, carrying out a workplace assessment and identifying items 
that can be removed and stored as well as those that will need to be protected, stating the 
materials they will use to carry this out. They should be able to identify potential hazards 
in the area that may arise during works such as trips, falls, and spillages as well as 
possible hazards relating to the tools and resources being used. In addition, learners must 
be able to describe when and why personal protective equipment should be worn, 
identifying the site, manufactures guidelines and COSHH regulations.  

From the task guidance they will need to be able to describe the programme of works, 
listing the tasks that will need to be carried out in the correct order with timescales to 
ensure that all works are completed within the allocated time. They should include in this 
the tools, equipment and materials that will be required at each stage and ensure that the 
works follow a logical sequence, describing the methods of work to be used in line with all 
specifications. Learners must also state the legislative requirements for disposing of 
waste such as current EC legislation, Waste Management Licensing and Hazardous 
Waste regulations and the Environmental Protection Act. They will also be able to state 
the procedures they will adopt for maintaining tools and equipment, using them correctly 
and safely, checking before and cleaning after use and storing correctly and securely.  

Learners should have the opportunity to carry out practical activities in a controlled 
environment and should be assigned a range of tasks to demonstrate their learning. For 
each task they must select and use the correct personal protective equipment and before 
starting, protect the work and surrounding areas, removing and storing items where 
possible and using dust sheets, boards and tape to protect surfaces and immovable items 
including door and window furniture. The range of tasks assigned must include applying 
preparatory treatments to and removing contamination from previously tiled or painted 
surfaces, ensuring that they adhere to manufactures and site guidance. They must 
prepare brick, block, concrete, wood, manufactured board, render and plaster for 
painting/decorating by using fillers and bonding agents and any other resources as 
required to produce a ready surface. Learners must also be able to carry out patchwork 
repairs to surfaces, mixing and applying primers and plaster, sand, cement and lime 
renders to an acceptable finish as well as levelling and abrading surfaces, fixing 
proprietary mesh, trims, waterproof membranes and movement joints. For each of the 
tasks, learners must operate the correct hand and power tools and access equipment, 
complying with workplace safety instructions and legislative requirements in the disposal 
of any waste. 
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Unit 5 content 

 
 Learners must know the requirements for preparing surfaces including interpreting 

drawings, specifications, schedules, method statements and manufacturer’s 
instructions, identify the required personal protective equipment, hand and power 
tools and resources including solvents, cleaning agents, stripping materials and 
equipment, fillers, bonding agents, surface treatment materials, waterproofing 
agents, sand, cement, lime, plaster renders, mesh, trims and fixings. They must 
also be able to state procedures for workplace safety and dealing with accidents, 
emergencies and problems. 

 
 Learners must know how to prepare backgrounds, protecting work areas in 

accordance with specifications, identifying hazards, describe when and why 
personal protective equipment should be used and describe the programme of 
work with timescales within the allocated time. They must also describe the 
methods of work to meet specification, state legislative requirements for waste 
disposal and state procedures for maintaining tools and equipment. 

 Learners must prepare backgrounds for tiling or painting/decoration, select the 
correct personal protective equipment, protect work and surrounding areas, apply 
preparatory treatments to previously tiled or painted surfaces and remove surface 
contamination. They must prepare brick, block, concrete, wood, manufactured 
board, render and plaster for painting/decorating and mix and apply primers and 
plaster, sand, cement and lime renders and fill, level and abrade surfaces. 
Learners must fix preparatory mesh, trim, waterproof membranes and movement 
joints, operate hand and power tools and access equipment as required and 
comply with workplace safety and legislative requirements for disposing of waste. 
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5.6. Unit 6 - Exploring Painting and Decorating 
 

Unit Title: Exploring Painting and Decorating 

Unit Level: Two 

Unit Credit Value: 5 

GLH: 30 

Unique Reference Number: J/600/0076 

 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know the hand tools, 
materials and access 
equipment used by decorators 
to perform specified tasks. 

1.1. Identify hand tools and access equipment used to 
perform painting and decorating tasks. 

1.2. Select hand tools and access equipment used to 
perform painting and decorating tasks. 

1.3. Identify the materials used to perform painting and 
decorating tasks. 

1.4. Select the materials used to perform painting and 
decorating tasks. 

 
2. Understand safe working 

practices to prepare new and 
previously painted surfaces 
for painting. 

2.1. Identify the PPE and safe working practices used to 
perform painting and decorating tasks. 

2.2. Explain the selection of PPE and safe working practices 
used to perform painting and decorating tasks. 

 

3. Be able to apply safe working 
practices in the application of 
paints to prepared surfaces. 

3.1. Follow manufacturer’s guidelines when preparing 
materials for use. 

3.2. Perform painting and decorating activities using hand 
tools. 

3.3. Demonstrate the safe use of materials when performing 
painting and decorating tasks. 

3.4. Demonstrate the safe use of low level access 
equipment when performing painting and decorating 
tasks. 

 

 

 

The unit specification maps the assessment criteria against each learning outcome. 
 
There are three learning outcomes:  

1. Know the hand tools, materials and access equipment used by decorators to perform 
specific tasks 

2. Understand safe working practices to prepare new and previously painted surfaces for 
painting 

3. Be able to apply safe working practices in the application of paints to prepared 
surfaces 

 
All the criteria must be met if the outcome is to be achieved. 



 
 
 
 

30 

NOCN Level 2 Diploma in Construction Crafts – Property Maintenance  
 

 
 

Delivering Unit 6 - Exploring Painting and Decorating 
 
The aim of this unit is to give the learners the opportunity to expand their knowledge of 
painting and decorating and further develop their skills. It will cover hand tools, equipment 
and materials used as well as practical activities to demonstrate their skills as well as 
showing how they are able work safely at all times. 
 
Working within a supervised training environment consisting of classroom and workshop 
based teaching, learners will be able to identify hand tools and materials used in painting 
and decorating as well as access equipment and for which they should know the safe way 
of erecting and working from. They must then be able to select the correct hand tools, 
materials and access equipment to carry out a given tasks and should be able to explain 
their selections. Learners will also be expected to be able to identify safe working 
practices that are associated with the given task, highlighting potentials risks and explain 
what actions they will take to minimise risk including identifying and selecting the correct 
personal protective equipment required for the tasks, again explaining their selection. 
 
Learners will carry out a range of practical tasks to demonstrate their skills and must be 
able to follow manufactures guidelines when preparing materials, explain what these 
guidelines are and how they will carry them out. They will then perform painting and 
decorating activities using a range of hand tools to apply both water-based and solvent-
based paints to different surfaces, carrying out any preparatory works to ensure a good 
finish. Throughout these practical tasks, learners must demonstrate how they use 
materials safely, ensuring that they are following manufactures guidelines and in both 
application and cleaning. Learners will also demonstrate how they will work safely from 
low level access equipment when carrying out painting and decorating tasks and this 
should include stepladders, podium steps and hop-ups, explain the risks involved in using 
each and what actions the learners will take to minimise such risks. 
 
 
Unit 6 content 

 
 Learners must be able to identify and select appropriate of hand tools, access 

equipment and materials for a range of tasks. 

 Learners must be able to identify personal protective equipment and safe working 
practice and explain their selection for each of the given tasks. 

 Learners must be able to follow manufactures guidelines, perform a range of 
painting and decorating tasks and demonstrate the safe use of both materials and 
low level access equipment while carrying out the tasks. 
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5.7. Unit 7 - Valves, Taps and Cisterns in Domestic Plumbing 
 

Unit Title: Valves, Taps and Cisterns in Domestic Plumbing 

Level: Two 

Credit Value: 3 

GLH: 24 

Unique Reference  Number: Y/506/8761 

 
LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know about domestic taps. 1.1. Identify the components in different domestic taps. 
1.2. Describe the function of each component. 
1.3. Asses and repair common faults in different domestic 

taps. 

2. Know about float and isolation 
valves. 

2.1. Identify the components in different float and isolation 
valves. 

2.2. Describe the function of each component 
2.3. Assess and repair common faults in different float and 

isolation valves. 

3. Know about domestic toilet 
cisterns. 

3.1. Identify the components in two types of cisterns. 
3.2. Describe the function of each component in the 

cisterns. 
3.3. Assess and repair common faults in two types of 

domestic cistern. 

4. Understand the need for 
water storage in a domestic 
system. 

4.1. Describe why water needs to be stored in a domestic 
system. 

4.2. Describe where this is done. 
4.3. Describe why this is done. 

 

 

The unit specification maps the assessment criteria against each learning outcome. 
 
There are four learning outcomes:  

1. Know about domestic taps 
2. Know about float and isolation valves 
3. Know about domestic toilet cisterns 
4. Understand the need for water storage in a domestic system 
 
All the criteria must be met if the outcome is to be achieved. 
 
Delivering Unit 7 - Valves, Taps and Cisterns in Domestic Plumbing 
 
The aim of this unit is to provide the learners with an in depth understanding of how 
valves, taps and cisterns work and to diagnose and rectify common faults in each. They 
will look at each component and describe their components and functions and common 
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problems that can occur as well as being able to explain the reasons for storing water and 
how this is achieved. 
 
Working within a supervised classroom and workshop environment, learners will firstly 
look at domestic taps and should be able to identify, describe and explain the functions of 
the various components including the gland nut, ‘O’ ring, body washer, jumper valve and 
tap washer in a range of taps. With this knowledge, the learners, within the workshop, 
should be given a range of common faults in different types of taps that can occur and 
they must be able to diagnose and rectify the fault correctly and safely. This could include 
constant dripping or a leaking ‘O’ ring and learners should write up the procedure once 
completed. 
 
Next, learners will look at the various float and isolation valves in use and again must be 
able to identify, describe and explain the function of their components including the 
isolation control, control spindle, non-return jumper, valve body, water outlet, valve pole 
and ball. Again they should use their knowledge to rectify faults in a range of valves such 
as leaking overflow, isolation control stuck or valve leaking and learners should be able to 
write up what the fault was and the actions they took in rectifying. 
 
Learners will then look at a domestic toilet cistern, identifying, describing and explaining 
the function of it components including flush arm, float arm, flapper valve, flapper seat and 
overflow tube. Once learners have an understanding of the various components they will 
then be given a range of faults which they should diagnose, rectify and write up and this 
could include a leaking or overflowing cistern and slow, or no, filling in two types of 
cistern. 
 
Lastly learners must understand the need for water storage in domestic systems and be 
able to explain why this is required and how it is achieved by, for example, explaining how 
gravity feed or pumped systems work and where they would be found. 
 
 
Unit 7 content 

 
 Learners must be able to identify and explain the function of components in a range 

of domestic water taps and diagnose and rectify common faults. 

 Learners must be able to identify and explain the function of components in a range 
of float and isolation valves and diagnose and rectify common faults in four types of 
valve. 

 Learners must be able to identify and explain the function of components in two 
types of domestic toilet cistern and diagnose and rectify common faults in each. 

 Learners must be able to explain why domestic systems require water storage and 
how and where this is done. 
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5.8. Unit 8 - Confirm the occupational method of work 
 

Unit Title: Confirm the occupational method of work 

Unit Level: Three 

Unit Credit Value: 5 

GLH: 50 

Unique Reference Number: Y/503/4254 

 
LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Understand project 
information. 

1.1. Describe the criteria for the project, including conformity 
to statutory requirements, customer and user needs, 
contract requirements and environmental 
considerations. 

1.2. Describe the different types of project data and how 
they are expressed, including quantities, specifications, 
drawings, health and safety requirements, timescales, 
scope of works. 

1.3. Describe how to assess the available project data for 
sufficiency. 

1.4. Explain how to summarise project data. 
1.5. Describe alternative sources of obtaining work 

information. 
1.6. Describe the information needs of others including 

colleagues, employers, customers, contractors, 
suppliers those affected by the work. 

 

2. Understand project 
requirements. 

2.1. Describe the importance of using resources efficiently. 
2.2. Explain the methods of work that can achieve zero or 

low carbon outcomes. 
2.3. Explain the statutory and contractual requirements of 

the project. 
2.4. Describe the technical criteria that must be met. 
 

3. Select the method of work. 3.1. Assess available data to determine the occupational 
work method, including drawings, specifications, 
schedules, manufacturers’ information, method of work, 
risk assessments, programme of work. 

3.2. Obtain additional information about the work from 
appropriate sources. 

3.3. Record additional information about the work in an 
appropriate format. 

3.4. Identify work methods that will make efficient use of 
resources. 

3.5. Select work methods that meet project, statutory and 
contractual requirements. 

3.6. Communicate the selected work methods to others. 
 

 
The unit specification maps the assessment criteria against each learning outcome. 
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There are three learning outcomes:  

1. Understand project information 
2. Understand project requirements 
3. Select the method of work 
 
All the criteria must be met if the outcome is to be achieved. 
 
 

Delivering Unit 8 - Confirm the occupational method of work 
 

The aim of this unit is to develop the learners understanding of how to identify and select 
the correct methods of work from available data and guidelines. They will gain an 
understanding of how to identify the project information and interpret it in relation to a 
given task as well as the projects requirements in terms of statutory, technical and 
contractual requirements as well as with environmental considerations. They will learn 
how to identify information to be able to select the correct working methods to meet all 
requirements. 
 

Working in a controlled learning environment of classroom based teaching, learners will 
look at the range of project information that is available and describe how they will ensure 
that a project conforms with statutory requirements as well as the customer and users 
needs and environmental considerations. This can include looking at the end use to select 
the correct materials, working with other trades to ensure that deadlines are agreed and 
achievable and identifying sources of materials. They must be able to describe the various 
forms of project data that they will use for this including specifications, drawings, health 
and safety requirements, timescales and scopes of use and explain the information that 
they will take from each of these for their planning such as quantities and quality of 
resources. They should be able to describe the information they will need to identify their 
requirements in advance and state what they will be looking for in each so that they are 
able to assess the available data for sufficiency.  
 

Learners will need to demonstrate how they will summarise the project data for their own 
task, identifying the specific areas that will apply to them as well as describing alternative 
sources such as legislative guidelines and health and safety regulations as well as 
standards of practice that are applied to their work. They should be able to describe the 
information that they will need to share with others in the course of the project, 
colleagues, employers, customers, contractors, suppliers and others who may be affected 
by their work including other trades. They should be able to describe specific 
requirements they may have such as areas of work, limitations to other trades during 
specific tasks, delivers and storage requirements. All of the above could be applied to a 
theoretical task or based on works that the learners are carrying out as part of their 
course. 
  

Learners will need to be able to describe why it is important to use resources efficiently 
and explain methods or work that can help to achieve a zero or low carbon outcome. This 
can include the benefits of efficient use of materials, savings to project costs, positive 
reputation and the impact that this can have on the environment. They should consider 
how they can reduce their carbon impact, selecting materials that are environmentally 
produced, ordering from local suppliers, reduce waste by reusing materials where 
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possible, not over ordering and checking if excess materials are of use to other trades. 
They should also explain who they will dispose of waste, sorting materials for recycling to 
minimise those going into landfill. Learners will need to be able to identify and explain any 
statutory requirements of a task such as health and safety requirements both during 
construction and for the end users and the contractual requirements of the project. This 
could include ensuring the quality of materials used and ensuring the finished item is fit for 
purpose. They should also be able to describe the technical criteria that must be met and 
how this will be tested both during and upon completion. 
 
Finally learners will need to be able to use available data such as drawings, 
specifications, schedules, manufactures information and instructions, methods or work, 
risk assessments and programmes of work to identify the correct methods to be applied to 
the task using additional sources such as regulatory and legislative information as 
required. They will need to record the sources of information that they have selected for 
future reference using the agreed format for the site/workplace. They must ensure that 
any work methods selected will make the most efficient use of materials as well as 
meeting the statutory and contractual requirements and they will need to ensure that all 
methods are communicated to all interested parties such as colleagues and employers as 
well as other trades that may be affected by the works. 
 
 

Unit 8 content 

 
 Learners must understand project information; describe the criteria of the project 

including statutory requirements, customer and user needs, contract requirements 
and environmental considerations. They will need to describe the different types of 
project data including specifications, drawings, health and safety requirements, 
timescales and scope of works explaining how these are expressed. They will need 
to describe how they will assess project data for sufficiency and explain how they 
will summarise it as well as describing how they will source alternative information. 
They must also describe the information needs of others, colleagues, employers, 
customers, contractors, suppliers and those affected by the work. 

 Learners must understand project requirements, describing the importance of using 
resources efficiently and explaining the methods of work that can be applied to 
achieve zero or low carbon outcomes. They will need to explain statutory and 
contractual requirements of the project and describe the technical criteria that must 
be met. 

 Learners must select the method of work, assess available data including 
drawings, schedules, specifications, manufacturer’s information, methods of work, 
risk assessment and programmes of work to determine occupational work 
methods, obtain additional information from appropriate sources and record 
additional information in the agreed format. They must be able to identify the 
methods of work that will make efficient use of resources and select the work 
methods that meet the statutory and contractual requirements of the project and 
communicate the selected work methods to others.  
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5.9. Unit 9 - Clear the site and hand over on completion 
 

Unit Title: Clear the site and hand over on completion 

Unit Level: Two 

Unit Credit Value: 4 

GLH: 40 

Unique Reference Number: A/503/8653 

 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know the requirements for 
clearing and handing over the 
site. 

1.1. Interpret relevant information for the task including 
drawings, specifications, schedules, method 
statements and manufacturers’ information. 

1.2. Identify personal protective equipment (PPE) for the 
task in accordance with the specification. 

1.3. Identify the resources and hand and/or powered tools 
and access equipment required. 

1.4. State procedures for workplace safety and dealing with 
accidents, emergencies and problems. 

 
2. Know how to prepare to clear 

and hand over the site. 
2.1. State how to protect the work area in accordance with 

the specification. 
2.2. Identify potential hazards to be aware of during the 

work. 
2.3. State legislative requirements for disposing of waste. 
2.4. State procedures for maintaining tools and equipment. 
2.5. Identify the required finish quality. 
2.6. Identify site information required by clients and 

customers. 
 

3. Clear and hand over the site 
on completion of the task. 

3.1. Select personal protective equipment (PPE) for the 
task in accordance with the specification. 

3.2. Protect the work and surrounding area from damage. 
3.3. Remove excess materials. 
3.4. Clean and clear the work and surrounding area to 

specification. 
3.5. Maintain records of the work. 
3.6. Operate hand and powered tools and access 

equipment as required. 
3.7. Comply with workplace safety and legislative 

requirements for disposing of waste. 
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The unit specification maps the assessment criteria against each learning outcome. 
 
There are three learning outcomes:  

1. Know the requirements for clearing and handing over the site 
2. Know how to prepare to clear and hand over the site 
3. Clear and hand over the site on completion of the task 
 
All the criteria must be met if the outcome is to be achieved. 
  

 
Delivering Unit 9 - Clear the site and hand over on completion 
 
The aim of this unit is to develop the learners understanding of how to clear a site and 
hand over on completion of their works. They will investigate the requirements and 
procedures for cleaning and handing over as well as demonstrate their learning in 
practical projects, cleaning and handing over their work area to their tutor at the end of 
each practical task. 
 
Working within a supervised training environment consisting of classroom and workshop 
based teaching and group discussion as well as personal research, learners will look at 
the various sources of information that are relevant to the task and be able to interpret 
these to identify specific requirements. These should include drawings, specifications, 
schedules, method statements and manufactures information. From this they must be 
able to identify the correct personal protective equipment that will be required as well as 
any resources, hand and/or power tools and access equipment. Learners must also be 
instructed and be able to state the correct procedures for workplace safety and for dealing 
with accidents, emergencies and problems. 
 
Learners must know how to protect a work area and should be able to state this, taking 
into account the workplace specifications and any legislative requirements that may apply 
as well as knowing how to identifying the potential hazards that may be present or that 
could occur during the task. Allowing for the fact that with these tasks, learners may be 
using cleaning products they should know how to source and be able to state any Control 
of Substances Hazardous to Health information. In addition they should be considering 
general hazards that they may encounter including working at heights, slips, trips and 
falls, confined space and manual handling as well as those relating to other workers and 
plant. Alongside this, learners will need to be able to state the legislative requirements 
relating to the disposal of waste such as EU regulations and environmental law.  
 
As part of this work, learners will use a range of hand tools and equipment and should be 
able to state the procedures for maintaining them, cleaning after use and storing as 
directed in the correct location. They should refer back to the information they have been 
supplied with in relation to the task and be able to interpret this to identify the correct 
standard of finish as well as how, and by who this will be checked by if required. They 
should also be able to identify site information required by the clients and customers that 
needs to be passed on, such as specific information regarding the on-going upkeep and 
maintenance of surfaces and the area in general, potential hazards associated with this 
work and operation manuals for equipment fitted and guarantees. 
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At the end of each practical task, learners should apply the above knowledge and 
procedures to clear and clean their area and hand it back to their tutor. They should be 
able to select the personal protective equipment required for the task and prior to starting, 
should protect the work and surrounding area from damage, selecting and applying 
resources as necessary. Any remaining materials should be cleared and disposed of or 
stored as directed and learners should demonstrate how to operate the hand and power 
tools, equipment, including access equipment correctly. They will need to clean the work 
and surrounding area according to specification taking into account workplace and 
legislative guidance and will need to record all works carried out including materials and 
equipment used. Once an area is cleared, learners will need to dispose of any waste 
complying with workplace safety and legislative guidance. 
 
 
Unit 9 content 
 

 Learners must know the requirements for the task, interpret information for the task 
including drawings, specifications, schedules, method statements and 
manufacturer’s instructions, identify personal protective equipment, resources and 
hand/power tools and state procedures for workplace safety and dealing with 
accidents, emergencies and problems. 

 Learners must know how to prepare to clear and handover a site, state how to 
protect the work and surrounding areas to specification, identify potential hazards 
and state legislative requirements for disposing of waste. They must be able to 
state procedures for maintaining tools and equipment, identify the required finish 
quality and site information required by clients and customers. 

 Learners must know how to clear and handover a site on completion of task, select 
personal protective equipment, protect the work and surrounding area, remove 
excess materials and clean and clear the work and surrounding area according to 
specification. They must maintain records of the work, operate hand and powered 
tools and access equipment as required and comply with workplace safety and 
legislative requirements for disposing of waste. 
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5.10. Unit 10 - Repair, replace and renew gates, posts and fencing 
 

Unit Title: Repair, replace and renew gates, posts and 
fencing 

Unit Level: Two 

Unit Credit Value: 4 

GLH: 40 

Unique Reference Number: F/503/8654 

 
LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know the requirements for 
repairing, replacing and 
renewing gates, posts and 
fencing. 

1.1. Interpret relevant information for the task including 
drawings, specifications, schedules, method 
statements and manufacturers’ information. 

1.2. Identify personal, protective equipment (PPE) for the 
task in accordance with the specification. 

1.3. Identify the resources required including gates, posts, 
fencing, furnishings, fixings and protective finishes. 

1.4. Identify the hand and/or powered tools and access 
equipment required. 

1.5. State procedures for workplace safety and dealing with 
accidents, emergencies and problems. 

 
2. Know the procedures for 

repairing, replacing and 
renewing gates, posts and 
fencing. 

2.1. State how to protect the work area in accordance with 
the specification. 

2.2. Identify potential hazards to be aware of during the 
work. 

2.3. Describe when and why personal, protective 
equipment (PPE) should be used. 

2.4. Describe the programme of work and what needs to be 
completed in the allocated time. 

2.5. Describe the methods of work to be used to meet the 
specification. 

2.6. State legislative requirements for disposing of waste. 
2.7. State procedures for maintaining tools and equipment. 
 

3. Repair, replace and renew 
gates, posts and fencing to 
specification. 

3.1. Select personal, protective equipment (PPE) for the 
task in accordance with the specification. 

3.2. Protect the work and surrounding area from damage. 
3.3. Repair, replace and renew gates, posts, fencing, 

furnishings and fixings to specification. 
3.4. Apply protective finishing’s. 
3.5. Operate hand and powered tools and access 

equipment as required. 
3.6. Comply with workplace safety and legislative 

requirements for disposing of waste. 
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The unit specification maps the assessment criteria against each learning outcome. 
 
There are three learning outcomes:  

1. Know the requirements for repairing, replacing and renewing gates, posts and fencing 
2. Know the procedures for repairing, replacing and renewing gates, posts and fencing. 
3. Repair, replace and renew gates, posts and fencing to specification. 

All the criteria must be met if the outcome is to be achieved. 
 

 
Delivering Unit 10 - Repair, replace and renew gates, posts and fencing 
 
The aim of this unit is to introduce the learners to the knowledge and skills required in 
repairing or replacing a range of outdoor fencing products and to give them the 
opportunity to develop their abilities in carrying out this work. Through this unit they will 
gain an understanding of the requirements and procedures for carrying out these tasks as 
well as demonstrating their learning through a range of practical exercises. 
 

Working within a supervised training environment consisting of classroom and workshop 
based teaching, the learners will look at the range of information sources that they will 
need to consult prior to carrying out a task. They should be introduced to drawings, 
specifications, schedules, method statements and manufacturers information and be able 
to interpret these to plan a given task. This should include identifying the personal 
protective equipment and other health and safety control measures required for the task, 
identifying the resources to be used such as gates, posts, fencing, furnishings, fixings and 
protective finishes as well as the hand and powered tools and access equipment that will 
be used in carrying out the repair or replacement task. From the relevant information they 
should also be able to state the procedures for workplace safety and for dealing with 
accidents, emergencies and problems. 
 

Learners should be instructed in the procedures for carrying out repairs and replacement 
of fences, gates and posts and from this they must be able to identify and state the 
procedures for protecting the area before work commences, describing what will need to 
be protected, existing fencing, paving and other surfaces as well as ensuring that there is 
no environmental damage caused by the application of protective finishes. They must also 
be able to identify any possible hazards associated with the given tasks, or the area in 
which they will be working, and the control measures that should be applied including 
describing the personal protective equipment that is required, stating when and why it 
should be used. Learners will need to consult schedules and be able to describe the 
programme of works, identifying what tasks they will need to complete and the timescale 
in which they should be completed as well as using method statements to describe how 
they will carry out this work to specification. They will also need to identify and be able to 
state the legislative requirements for disposing of waste and procedures for maintaining 
tools and equipment, using as directed, cleaning after use and storing correctly and 
safely. 
 
 
Learners will be required to carry out a range of practical tasks, applying the knowledge 
they have gained above to each. They will need to select and wear the correct personal 
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protective equipment in accordance with workplace specification and prior to starting a 
task ensure that the work and surrounding are protected. They will then be assigned, and 
complete to an expected standard, a number of practical task using hand and powered 
tools and equipment correctly and safely. These should include repairing, replacing and 
renewing gates, posts and fencing using the correct fixings and applying any furnishings 
as directed. Once completed, learners will need to apply protective finishes, ensuring that 
they are aware of any Control of Substances Hazardous to Health requirements. Through 
all tasks, learners must comply with workplace safety and at the end of each task clear 
and clean the area and dispose of waste in accordance with legislative requirements. 
 
 
Unit 10 content 

 
 Learners must be able to interpret relevant information for the task, drawings, 

specifications, schedules, method statements and manufacturer’s information, 
identify personal protective equipment, resources including gates, posts, fencing, 
furnishings and fixings and hand and/or powered tools and access equipment 
required. They should be able to state procedures for workplace safety and for 
dealing with accidents, emergencies and problems. 

 Learners must know the procedures for carrying out given tasks, stating how they 
will protect the work area, identifying potential hazards and describing when and 
why personal protective equipment should be used. They must be able to describe 
the programme of works and what needs to be completed in the allocated time as 
well as methods of work to meet specification. Learners will need to state 
legislative requirements for disposing of waste and procedures for maintaining tools 
and equipment. 

 Learners must select personal protective equipment in accordance with 
specification, protect the work and surrounding area and repair, replace or renew 
gates, posts, fencing, furnishings and fixings and apply protective finishing’s. They 
must operate hand and powered tools and access equipment as required and 
comply with workplace safety and legislative requirements for disposing of waste. 
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5.11. Unit 11 - Erect and dismantle access/working platforms 
 

Unit Title: Erect and dismantle access/working platforms 

Unit Level: Two 

Unit Credit Value: 4 

GLH: 40 

Unique Reference Number: J/503/7344 

 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know the requirements for 
erecting access/working 
platforms. 

1.1. Interpret information relating to the task from 
specifications, method statements, risk assessments 
and manufacturers’ information. 

1.2. Identify personal protective equipment (PPE) for the 
task in accordance with the specification. 

1.3. Identify the resources required including ladders, 
crawler boards, stepladders, platform steps, trestles, 
proprietary staging/towers, podiums, mobile scaffold 
towers, notices, tools and ancillary equipment. 

1.4. Identify the characteristics, quality, uses and limitations 
of resources selected. 

1.5. State legislative requirements for disposing of waste. 
 

2. Know how to erect 
access/working platforms 
safely.  

2.1. Describe the characteristics, quality, uses, 
sustainability, limitations and defects of the resources 
required. 

2.2. State operatives’ responsibilities in line with legislation 
and official guidance. 

2.3. State current health and safety legislation relating to 
working at height. 

2.4. State how to protect the work area and surrounding 
areas from damage. 

2.5. Identify any defects and hazards on access/working 
platforms. 

2.6. Describe procedures for reporting hazards and defects 
in accordance with the specification. 

2.7. State procedures for workplace safety and dealing with 
accidents, emergencies and problems. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

3. Erect and dismantle 
access/working platforms to 
specification. 

3.1. Select personal protective equipment (PPE) for the 
task in accordance with the specification. 

3.2. Protect the work area and surrounding areas from 
damage. 

3.3. Set up a base. 
3.4. Erect proprietary and non-proprietary access/working 

platforms according to the manufacturers’ instructions. 
3.5. Put in place protective screens and notices. 
3.6. Monitor access/working platforms during use. 
3.7. Dismantle and store access/working platforms. 
3.8. Report hazards and defects in accordance with the 

specification. 
3.9. Comply with workplace safety and legislative 

requirements for disposing of waste. 

 
 

 
The unit specification maps the assessment criteria against each learning outcome. 
 
There are three learning outcomes:  

1. Know the requirements for erecting access/working platforms 
2. Know how to erect access/working platforms safely 
3. Erect and dismantle access/working platforms to specification 

All the criteria must be met if the outcome is to be achieved. 
 
 
Delivering Unit 11 - Erect and dismantle access/working platforms 
 
The aim of this unit is to allow the learners to develop their skills in erecting and 
dismantling a range of access equipment and working platforms correctly and safely. This 
will include identifying and knowing the requirements for erecting the access/platforms, 
knowing how to erect them and carry out practical tasks in erection and dismantling.  
 
Working within a supervised training environment consisting of classroom based teaching 
and group discussion as well as personal research, the learners will need to identify the 
various sources of information relating to the tasks including method statements, risk 
assessments and manufactures’ instructions as well as legislative regulations and 
interpret this information in preparation for the task. They will need to be able to identify 
the correct personal protective equipment both for the tasks and for working off of 
platforms such as harnesses and ensure they have been trained in their use. In addition 
they should be able to identify the correct resources required to carry out specific tasks 
including ladders for access and crawler boards, stepladders, platform steps, trestles, 
proprietary staging/towers, podiums, and mobile scaffold towers. They should also be 
aware of the tools required for erection and dismantling of each as well as notices and 
warning signs that should be displayed for the duration of the work. 
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For each piece of equipment, the learners will need to identify and describe the 
characteristics, quality, uses and limitations such as the areas that each can be used, 
maximum working periods, numbers allowed on a piece of equipment, maximum heights 
and, safety control measures and external influences such as overhead power lines. They 
should also identify and describe the sustainability and potential defects that could be 
found on each and in addition be aware of, and able to state, current legislation regarding 
the disposal of waste created during the works including EC legislation, Waste 
Management Licensing and Hazardous Waste regulations and the Environmental 
Protection Act. 
 
Learners must be able to state operatives responsibility while erecting, working from and 
dismantling access equipment and platforms, sourcing this information from site guidance, 
method statements, risk assessments and taking into account of the Health and Safety at 
Work Act. They must also be able to state current Working at Height legislation and say 
how this will be applied to their work. Learners must be aware of and able to state actions 
and resources that will be applied to protect the surrounding areas from damage and 
ensuring safety as well as identifying defects in resources including the checks they would 
carry out and actions taking such as reporting for any issues. Prior to commencing work, 
learners must be able to state workplace procedures for safety and dealing with 
accidents, emergencies and problems. 
 
Once learners have demonstrated that they are aware of all the required information, they 
will take part in practical activates to demonstrate their learning in erecting and 
dismantling access/work platforms. This should take place in a controlled and secure 
environment and learners should work in small teams to carry out the tasks. They will 
need to select the correct personal protective equipment for the given task, apply 
resources to protect the work and surround areas from damage and then set up a base 
and erect the proprietary and non-proprietary access/working platforms following 
manufactures and site guidelines. Learners will need to apply screens and 
toe/brickboards as required to protect passers by as well as ensuring that all correct 
notices and warning signs are displayed. Throughout the use of the equipment, learners 
should carry out periodic checks to ensure that everything is safe. 
 
Once the work has been completed, learners will dismantle the access/platforms in 
accordance with all guidelines and in line with health and safety practices. Each 
component should be checked during dismantling for hazards and defects and if 
discovered must report following agreed reporting specifications. Undamaged and safe 
components should be cleaned and then stored correctly for future use. The area should 
be cleared, cleaned and returned to its previous state and all waste disposed of in 
accordance to workplace safety and legislative requirements. 
 
 
Unit 11 content 
 

 Learners must know the requirements for erecting and dismantling access/working 
platforms, interpreting information relating to the task, identifying personal 
protective equipment and resources required. They must be able to identify the 
characteristics, quality, uses and limitations of the resources and state legislative 
requirements for waste disposal. 
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 Learners must be able to describe the characteristics, quality, uses sustainability, 
limitations and defects of the resources, state operatives responsibilities in line with 
legislation and official guidance as well as current health and safety legislation 
relating to working at heights and how they will protect the work and surrounding 
area during works. They must be able to identify defects and hazards on 
access/working platforms describe the process for reporting hazards and defects 
and state procedures for workplace safety and dealing with accidents, emergencies 
and problems. 

 Learners must be able to erect and dismantle access/working platforms, selecting 
the correct personal protective equipment, protecting the work and surrounding 
area, setting up a base and erecting access/working platforms in accordance with 
manufacturer’s instructions, put in place screens and notices and monitoring 
equipment during use. They must be able to dismantle to access/working platforms 
and store all components safely, checking for any hazards and defects and 
reporting in accordance with specification. They must also comply with workplace 
safety and legislative requirements for disposing of all waste. 
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5.12. Unit 12 - Replace glazing to windows and doors 
 

Unit Title: Replace glazing to windows and doors 

Unit Level: Two 

Unit Credit Value: 4 

GLH: 40 

Unique Reference Number: J/503/8655 

 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know the requirements for 
replacing glazing to windows 
and doors. 

1.1. Interpret relevant information for the task including 
drawings, specifications, schedules, manufacturers’ 
information and regulations governing buildings. 

1.2. Identify personal, protective equipment (PPE) for the 
task in accordance with the specification. 

1.3. Identify the resources required including glass and 
glass fitting systems. 

1.4. Identify the hand and/or powered tools and access 
equipment required. 

1.5. State procedures for workplace safety and dealing with 
accidents, emergencies and problems. 

 
2. Know the procedures for 

replacing glazing to windows 
and doors. 

2.1. State how to protect the work area in accordance with 
the specification. 

2.2. Identify potential hazards to be aware of during the 
work. 

2.3. Describe when and why personal, protective 
equipment (PPE) should be used. 

2.4. Describe the programme of work and what needs to be 
completed in the allocated time. 

2.5. Describe the methods of work to be used to meet the 
specification. 

2.6. State legislative requirements for disposing of waste. 
2.7. State procedures for maintaining tools and equipment. 
 

3. Replace glazing to windows 
and doors to specification. 

3.1. Select personal, protective equipment (PPE) for the 
task in accordance with the specification. 

3.2. Protect the work and surrounding area from damage. 
3.3. Cut and prepare glass. 
3.4. Fit and fix beading. 
3.5. Apply putty and sealants. 
3.6. Operate hand and powered tools and access 

equipment as required. 
3.7. Comply with workplace safety and legislative 

requirements for disposing of waste. 
 

 

 
The unit specification maps the assessment criteria against each learning outcome. 
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There are three learning outcomes:  

1. Know the requirements for replacing glazing to windows and doors 
2. Know the procedures for replacing glazing to windows and doors 
3. Replace glazing to windows and doors to specification 

All the criteria must be met if the outcome is to be achieved. 
 

 

Delivering Unit 12 - Replace glazing to windows and doors 
 
The aim of this unit is to introduce learners to the knowledge and skills required in 
replacing glazing in various units and give them the opportunity to develop their abilities in 
carrying out this work. Through this unit they will gain an understanding of the 
requirements and procedures for carrying out these tasks as well as demonstrating their 
learning through a range of practical exercises. 
 
Working within a supervised training environment consisting of classroom and workshop 
based teaching, the learners will look at the range of information sources that they will 
need to consult prior to carrying out a task. They should be introduced to drawings, 
specifications, schedules, manufacturers information and regulations governing buildings 
covering areas such as thermal performance, means of escape and ventilation and be 
able to interpret the details to plan a given task. This should include identifying the 
personal protective equipment and other health and safety control measures required for 
the task, identifying the resources to be used such as glass and glass fitting systems, 
beading and putty as well as the hand and powered tools and access equipment that will 
be used in carrying out replacement. From the relevant information they should also be 
able to state the procedures for workplace safety and for dealing with accidents, 
emergencies and problems. 
 
Learners should be instructed in the procedures for carrying out repairs and replacement 
of glazing and from this they must be able to state the procedures they will carry out in 
protecting the area before work commences, describing what will need to be protected, 
frames and walls, floors etc. They must also be able to identify any possible hazards 
associated with the given tasks or the area in which they will be working and the control 
measures that should be applied including describing the personal protective equipment 
that is required, stating when and why it should be used. Learners will need to consult 
schedules and be able to describe the programme of works, identifying what tasks they 
will need to complete and the timescale in which they should be completed as well as 
using method statements to describe how they will carry out this work to specification. 
They will also need to identify and be able to state the legislative requirements for 
disposing of waste and procedures for maintaining tools and equipment, using as 
directed, cleaning after use and storing correctly and safely. 
 
Learners will be required to carry out a range of practical tasks, applying the knowledge 
they have gained above to each. They will need to select and wear the correct personal 
protective equipment in accordance with workplace specification and prior to starting a 
task ensure that the work and surrounding area are protected. They will then be assigned, 
and complete to an expected standard, a number of practical tasks using hand and 
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powered tools and equipment, correctly and safely. These should include cutting and 
preparing glass, fitting and fixing beading and applying putty and sealants as directed. 
Through all tasks learners must comply with workplace safety and at the end of each task 
clear and clean the area and dispose of waste in accordance with legislative 
requirements. 
 
 
Unit 12 content 

 
 Learners must be able to interpret relevant information for the task, drawings, 

specifications, schedules, method statements and manufacturers’ information, 
identify personal protective equipment, resources including glass and glass fitting 
systems and the hand and/or powered tools and access equipment required. They 
should be able to state procedures for workplace safety and for dealing with 
accidents, emergencies and problems. 

 Learners must know the procedures for carrying out given tasks, stating how they 
will protect the work area, identifying potential hazards and describing when and 
why personal protective equipment should be used. They must be able to describe 
the programme of works and what needs to be completed in the allocated time as 
well as methods of work to meet specification. Learners will need to state 
legislative requirements for disposing of waste and procedures for maintaining tools 
and equipment. 

 Learners must select personal protective equipment in accordance with 
specification, protect the work and surrounding area and cut and prepare glass, fit 
and fix beading and apply putty and sealants. They must operate hand and 
powered tools and access equipment as required and comply with workplace 
safety and legislative requirements for disposing of waste. 
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5.13. Unit 13 - Provide customer service in construction 
 

Unit Title: Provide customer service in construction 

Unit Level: Two 

Unit Credit Value: 5 

GLH: 50 

Unique Reference Number: T/503/8652 

 
LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know how to use information to 
provide customer service. 

1.1. Identify current legislation, official guidance, 
organisational procedures, specifications, drawings, 
instructions and variations and feedback processes 
relating to customer service. 

1.2. Describe how to use identified information to 
implement systems or procedures for customer 
service. 

1.3. Describe how to use identified information to help 
deliver and improve customer service. 

 

2. Know how to work individually 
and with others to provide 
customer service. 

2.1. Describe how to give consistent customer service. 
2.2. Describe how to communicate with customers 

including electronically, verbally, in written form, via a 
second person, in feedback documents and in group 
meetings. 

2.3. Give examples of the different types of action taken 
in customer service, including corrective, referral, 
investigative, reactive and proactive. 

2.4. Describe how to check the service given and action 
taken meets customers’ expectations. 

2.5. Explain how to work with others to resolve customer 
service problems. 

2.6. Give examples of situations when sharing 
information will help improve customer service, 
including with clients, customers and their 
representatives, contractors, consultants, sub-
contractors, suppliers, the workforce and internal 
management. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

3. Know how to deal with 
problems relating to customer 
service systems and 
procedures. 

3.1. Describe how to identify problems with existing 
systems and procedures which may affect 
customers. 

3.2. Explain the important of ensuring problems are 
solved before customers become aware of them. 

3.3. Describe how to identify repeat problems in customer 
service. 

3.4. Explain how to change customer service systems 
and procedures to reduce the chance of problems 
being repeated. 

3.5. List the people to inform about changes to customer 
service including clients, customers and their 
representatives, contractors, consultants, sub-
contractors, suppliers, the workforce and internal 
management. 

 

 

 

The unit specification maps the assessment criteria against each learning outcome. 
 
There are three learning outcomes:  

1. Know how to use information to provide customer service 
2. Know how to work individually and with others to provide customer service 
3. Know how to deal with problems relating to customer service systems and procedures 

All the criteria must be met if the outcome is to be achieved. 
  
 
Delivering Unit 13 - Provide customer service in construction 
 
The aim of this unit is to develop the learners understanding of customer service and how 
they will apply this in their work. Through this unit they will look at the various sources of 
information pertaining to customer service and describe how they will apply it to their 
work, be able to describe how they will work both individually and with others to provide 
an expected level of service and know how to deal with problems relating that may arise. 
 
Working within a supervised training environment consisting of classroom based teaching, 
group discussion and personal research as well as the possibility of incorporating role 
play into some situations, learners will need to gain an understanding of the various 
sources of information they will use in providing customer service. This should include 
legislative and official guidance such as the provision of service regulations as well as 
organisational procedures, specifications and drawings, instructions, variations and 
feedback. They should be able to interpret these and be able to identify the information 
that must be passed onto the customer, both before and after works have been carried 
out. They will need to be able to describe how they will use the identified information, 
ensuring any installed items instructions are left with a customer, explaining any 



 
 
 
 

51 

NOCN Level 2 Diploma in Construction Crafts – Property Maintenance  
 

limitations in the work, on-going maintenance that may be required etc. and describe how 
this information was supplied and how it will improve customer service. 
 
Learners will need to know how to work both individually and with others to provide the 
expected level of customer service, pre, during and after the work has been completed. 
They should be able to describe the procedures that will be adopted to give a consistent 
level of service, following company procedures and knowing how to seek guidance where 
necessary as well as checking that anything they have passed on has been acted upon. 
They will need to describe the various ways to communicate with customers, responding 
electronically and in writing using the agreed styles and in a professional manner with 
correct spelling and grammar. Ensuring they are professional and polite when verbally 
communicating, both in person and via a second person as well as when responding to 
feedback forms, they should also be aware of the use of technical language and ensure 
that it is understood by customers both in person and during site meetings. Learners must 
give examples of the different types of action they could take when ensuring the expected 
level of service, taking corrective action themselves, seeking guidance or referring if they 
feel it requires a more senior intervention, investigating the issues raised but without 
making this seem as though they have any doubt about what a customer has said as well 
as reactive and proactive actions, checking materials/service before they are used or 
responding immediately where they see an issue. 
 
Learners must know how to check that the service or corrective actions meet the 
expected standard by checking with the customer either in person or in writing and 
responding to any comments made. They should also be able to explain how they will 
work with others to resolve a problem, knowing who they should keep informed within 
their company and who can agree actions as well as working with suppliers in the case of 
faulty goods or materials and liaising with other individuals outside of their company. 
Learners should also be able to give examples of how sharing information can improve 
customer service, working with the clients, customers, including their representatives, 
contractors, consultants, sub-contractors, suppliers and the workforce and internal 
management. Looking at what can be agreed prior to work commencing to ensure that it 
is carried out to the customers satisfaction and that they are aware of how things 
progress. 
 
Learners must know how to identify issues that may arise with an organisation’s existing 
systems and procedures that could have an impact on customer service. This could 
include changes in staffing or resources, out dated product information and they should 
be able to describe how these will be identified and addressed as well as the impact that 
not rectifying could have on customers. They will need to look at how they can pre-empt 
potential issues and explain why it is important to be able to solve these before customers 
are aware, repairing or replacing faulty or damaged parts. Learners will also need to know 
how to identify repeat problems in customer service through regular reviews of service 
issues raised and through customer feedback, and explain how systems can be adapted 
to avoid reoccurrences. They should also be able to list who they will need to inform about 
any changes to customer service procedures including clients, customers and their 
representatives, contractors, consultants, sub-contractors, suppliers, the workforce and 
internal management. 
 
Unit 13 content 
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 Learners must know how to use information to provide customer service, identify 
current legislation, official guidance, organisational procedures, specifications, 
drawings, instructions and variations and feedback processes relating to customer 
service. Describe how to use identified information to implement systems and 
procedures and deliver and improve customer service. 

 Learners must know how to work individually and with others to provide customer 
service, describe how to communicate with customers in a range of formats to 
provide consistent customer service, give examples of different types of action that 
can be taken and how to check that this has met expectations. They must know 
how to work with others to meet expectations and give examples where sharing 
information with a range of parties will improve customer service. 

 Learners must know how to deal with problems relating to customer service 
systems and procedures, describing how to identify problems with existing 
systems, explaining why it is important to resolve problems before customer are 
aware and describe how to identify repeat problems. They should explain how to 
change customer service systems and procedures to reduce chances of problems 
reoccurring and list the people who should be informed of changes. 
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5.14. Unit 14 - Teamwork Skills 
 

Unit Title: Teamwork Skills 

Unit Level: Two 

Unit Credit Value: 2 

GLH: 16 

  Unique Reference Number: L/503/0993 

 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Understand the meaning of 
teamwork. 

1.1. Define team and teamwork. 
1.2. Describe effective team working skills and qualities. 
 

2. Understand the role and 
responsibilities of team 
members. 

2.1. Describe the role and responsibilities of different team 
members. 

2.2. Describe own role within a team. 
 

3. Know how to work within a 
team. 

3.1. Identify a team goal. 
3.2. Work with others towards a common goal. 
3.3. Describe ways to promote effective team working, for 

example, communication, respect and support for 
others. 

3.4. Describe techniques that could be used to overcome 
conflict within a team. 
 

4. Know how to review 
performance of a team. 

4.1. Assess performance of the team. 
4.2. Describe ways to improve own team working skills. 
 

 

 
The unit specification maps the assessment criteria against each learning outcome. 
 
There are four learning outcomes:  

1. Understand the meaning of teamwork 
2. Understand the role and responsibilities of team members 
3. Know how to work within a team 
4. Know how to review performance of a team 

All the criteria must be met if the outcome is to be achieved. 
 
 

Delivering Unit 14 - Teamwork Skills  
 
The aim of this unit is to allow the learners to develop their understanding of teamwork. 
Through classroom based teaching and discussions as well as personal research, 
learners will gain an understanding on teamwork including the roles, responsibilities and 
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skills required for teamwork as well as being able to review both the team and their own 
performances. 
 
Working within a supervised training environment consisting of classroom based teaching 
and group discussion as well as personal research, the learners will firstly develop a 
definition of team and teamwork, describing the differences between these and other 
forms of working and the benefits, and possible detrimental effects, of each. They must 
also be able to identify the various skills and qualities that teamwork requires such as the 
ability to work well with others, listen and accept other points of view while being able to 
clearly state you own opinions, accept instruction from others and take responsibility. For 
each skill or quality they should describe how this benefits the ability to work successfully 
with others. Learners should use a portfolio to record all of their work, referencing both the 
learning outcomes and assessment criteria to assist in assessment of work. 
 
Learners must next be able to describe the various roles involved in a team and the 
responsibilities associated with each, a team leader allocating particular jobs to other 
team members, setting deadlines. For each they should be able to identify the skills and 
personal qualities required to be able to carry out the role effectively possibly through 
working in smaller groups and exploring a particular role and then feeding into the group. 
  
Learners should then form a team, or number of teams depending on the size of the class 
and assigned a task, either practical or theoretical and could be associated with tasks 
from other units in the diploma. The group should identify the team goal and then assign 
roles to each of the group, supporting each other to develop the skills and qualities 
required and then work together to achieve the goal. They need to be able to promote 
effective team working through the use of skills such as communication and respect, 
describing how they have done this and why it was important in their work on the task. 
They should also be able to describe techniques that could be used to overcome conflicts 
that could arise within the team. Taking a direct approach to address the issues, talking to 
those directly involved and with the team leader making the final decision but being able 
to explain to all parties how they come to their conclusion. Bargaining, offering those 
involved compromise to address the issue or reassigning roles, again being able to 
explain to all involved how these will support the team’s ultimate aim. At the start of the 
project the group should have agreed a group agreement and this could also be used to 
overcome the conflict. 
 
Finally, the learners should be able to assess the performance of the group, did they 
achieve the goal, what worked and what could have been handled better, as well as 
describing the skills they need to develop to improve their own team working skills. 
 
 
Unit 14 content 

 
 Learners must be able to define team and teamwork as well as describing effective 

team working skills and qualities. 

 Learners must be able to describe the roles and their responsibilities of different 
team members and to be able to describe their own role within a team. 
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 Learners must be able to identify a team goal, demonstrate their ability to work with 
others, towards that goal, describe ways to promote effective team working and 
techniques to overcome conflict within the group. 

 Learners must be able to assess the performance of the team and describe ways 
to improve their own team working skills. 
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5.15. Unit 15 - Introduction to Self Employment: Level 2 
 

Unit Title: Introduction to Self Employment: Level 2 

Unit Level: Two 

Unit Credit Value: 2 

GLH: 10 

Unique Reference Number: H/501/5786 

 
LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Identify self-employment 
opportunities. 

1.1. Describe own skills, abilities and achievements that 
might be useful in self-employment. 

1.2. Describe possible self employment opportunities. 
 

2. Produce a simple business 
plan. 

2.1. Identify required resources. 
2.2. Estimate costs and potential income. 
2.3. Prepare a simple business plan. 
 

3. Understand the legal and 
practical aspects of being self 
employed. 

3.1. Describe barriers to and aspects of self-employment. 
3.2. Identify sources of help. 
3.3. Describe main legal aspects of self employment. 
 

 

 

The unit specification maps the assessment criteria against each learning outcome. 
 
There are three learning outcomes:  

1. Identify self-employment opportunities 
2. Produce a simple business plan 
3. Understand the legal and practical aspects of being self employed 

All the criteria must be met if the outcome is to be achieved. 
 
 
Delivering Unit 15 - Introduction to Self Employment: Level 2 
 
The aim of this unit is to introduce learners to the skills, knowledge and resources 
required to work self-employed. It will look at the learners existing attributes and examine 
how this could be of use if self-employed as well as the opportunities that self-
employment can present. They will also identify the resources required, possible costs 
and produce a business plan before looking at the barriers, sources of help and legal 
aspects to self-employment. 
 
Working within a supervised training environment consisting of classroom based teaching 
and group discussion as well as personal research, learners will firstly identify their own 
skills and examine how these may be of use if they were working as self-employed.  This 
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could include identifying the work that they were confident in taking on to ensure that 
produced work to an expected standard to help develop a good reputation and reduce 
their costs due to snagging. They will need good mathematical skills to be able to prepare 
quotes for work that were both competitive and allowed them to earn a good salary as 
well as budgeting for an expansion in their work and to calculate tax and national 
insurance contributions, learners should be aware that they could employ an accountant 
but take into account the additional costs this would involve.  Other skills that they may 
consider are those such as patience, attention to detail, a confident approach with people 
and good presentation and communication skills. For each of these and others the 
learners should explain how they have developed and use these skills providing evidence 
for each and describing how they will be of benefit to self-employment. 
 
Learners should be able to describe the possible opportunities that self-employment can 
present such as being able to set their own work patterns, being able to grow a business 
and the long-term impacts that this can have on later life, employing others and going for 
larger contracts, gaining a good reputation with larger contractors and becoming part of 
their supply chain as well as developing their skills as both a trades and business person. 
They must also be able to identify the required resources to first start out as self-
employed, having the right tools and equipment as well as the knowledge on how to use 
them safely and correctly, transportation that is fit for purpose, a space to prepare quotes, 
invoices and tax returns and the equipment and IT skills necessary to do this correctly. 
Learners should, through research, be able to estimate their initial start up and running 
costs and identify potential income through competitive pricing of work, the availability of 
that work and investigating potential trade discounts that they could get on tools, 
equipment and materials through wholesalers. Using this information the learners must 
prepare a basic business plan that should include: 
 

 Company name 

 Business description 

 Staff, with their experience, knowledge and skills 

 Services they can provide 

 Premises and resources 

 Financial information, start up and operating costs, anticipated income. 

 Risk analysis 

 Market research 

Learners must also describe the possible barriers to working as self-employed, possible 
slow start while they build a reputation, competitors, down turn in the markets, rising costs 
of materials and resources and the impact that these could have. They must also be able 
to identify potential sources of help that could include local chambers of commerce, 
business start-up support organisations, networking groups and possible local and 
national government support and advice and be able to explain how these would be 
accessed. Finally, learners need to consider the legal aspects of being self-employed and 
describe how they will ensure that they adhere to these and should include insurances, 
public and employee liability, registering for tax and self-employed national insurance and 
registering the business with Companies House as well as any specific requirements 
relating to their area of work, membership of a trade association etc. 
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Unit 15 content 
 

 Learners must be able to describe their own skills, abilities and achievements that 
would be useful in self-employment and describe possible opportunities. 

 Learners must be able to identify resources, estimate costs and potential income 
and prepare a simple business plan. 

 Learners must be able to describe the barriers to and aspects of self-employment, 
identify sources of help and describe the main legal aspects of self-employment. 
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5.16. Unit 16 - Building a Personal Career Portfolio 

 
Unit Title: Building a Personal Career Portfolio 

Level: Two 

Credit Value: 3 

GLH: 24 

Unique Reference Number: T/505/5063 

 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know about own skills, 
experience, knowledge and 
personal qualities. 

1.1. Describe how personal qualities, skills, experience and 
knowledge can help in achieving personal goals. 

1.2. Describe in detail own: 
a) Personal qualities 
b) Skills 
c) Experience 
d) Knowledge. 

1.3. Identify different types of information that can be used 
to evidence own: 
a) Personal qualities 
b) Skills 
c) Experience 
d) Knowledge. 

1.4. Select information that can be used to establish current 
relevant, adequacy and/or validity of own: 
a) Personal qualities 
b) Skills 
c) Experience 
d) Knowledge. 

 

2. Be able to build a portfolio of 
information to evidence 
personal qualities, skills and 
achievements. 

2.1. Select personal, educational and career opportunities 
for which a portfolio can be used. 

2.2. Assemble a portfolio to evidence own: 
a) Personal qualities 
b) Skills 
c) Achievements 

 
3. Be able to produce 

Curriculum Vitae (CV). 
3.1. Identify the essential elements of a CV. 
3.2. Produce own CV using a standard format. 
3.3. Modify own CV for a specific purpose. 
 

4. Be able to plan to achieve 
personal goals. 

4.1. Describe own personal goals. 
4.2. Develop an action plan to show how own personal 

goals are going to be achieved. 
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The unit specification maps the assessment criteria against each learning outcome. 
 
There are four learning outcomes:  

1. Know about own skills, experience, knowledge and personal qualities 
2. Be able to build a portfolio of information to evidence personal qualities, skills and 

achievements 
3. Be able to produce a Curriculum Vitae (CV) 
4. Be able to plan to achieve personal goals 

All the criteria must be met if the outcome is to be achieved. 
 
 
Delivering Unit 16 - Building a Personal Career Portfolio 
 
The aim of this unit is to allow the learners to identify and develop a career portfolio that 
can be presented to potential employers in the future. They will identify their own personal 
attributes from their personal life as well as employment and education, matching these 
attributes to employer’s requirements. 
 
Working within a supervised training environment consisting of classroom based teaching 
and group discussion as well as personal research, the learners should firstly examine 
their own skills, qualities, experiences and knowledge through personal reflection and 
discussion to identify what they are and where these can be evidenced. They should 
describe each one in detail including what each is, how they have achieved it and where 
they use it as well as how each can be further developed to help the learners achieve 
personal future goals. Learners should consider the information they have selected as 
evidence for each of the attributes and identify the types of information that can be used, 
selecting those that have a current relevance, adequacy or validity to their current position 
and immediate aims. 
 
Learners will then collect together the evidence and information selected and begin to 
create a portfolio that will continue to be developed as the learners gain new attributes. 
Learners should work with peers and the tutor to decide how best to present the portfolio, 
ensuring that the information contained is logically structured and that all elements can be 
identified especially those that will be of most interest to potential employers.  
 
Using the information and skills identified, learners should next be able to produce a 
clearly structured CV. They should firstly identify the elements that need to be included 
such as personal profile, key skills, educational information such as subjects studies and 
grades, employment history including role and key responsibilities as well as all dates, 
ensuring there are no gaps and interests. They should look at how the CV can be 
modified so that it is relevant to specific purposes, ensuring that it contains information 
requested and including key words included in adverts and job specifications. 
 
Finally learners should consider and describe their personal goals such as their 
employment aims and identify the steps required to achieve it. From this information they 
should then develop an action plan to show how they can progress from their current 
position to the achievement of their goal including study, work experience and 
employment. Learners should be able to understand how the portfolio, with all the above 
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information included will be of benefit by identifying the opportunities, including 
educational, personal and career, that it can be used for as evidence of the learner’s 
suitability. 
 
 
Unit 16 content 

 
 Learners must be able to describe in detail their own personal qualities, skills, 

experience and knowledge. 

 Learners must be able to describe how their personal skills, qualities, abilities, 
experience and knowledge can help to achieve personal goals. 

 Learners must be able to identify different types of information that can be used as 
evidence of personal skills, qualities, abilities, experience and knowledge and 
select appropriate to establish current relevance, adequacy and/or validity. 

 Learners must be able to assemble evidence into a portfolio that is structured 
logically allowing all elements to be identified. 

 Learners must be able to produce a CV, identifying the essential elements, clearly 
structure it and ensure it contains all key information for general purposes and be 
able to modify it for specific purposes. 

 Learners must be able to explain personal goals and develop a detailed action plan 
to show how these are going to be achieved. 

 Learners must be able to identify personal, educational and career opportunities for 
which a portfolio can be used. 
 

 
 

 
 
 



 
 
 
 

62 

NOCN Level 2 Diploma in Construction Crafts – Property Maintenance  
 

5.17. Unit 17 - Preparing for Work 
 

Unit Title: Preparing for Work 

Unit Level: Two 

Unit Credit Value: 3 

GLH: 27 

Unique Reference Number: L/503/2663 

 

LEARNING OUTCOMES ASSESSMENT CRITERIA 

The learner will: The learner can: 

1. Be able to identify career or 
work options. 

1.1. Using a range of information sources, record career or 
job options. 

1.2. Assess options to select a choice of career or job to 
meet his/her requirements, giving reasons. 
 

2. Understand the requirements 
for a work or training 
opportunity. 

2.1. Describe the employer or training organisation 
requirements for successful applicants. 

2.2. Assess the extent to which own skills, experience and 
qualities match the requirements. 
 

3. Be able to complete 
applications for work or 
training. 

3.1. Complete an application form providing the information 
requested at the level of detail required. 

3.2. Check the form for spelling, grammatical accuracy and 
appropriate sentence structures, amending where 
necessary. 

3.3. Produce a clearly structured and legible CV which 
includes relevant information and summarises his/her 
own experience, qualities and skills. 
 

4. Be able to present 
him/herself at an interview. 

4.1. Arrive in good time for an interview. 
4.2. Use body language, facial expression and tone of voice 

to indicate positive interest in the position available. 
4.3. Give responses that provide the information requested 

in interview questions. 
4.4. Assess his/her own performance at interview, 

suggesting improvements.   
 

5. Be able to plan his/her own 
career path.  

5.1. Produce an action plan for future work or training, 
showing clear objectives and timings for necessary 
actions. 
 

 

 

 

 

The unit specification maps the assessment criteria against each learning outcome. 
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There are five learning outcomes:  

1. Be able to identify career or work options 
2. Understand the requirements for a work or training opportunity 
3. Be able to complete applications for work or training 
4. Be able to present him/herself at an interview 
5. Be able to plan his/her own career path 

All the criteria must be met if the outcome is to be achieved. 
 
 
Delivering Unit 17 - Preparing for Work 

The aim of this unit is to assist learners in preparing for work and in part will cover similar 
topics as Building a Personal Career Portfolio. Through this unit they will look at 
identifying information sources and assess options for career options, describe the skills 
employers or training organisations seek and match their own to these. They will correctly 
complete application forms and produce a CV with all relevant information as well as 
demonstrating how they will conduct themselves at an interview. Learners will be able to 
evaluate their performance at interview and produce an action plan for future work or 
training. 

Working within a supervised training environment consisting of classroom based teaching 
and group discussion as well as personal research, learners will be required to identify a 
range of information sources and from these record their career or job options. This could 
include careers guidance services, Jobcentres and web based career sites as well as 
seeking out construction forecasting information to identify future demand and locations of 
possible work.  From this they should be able to identify the potential employment 
opportunities in their chosen career path.  They should use the information collected to 
assess their options and from this select a choice of career or job that matches their 
requirements and be able to justify their choice. This could include location, progression 
opportunities, salary or on the job training. 

Next, learners should consider the requirements, skills, knowledge and experience that 
employers or training organisations look for in a new recruit and describe these, 
explaining why they would be important when applying for a specific job or training 
opportunity. They should then, through discussion with peers and the tutor identify their 
own attributes and assess how these match the requirements of employers or training 
organisations. From this the learners should be able to identify areas that they need to 
develop in order to be attractive when applying for a job or training position. 

Learners should be able to practice the completion of application forms, filling out all 
sections with the relevant details and be able to prepare a personal statement that 
matches the job specification and description, selecting and using key words from both 
and aiming to present their information in the order it is listed in the specification. At each 
stage, learners must ensure that what has been written is correctly spelt and grammatical 
accurate. They must also produce a CV that includes all the relevant information, contact 
details, personal profile, key skills, education and employment history as well as briefly 
stating interests where they may be relevant to the opportunity. 



 
 
 
 

64 

NOCN Level 2 Diploma in Construction Crafts – Property Maintenance  
 

Through role-play or by using real interviews, the learners should ensure that they arrive 
in good time explaining why this is important and the benefits of being early, allow time to 
settle and not feeling rushed. They must be able to demonstrate appropriate body 
language, appearing relaxed, maintaining eye contact and using a confident tone when 
answering questions. The responses to questions should demonstrate their knowledge 
both of the subject or role and also of the employer or training organisation as well as 
clearly answering common questions such as strengths and weaknesses, understanding 
of health and safety and equal opportunities and career aims. At the end of the interview, 
the learners should be able to evaluate their own performance, identifying what went well 
and not so well as well as why they felt this was and what they would do differently next 
time. With mock interviews they should be able to take positive and constructively critical 
feedback to develop their interview skills. 

Lastly, learners should take all the information and feedback they have collected and 
prepare an action plan with clear objectives and timings to support them in pursuing their 
chosen career path. This could include job specific skills that they need to obtain along 
with how/where these would be achieved, personal skills such as presentation and 
communication and any other areas of development that will help them in securing their 
desired goal. 

 
Unit 17 content 
 

 Learners must be able to use a range of information sources to record career or job 
options, assess these options to select a career or job of choice that meets their 
requirements, giving reasons. 

 Learners must be able to describe employer or training organisations requirements 
for a successful applicant and assess how their own skills match these. 

 Learners must be able to complete a correctly spelt and grammatically accurate 
application form and produce a CV with all relevant information included. 

 Learners must be able to arrive in good time at an interview, use body language, 
facial expressions and tone of voice to indicate a positive interest in a position, give 
good responses to questions and assess their own performance suggesting how it 
could be improved. 

 Learners must be able to prepare an action plan for future work showing clear 
objectives and timings. 
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6. Appendix 1 - Resource Suggestions  
 
Centres can use a variety of engaging assessment activities to capture evidence of 
learners’ understanding.  Activities such as:   
 

 Case studies 

 Group discussion recorded on flip chart 

 Written and oral questioning  

 Presentations 

 Multiple choice questionnaires  

 Role play 

 Simulations 
 
Note: this is not an exhaustive list 
 



 
 
 
 

66 

NOCN Level 2 Diploma in Construction Crafts – Property Maintenance  
 

7. Appendix 2 - Assessment Documentation 
 
7.1. Learner Evidence Record Unit 1 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance  
 
Unit Title: Exploring health, safety and welfare in construction 
 
Ofqual Unit Reference Number:  J/600/0062 
 
Learning Outcome 1: Know the importance of health, safety and welfare in the 
construction and built environment sector 
 

Assessment Criteria Evidence Portfolio Ref 

1.1. Describe key methods used to 
ensure good standards of health and 
safety on a construction site. 
 

  
 
 

  

1.2. Identify the roles and 
responsibilities of relevant personnel. 
 
 

  

 
Learning Outcome 2: Be able to carry out risk assessments 
 

Assessment Criteria Evidence Portfolio Ref 

2.1. Identify potential risks and hazards 
in an area of the working environment. 
 
 

    

2.2. Perform a risk assessment. 
 
 
 

    

 
Learning Outcome 3: Understand the importance of control measures in risk 
assessment 
 

Assessment Criteria Evidence Portfolio Ref 

3.1.   Explain how control measures are 
used in risk assessment procedures. 
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7.2. Learner Evidence Record Unit 2 
 

NOCN Level 2 Diploma in Construction Crafts - Property Maintenance  
 
Unit Title: Sustainability in the construction industry 
 
Ofqual Unit Reference Number:  L/600/0063 
 
Learning Outcome 1: Understand the concept of sustainability as it applies to the 
construction and built environment sector. 
 

Assessment Criteria Evidence Portfolio Ref 

1.1. Explain what is meant by 
sustainability. 

  

1.2. Evaluate the relevance of 
sustainability to the construction and 
built environment sector. 

  

 
 
Learning Outcome 2: Know the issues affecting the development of a sustainable 
built environment 
 

Assessment Criteria Evidence Portfolio Ref 

2.1. Identify the issues associated with 
the provision of a sustainable built 
environment. 

  

2.2. Describe the issues associated 
with the provision of a sustainable built 
environment. 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
Evidence Record continued 
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NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Sustainability in the construction industry 
 
Ofqual Unit Reference Number:  L/600/0063 
 
Learning Outcome 3: Know how sustainability can benefit the built environment 
both locally and nationally. 
 

Assessment Criteria Evidence Portfolio Ref 

3.1. Identify the benefits of using 
sustainable construction, in both local 
and national terms. 

  

3.2. Describe the benefits of using 
sustainable construction, in both local 
and national terms. 

  

 
 
Learning Outcome 4: Know how sustainable design and construction techniques 
are used to address environmental issues. 
 

Assessment Criteria Evidence Portfolio Ref 

4.1. Identify the sustainable design and 
construction techniques used to 
minimise environmental impact. 
 

  

4.2. Describe the sustainable design 
and construction techniques used to 
minimise environmental impact. 
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7.3. Learner Evidence Record Unit 3 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Repair and maintain masonry structures 
 
Ofqual Unit Reference Number:   F/503/4328 
 
Learning Outcome 1: Know the requirements for repairing and maintaining 
masonry structures 
 

Assessment Criteria Evidence Portfolio Ref 

1.1. Interpret the drawings and/or 
specification for the task. 

  

1.2. State procedures for clarifying 
information where required. 

  

1.3. State current workplace safety 
requirements and procedures for 
dealing with accidents, emergencies 
and problems. 

  

1.4. State legislative requirements for 
disposing of waste. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Repair and maintain masonry structures 
 
Ofqual Unit Reference Number:   F/503/4328 
 
Learning Outcome 2: Know how to repair and maintain masonry structures 
 

Assessment Criteria Evidence Portfolio Ref 

2.1. Identify the materials and 
resources suitable for use with the 
existing structure including undercoats 
and finishing plaster, one-coat renders, 
sand, limes, additives, frames, 
insulation, damp-proof barriers, lintels, 
fixings and ties. 

  

2.2. Identify the hand and/or powered 
tools and access equipment required. 

  

2.3. Identify personal protective 
equipment (PPE) for the specified task 
in accordance with the specification. 

  

2.4. Identify existing structures 
requiring maintenance and repair in 
terms of style, bonding and quality. 

  

2.5. Identify potential hazards in 
carrying out the work. 

  

2.6. Give examples of protection 
methods to reduce the risk of damage 
to the surrounding area during the 
task. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance  
 

Unit Title: Repair and maintain masonry structures 
 

Ofqual Unit Reference Number:   F/503/4328 
 

Learning Outcome 3: Repair and maintain masonry structures according to 
specifications 
 

Assessment Criteria Evidence Portfolio Ref 

3.1. Select personal protective 
equipment (PPE) for the specified task 
in accordance with the specification. 
 

  

3.2. Repair and maintain masonry 
structures to specification. 
 
 

  

3.3. Mix mortar to specification. 
 
 

  

3.4. Form joint finishes, internal and 
external angles and openings. 

  

3.5. Form temporary support to 
existing walls and floors. 

  

3.6. Finish and dress surfaces to 
specification. 

  

3.7. Operate and maintain hand and/or 
powered tools and equipment. 
 
 

  

3.8. Comply with workplace safety 
requirements. 

  

3.9. Dispose of waste in accordance 
with legislative requirements. 
 

  

7.4. Learner Evidence Record Unit 4 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance  
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Unit Title: Maintain non-structural or structural components 
 
Ofqual Unit Reference Number:   L/503/7460 
 
Learning Outcome 1: Know the requirements for maintaining non-structural or  
structural components 
 

Assessment Criteria Evidence Portfolio Ref 

1.1. Interpret relevant information for 
the task including drawings, 
specifications, schedules, method 
statements, risk assessments, 
manufacturers’ information and 
regulations governing buildings. 

  

1.2. Identify personal, protective 
equipment (PPE) for the task in 
accordance with the specification. 

  

1.3. Identify the resources required 
including timber, manufactured sheet 
material, metals, mouldings, sash cord, 
paint, bricks, tiles, cement, sand, 
plaster, preservatives, adhesives, 
sealants, fixings, guttering, 
ironmongery, downpipes and ancillary 
items. 

  

1.4.   Identify the hand and/or powered 
tools and access equipment required. 

  

1.5. Explain procedures for workplace 
safety and dealing with accidents, 
emergencies and problems. 

  

1.6. Give examples of situations when 
health and safety control equipment 
may be required including respiratory 
protective equipment (RPE) and local 
exhaust ventilation (LEV). 

  

 
 
 
 
 
Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
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Unit Title: Maintain non-structural or structural components 
 
Ofqual Unit Reference Number:   L/503/7460 
 
Learning Outcome 2: Know how to prepare for maintaining non-structural or 
structural components 
 

Assessment Criteria Evidence Portfolio Ref 

2.1. State how to protect the work area 
in accordance with the specification. 

  

2.2. Identify potential hazards to be 
aware of during the work. 

  

2.3. Describe the characteristics, 
quality, uses, sustainability, limitations 
and defects of the resources required. 

  

2.4. Summarise legislative requirements 
for disposing of waste. 

  

2.5. Clarify procedures for maintaining 
tools and equipment. 

  

2.6. Identify load bearing points.   
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Maintain non-structural or structural components 
 
Ofqual Unit Reference Number:   L/503/7460 
 
Learning Outcome 3: Maintain non-structural or structural components to 
specification 
 

Assessment Criteria Evidence Portfolio Ref 

3.1. Select personal, protective 
equipment (PPE) for the task in 
accordance with the specification. 

  

3.2. Protect the work and surrounding 
area from damage. 

  

3.3. Replace and/or splice door and 
window frames and ironmongery, 
guttering and downpipes, mouldings 
and structural timbers, sash cords, re-
glaze, re-lay brick/block work, 
paintwork, plasterwork, brickwork and 
wall tiling. 

  

3.4. Prop and support existing 
structures. 

  

3.5. Form joints to specification.   

3.6. Operate hand and powered tools 
and access equipment as required. 

  

3.7. Comply with workplace safety and 
legislative requirements for disposing of 
waste. 
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7.5. Learner Evidence Record Unit 5 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Prepare background surfaces for tiling or painting/decorating 
 
Ofqual Unit Reference Number:   L/503/8656 
 
Learning Outcome 1: Know the requirements for preparing background surfaces 
for tiling or painting/decorating 
 

Assessment Criteria Evidence Portfolio Ref 

1.1. Interpret relevant information for 
the task including drawings, 
specifications, schedules, method 
statements and manufacturers’ 
information. 

  

1.2. Identify personal, protective 
equipment (PPE) for the task in 
accordance with the specification. 

  

1.3. Identify the resources required 
including solvents, cleaning agents, 
stripping materials and equipment, 
fillers, bonding agents, surface 
treatment materials, waterproofing 
agents, sand, cement, lime, plaster 
renders, mesh, trims and fixings. 

  

1.4. Identify the hand and/or powered 
tools and access equipment required. 

  

1.5. State procedures for workplace 
safety and dealing with accidents, 
emergencies and problems. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Prepare background surfaces for tiling or painting/decorating 
 
Ofqual Unit Reference Number:   L/503/8656 
 
Learning Outcome 2: Know how to prepare background surfaces for tiling or 
painting/decorating 
 

Assessment Criteria Evidence Portfolio Ref 

2.1. State how to protect the work area 
in accordance with the specification. 

  

2.2. Identify potential hazards to be 
aware of during the work. 

  

2.3. Describe when and why personal, 
protective equipment (PPE) should be 
used. 

  

2.4. Describe the programme of work 
and what needs to be completed in the 
allocated time. 

  

2.5. Describe the methods of work to be 
used to meet the specification. 

  

2.6. State legislative requirements for 
disposing of waste. 

  

2.7. State procedures for maintaining 
tools and equipment. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Prepare background surfaces for tiling or painting/decorating 
 
Ofqual Unit Reference Number:   L/503/8656 
 
Learning Outcome 3: Prepare background surfaces for tiling or painting/decorating 
in accordance with the specification 
 

Assessment Criteria Evidence Portfolio Ref 

3.1. Select personal, protective 
equipment (PPE) for the task in 
accordance with the specification. 

  

3.2. Protect the work and surrounding 
area from damage. 

  

3.3.   Apply preparatory treatments to 
previously tiled or painted decorated 
surfaces. 

  

3.4. Remove surface contamination 
from previously tiled or painted 
decorated surfaces. 

  

3.5. Prepare brick, block, concrete, 
wood, manufactured board, render or 
plaster for tiling and 
painting/decorating. 
 

  

3.6. Mix and apply primers and plaster, 
sand, cement and lime renders. 

  

3.7. Fill, level and abrade surfaces.   

3.8. Fix proprietary mesh and trims, 
waterproof membranes and movement 
joints. 
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3.9. Operate hand and powered tools 
and access equipment as required. 

  

3.10. Comply with workplace safety and 
legislative requirements for disposing of 
waste. 
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7.6. Learner Evidence Record Unit 6 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Exploring painting and decorating  
 
Ofqual Unit Reference Number:   J/600/0076 
 
Learning Outcome 1: Know the hand tools, materials and access equipment used 
by decorators to perform specified tasks. 
 

Assessment Criteria Evidence Portfolio Ref 

1.1  Identify hand tools and access 
equipment used to perform painting 
and decorating tasks. 

 

  

1.2. Select hand tools and access 
equipment used to perform painting and 
decorating tasks. 
    

  

1.3  Identify the materials used to 
perform painting and decorating tasks. 
 

  

1.4  Select the materials used to 
perform painting and decorating tasks. 
 

  

 

 

Learning Outcome 2: Understand safe working practices to prepare new and 
previously painted surfaces for painting. 
 

Assessment Criteria Evidence Portfolio Ref 

2.1  Identify the PPE and safe working 
practices used to perform painting and 
decorating tasks. 

  

2.2  Explain the selection of PPE and 
safe working practices used to perform 
painting and decorating tasks. 

  

 

 

 

 

Evidence Record continued 
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NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Exploring painting and decorating  
 
Ofqual Unit Reference Number:   J/600/0076 
 
Learning Outcome 3: Be able to apply safe working practices in the application of 
paints to prepared surfaces. 
 

Assessment Criteria Evidence Portfolio Ref 

3.1  Follow manufacturer’s guidelines 
when preparing materials for use. 

  

3.2  Perform painting and decorating 
activities using hand tools. 

  

3.3  Demonstrate the safe use of 
materials when performing painting and 
decorating tasks. 

  

3.4  Demonstrate the safe use of low 
level access equipment when 
performing painting and decorating 
tasks. 
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7.7. Learner Evidence Record Unit 7 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Valves, Taps and Cisterns in Domestic Plumbing 
 
Ofqual Unit Reference Number:   Y/506/8761 
 
Learning Outcome 1: Know about domestic taps 
 

Assessment Criteria Evidence Portfolio Ref 

1.1. Identify the components in different 
domestic taps. 

  

1.2 Describe the function of each 
component. 

  

1.3. Assess and repair common faults 
in different domestic taps. 

  

 

 
Learning Outcome 2: Know about float and isolation valves 
 

Assessment Criteria Evidence Portfolio Ref 

2.1. Identify components in different 
float and isolation valves. 

  

2.2 Describe the function of each 
component. 

  

2.3. Assess and repair common faults in 
different float and isolation valves. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Valves, Taps and Cisterns in Domestic Plumbing 
 
Ofqual Unit Reference Number: Y/506/8761 
 
Learning Outcome 3: Know about domestic toilet cisterns 
 

Assessment Criteria Evidence Portfolio Ref 

3.1. Identify the components in two 
types of cisterns. 

  

3.2 Describe the function of each 
component in the cisterns. 

  

3.3. Assess and repair common faults 
in two types of domestic cistern. 

  

 

 
Learning Outcome 4: Understand the need for water storage in a domestic system 
 

Assessment Criteria Evidence Portfolio Ref 

4.1. Describe why water needs to be 
stored in a domestic system. 

  

4.2. Describe where this is done.   

4.3 Describe why this is done.   
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7.8. Learner Evidence Record Unit 8 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Confirm the occupational method of work 
 
Ofqual Unit Reference Number:   Y/503/4254 
 
Learning Outcome 1: Understand project information 
 

Assessment Criteria Evidence Portfolio Ref 

1.1. Describe the criteria for the project, 
including conformity to statutory 
requirements, customer and user 
needs, contract requirements and 
environmental considerations. 

  

1.2.   Describe the different types of 
project data and how they are 
expressed, including quantities, 
specifications, drawings, health and 
safety requirements, timescales, scope 
of works. 

  

1.3.   Describe how to assess the 
available project data for sufficiency. 

  

1.4.   Explain how to summarise project 
data. 

  

1.5. Describe alternative sources of 
obtaining work information. 

  

1.6. Describe the information needs of 
others including colleagues, employers, 
customers, contractors, suppliers those 
affected by the work. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Confirm the occupational method of work 
 
Ofqual Unit Reference Number:   Y/503/4254 
 
Learning Outcome 2: Understand project requirements 
 

Assessment Criteria Evidence Portfolio Ref 

2.1. Describe the importance of using 
resources efficiently. 

  

2.2.   Explain the methods of work that 
can achieve zero or low carbon 
outcomes. 

  

2.3.   Explain the statutory and 
contractual requirements of the project. 

  

2.4.   Describe the technical criteria that 
must be met. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Confirm the occupational method of work 
 
Ofqual Unit Reference Number:   Y/503/4254 
 
Learning Outcome 3: Select the method of work 
 

Assessment Criteria Evidence Portfolio Ref 

3.1. Assess available data to determine 
the occupational work method, 
including drawings, specifications, 
schedules, manufacturers’ information, 
method of work, risk assessments, 
programme of work. 

  

3.2.   Obtain additional information 
about the work from appropriate 
sources. 

  

3.3.   Record additional information 
about the work in an appropriate 
format. 

  

3.4.   Identify work methods that will 
make efficient use of resources. 

  

3.5. Select work methods that meet 
project, statutory and contractual 
requirements. 

  

3.6. Communicate the selected work 
methods to others. 
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7.9. Learner Evidence Record Unit 9 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Clear the Site and Hand Over on Completion 
 
Ofqual Unit Reference Number:   A/503/8653 
 
Learning Outcome 1: Know the requirements for clearing and handing over the site 
 

Assessment Criteria Evidence Portfolio Ref 

1.1. Interpret relevant information for 
the task including drawings, 
specifications, schedules, method 
statements and manufacturers’ 
information. 

  

1.2.   Identify personal protective 
equipment (PPE) for the task in 
accordance with the specification. 

  

1.3.   Identify the resources and hand 
and/or powered tools and access 
equipment required. 

  

1.4. State procedures for workplace 
safety and dealing with accidents, 
emergencies and problems. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Clear the Site and Hand Over on Completion 
 
Ofqual Unit Reference Number:   A/503/8653 
 
Learning Outcome 2: Know how to prepare to clear and hand over the site 
 

Assessment Criteria Evidence Portfolio Ref 

2.1. State how to protect the work area 
in accordance with the specification. 

  

2.2.   Identify potential hazards to be 
aware of during the work. 

  

2.3.   State legislative requirements for 
disposing of waste. 

  

2.4. State procedures for maintaining 
tools and equipment. 

  

2.5. Identify the required finish quality.   

2.6. Identify site information required by 
clients and customers. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance  
 
Unit Title: Clear the Site and Hand Over on Completion 
 
Ofqual Unit Reference Number:   A/503/8653 
 
Learning Outcome 3: Clear and hand over the site on completion of the task 
 

Assessment Criteria Evidence Portfolio Ref 

3.1. Select personal protective 
equipment (PPE) for the task in 
accordance with the specification. 

  

3.2.   Protect the work and surrounding 
area from damage. 

  

3.3.   Remove excess materials.   

3.4. Clean and clear the work and 
surrounding area to specification. 

  

3.5. Maintain records of the work.   

3.6. Operate hand and powered tools 
and access equipment as required. 

  

3.7. Comply with workplace safety and 
legislative requirements for disposing of 
waste. 
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7.10. Learner Evidence Record Unit 10 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Repair, replace and renew gates, posts and fencing 
 
Ofqual Unit Reference Number:   F/503/8654 
 
Learning Outcome 1: Know the requirements for repairing, replacing and renewing 
gates, posts and fencing 
 

Assessment Criteria Evidence Portfolio Ref 

1.1. Interpret relevant information for 
the task including drawings, 
specifications, schedules, method 
statements and manufacturers’ 
information. 
 

  

1.2.   Identify personal, protective 
equipment (PPE) for the task in 
accordance with the specification. 

  

1.3.  Identify the resources required 
including gates, posts, fencing, 
furnishings, fixings and protective 
finishes. 

  

1.4. Identify the hand and/or powered 
tools and access equipment required. 

  

1.5. State procedures for workplace 
safety and dealing with accidents, 
emergencies and problems. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Repair, replace and renew gates, posts and fencing 
 
Ofqual Unit Reference Number:   F/503/8654 
 
Learning Outcome 2: Know the procedures for repairing, replacing and renewing 
gates, posts and fencing 
 

Assessment Criteria Evidence Portfolio Ref 

2.1. State how to protect the work area 
in accordance with the specification. 

  

2.2. Identify potential hazards to be 
aware of during the work. 

  

2.3. Describe when and why personal, 
protective equipment (PPE) should be 
used. 

  

2.4. Describe the programme of work 
and what needs to be completed in the 
allocated time. 

  

2.5. Describe the methods of work to be 
used to meet the specification. 

  

2.6. State legislative requirements for 
disposing of waste. 

  

2.7. State procedures for maintaining 
tools and equipment. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Repair, replace and renew gates, posts and fencing 
 
Ofqual Unit Reference Number:   F/503/8654 
 
Learning Outcome 3: Repair, replace and renew gates, posts and fencing to 
specification 
 

Assessment Criteria Evidence Portfolio Ref 

3.1. Select personal, protective 
equipment (PPE) for the task in 
accordance with the specification. 

  

3.2.   Protect the work and surrounding 
area from damage. 

  

3.3.  Repair, replace and renew gates, 
posts, fencing, furnishings and fixings 
to specification. 

  

3.4. Apply protective finishing’s.   

3.5. Operate hand and powered tools 
and access equipment as required. 

  

3.6. Comply with workplace safety and 
legislative requirements for disposing of 
waste. 
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7.11. Learner Evidence Record Unit 11 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Erect and Dismantle Access/Working Platforms 
 
Ofqual Unit Reference Number:   J/503/7344 
 
Learning Outcome 1: Know the requirements for erecting access/working platforms 

 

Assessment Criteria Evidence Portfolio Ref 

1.1. Interpret information relating to the 
task from specifications, method 
statements, risk assessments and 
manufacturers’ information. 
 

  

1.2. Identify personal protective 
equipment (PPE) for the task in 
accordance with the specification. 

  

1.3.  Identify the resources required 
including ladders, crawler boards, 
stepladders, platform steps, trestles, 
proprietary staging/towers, podiums, 
mobile scaffold towers, notices, tools 
and ancillary equipment. 
 

  

1.4. Identify the characteristics, quality, 
uses and limitations of resources 
selected. 

  

1.5. State legislative requirements for 
disposing of waste. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Erect and Dismantle Access/Working Platforms 
 
Ofqual Unit Reference Number:   J/503/7344 
 
Learning Outcome 2: Know how to erect access/working platforms safely 

 
Assessment Criteria Evidence Portfolio Ref 

2.1. Describe the characteristics, 
quality, uses, sustainability, limitations 
and defects of the resources required. 

  

2.2. State operatives’ responsibilities in 
line with legislation and official 
guidance. 

  

2.3.  State current health and safety 
legislation relating to working at height. 

  

2.4. State how to protect the work area 
and surrounding areas from damage. 

  

2.5. Identify any defects and hazards 
on access/working platforms. 

  

2.6. Describe procedures for reporting 
hazards and defects in accordance with 
the specification. 

  

2.7. State procedures for workplace 
safety and dealing with accidents, 
emergencies and problems. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 

Unit Title: Erect and Dismantle Access/Working Platforms 
 

Ofqual Unit Reference Number:   J/503/7344 
 

Learning Outcome 3: Erect and dismantle access/working platforms to 
specification 
 

Assessment Criteria Evidence Portfolio Ref 

3.1. Select personal protective 
equipment (PPE) for the task in 
accordance with the specification. 

  

3.2. Protect the work area and 
surrounding areas from damage. 

  

3.3. Set up a base.   

3.4. Erect proprietary and non-
proprietary access/working platforms 
according to the manufacturers’ 
instructions. 
 

  

3.5. Put in place protective screens and 
notices. 

  

3.6. Monitor access/working platforms 
during use. 

  

3.7. Dismantle and store 
access/working platforms. 

  

3.8. Report hazards and defects in 
accordance with the specification. 

  

3.9. Comply with workplace safety and 
legislative requirements for disposing of 
waste. 

  

7.12. Learner Evidence Record Unit 12 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
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Unit Title: Replace glazing to windows and doors 
 
Ofqual Unit Reference Number:   J/503/8655 
 
Learning Outcome 1: Know the requirements for replacing glazing to windows and 
doors 

 
Assessment Criteria Evidence Portfolio Ref 

1.1. Interpret relevant information for 
the task including drawings, 
specifications, schedules, 
manufacturers’ information and 
regulations governing buildings. 
 

  

1.2. Identify personal, protective 
equipment (PPE) for the task in 
accordance with the specification. 

  

1.3. Identify the resources required 
including glass and glass fitting 
systems. 

  

1.4. Identify the hand and/or powered 
tools and access equipment required. 

  

1.5. State procedures for workplace 
safety and dealing with accidents, 
emergencies and problems. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Replace glazing to windows and doors 
 
Ofqual Unit Reference Number:   J/503/8655 
 
Learning Outcome 2: Know the procedures for replacing glazing to windows and 
doors 

 
Assessment Criteria Evidence Portfolio Ref 

2.1. State how to protect the work area 
in accordance with the specification. 

  

2.2. Identify potential hazards to be 
aware of during the work. 

  

2.3. Describe when and why personal, 
protective equipment (PPE) should be 
used. 

  

2.4. Describe the programme of work 
and what needs to be completed in the 
allocated time. 

  

2.5. Describe the methods of work to be 
used to meet the specification. 

  

2.6. State legislative requirements for 
disposing of waste. 

  

2.7. State procedures for maintaining 
tools and equipment. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Replace glazing to windows and doors 
 
Ofqual Unit Reference Number:   J/503/8655 
 
Learning Outcome 3: Replace glazing to windows and doors to specification 

 
Assessment Criteria Evidence Portfolio Ref 

3.1. Select personal, protective 
equipment (PPE) for the task in 
accordance with the specification. 

  

3.2. Protect the work and surrounding 
area from damage. 

  

3.3. Cut and prepare glass.   

3.4. Fit and fix beading.   

3.5. Apply putty and sealants.   

3.6. Operate hand and powered tools 
and access equipment as required. 

  

3.7. Comply with workplace safety and 
legislative requirements for disposing of 
waste. 
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7.13. Learner Evidence Record Unit 13 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Provide customer service in construction 
 
Ofqual Unit Reference Number:   T/503/8652 
 
Learning Outcome 1: Know how to use information to provide customer service 

 
Assessment Criteria Evidence Portfolio Ref 

1.1. Identify current legislation, official 
guidance, organisational procedures, 
specifications, drawings, instructions 
and variations and feedback processes 
relating to customer service. 
 

  

1.2. Describe how to use identified 
information to implement systems or 
procedures for customer service. 

  

1.3. Describe how to use identified 
information to help deliver and improve 
customer service. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Provide customer service in construction 
 
Ofqual Unit Reference Number:   T/503/8652 
 
Learning Outcome 2: Know how to work individually and with others to provide 
customer service 
 

Assessment Criteria Evidence Portfolio Ref 

2.1. Describe how to give consistent 
customer service. 

  

2.2. Describe how to communicate with 
customers including electronically, 
verbally, in written form, via a second 
person, in feedback documents and in 
group meetings. 
 

  

2.3. Give examples of the different 
types of action taken in customer 
service, including corrective, referral, 
investigative, reactive and proactive. 
 

  

2.4. Describe how to check the service 
given and action taken meets 
customers’ expectations. 

  

2.5. Explain how to work with others to 
resolve customer service problems. 

  

2.6. Give examples of situations when 
sharing information will help improve 
customer service, including with clients, 
customers and their representatives, 
contractors, consultants, sub-
contractors, suppliers, the workforce 
and internal management. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Provide customer service in construction 
 
Ofqual Unit Reference Number:   T/503/8652 
 
Learning Outcome 3: Know how to deal with problems relating to customer service 
systems and procedures 

 
Assessment Criteria Evidence Portfolio Ref 

3.1. Describe how to identify problems 
with existing systems and procedures 
which may affect customers. 

  

3.2. Explain the important of ensuring 
problems are solved before customers 
become aware of them. 

  

3.3. Describe how to identify repeat 
problems in customer service. 

  

3.4. Explain how to change customer 
service systems and procedures to 
reduce the chance of problems being 
repeated. 
 

  

3.5. List the people to inform about 
changes to customer service including 
clients, customers and their 
representatives, contractors, 
consultants, sub-contractors, suppliers, 
the workforce and internal 
management. 
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7.14. Learner Evidence Record Unit 14 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Teamwork Skills 
 
Ofqual Unit Reference Number:   L/503/0993 
 
Learning Outcome 1: Understand the meaning of teamwork 

 
Assessment Criteria Evidence Portfolio Ref 

1.1. Define team and teamwork.   

1.2. Describe effective team working 
skills and qualities. 

  

 

 
Learning Outcome 2: Understand the role and responsibilities of team members 

 
Assessment Criteria Evidence Portfolio Ref 

2.1. Describe the role and 
responsibilities of different team 
members. 

  

2.2. Describe own role within a team.   
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts  - Property Maintenance 
 
Unit Title: Teamwork Skills 
 
Ofqual Unit Reference Number:   L/503/0993 
 
Learning Outcome 3: Know how to work within a team 

 
Assessment Criteria Evidence Portfolio Ref 

3.1. Identify a team goal.   

3.2. Work with others towards a 
common goal. 

  

3.3. Describe ways to promote effective 
team working, for example, 
communication, respect and support for 
others. 
 

  

3.4. Describe techniques that could be 
used to overcome conflict within a 
team. 

  

 

 
Learning Outcome 4: Know how to review performance of a team 

 
Assessment Criteria Evidence Portfolio Ref 

4.1. Assess performance of the team.   

4.2. Describe ways to improve own 
team working skills. 
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7.15. Learner Evidence Record Unit 15 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Introduction to Self Employment: Level 2 
 
Ofqual Unit Reference Number:   H/501/5786 
 
Learning Outcome 1: Identify self-employment opportunities 

 
Assessment Criteria Evidence Portfolio Ref 

1.1. Describe own skills, abilities and 
achievements that might be useful in 
self-employment. 

  

1.2. Describe possible self employment 
opportunities. 

  

 

 
Learning Outcome 2: Produce a simple business plan 

 
Assessment Criteria Evidence Portfolio Ref 

2.1. Identify required resources.   

2.2. Estimate costs and potential 
income. 

  

2.3. Prepare a simple business plan.   
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Introduction to Self Employment: Level 2 
 
Ofqual Unit Reference Number:   H/501/5786 
 
Learning Outcome 3: Understand the legal and practical aspects of being self 
employed 

 
Assessment Criteria Evidence Portfolio Ref 

3.1. Describe barriers to and aspects of 
self-employment. 

  

3.2. Identify sources of help.   

3.3. Describe main legal aspects of self 
employment. 
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7.16. Learner Evidence Record Unit 16 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Building a Personal Career Portfolio 
 
Ofqual Unit Reference Number: T/505/5063  
 
Learning Outcome 1: Know about own skills, experience, knowledge and personal 
qualities. 
 

Assessment Criteria Evidence Portfolio Ref 

1.1. Describe how personal qualities, 
skills, experience and knowledge can 
help in achieving personal goals. 

  

1.2  Describe in detail own: 
a) Personal qualities 
b) Skills 
c) Experience 
d) Knowledge. 

  

1.3 Identify different types of 
information that can be used to 
evidence own: 

a) Personal qualities 
b) Skills 
c) Experience 
d) Knowledge. 

  

1.4 Select information that can be used 
to establish current relevant, adequacy 
and/or validity of own: 

a) Personal qualities 
b) Skills 
c) Experience 
d) Knowledge. 

  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
Evidence Record continued 
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NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Building a Personal Career Portfolio 
 
Ofqual Unit Reference Number:   T/505/5063 
 
Learning Outcome 2: Be able to build a portfolio of information to evidence 
personal qualities, skills and achievements. 
 

Assessment Criteria Evidence Portfolio Ref 

2.1. Select personal, educational and 
career opportunities for which a 
portfolio can be used. 

  

2.2 Assemble a portfolio to evidence 
own: 

a) personal qualities 
b) skills 
c) achievements 

  

 

 
Learning Outcome 3: Be able to produce a Curriculum Vitae (CV). 
 

Assessment Criteria Evidence Portfolio Ref 

3.1. Identify the essential elements of a 
CV. 

  

3.2. Produce own CV using a standard 
format. 

  

3.3. Modify own CV for a specific 
purpose. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Building a Personal Career Portfolio 
 
Ofqual Unit Reference Number:   D/500/5273 
 
 
Learning Outcome 4: Be able to achieve personal goals 
 

Assessment Criteria Evidence Portfolio Ref 

4.1. Describe own personal goals.   

4.2 Develop an action plan to show 
how own personal goals are going to 
be achieved. 
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7.17. Learner Evidence Record Unit 17 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Preparing for Work 
 
Ofqual Unit Reference Number: L/503/2663 
 
Learning Outcome 1: Be able to identify career or work options 

 

Assessment Criteria Evidence Portfolio Ref 

1.1. Using a range of information 
sources, record career or job options. 
 

  

1.2. Assess options to select a choice 
of career or job to meet his/her 
requirements, giving reasons. 

  

 

 
Learning Outcome 2: Understand the requirements for a work or training 
opportunity 

 

Assessment Criteria Evidence Portfolio Ref 

2.1. Describe the employer or training 
organisation requirements for 
successful applicants. 

  

2.2. Assess the extent to which own 
skills, experience and qualities match 
the requirements. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance 
 
Unit Title: Preparing for Work 
 
Ofqual Unit Reference Number: L/503/2663 
 
Learning Outcome 3: Be able to complete applications for work or training 

 

Assessment Criteria Evidence Portfolio Ref 

3.1. Complete an application form 
providing the information requested at 
the level of detail required. 

  

3.2. Check the form for spelling, 
grammatical accuracy and appropriate 
sentence structures, amending where 
necessary. 
 

  

3.3. Produce a clearly structured and 
legible CV which includes relevant 
information and summarises his/her 
own experience, qualities and skills. 
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Evidence Record continued 
 
NOCN Level 2 Diploma in Construction Crafts - Property Maintenance  
 
Unit Title: Preparing for Work 
 
Ofqual Unit Reference Number: L/503/2663 
 
Learning Outcome 4: Be able to present him/herself at an interview 

 

Assessment Criteria Evidence Portfolio Ref 

4.1. Arrive in good time for an interview.   

4.2. Use body language, facial 
expression and tone of voice to indicate 
positive interest in the position 
available. 
 

  

4.3. Give responses that provide the 
information requested in interview 
questions. 

  

4.4. Assess his/her own performance at 
interview, suggesting improvements. 

  

 

 
Learning Outcome 5: Be able to plan his/her own career path 

 

Assessment Criteria Evidence Portfolio Ref 

5.1. Produce an action plan for future 
work or training, showing clear 
objectives and timings for necessary 
actions. 
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