ASCENTIS CERTIFICATE IN MOTOR VEHICLE MAINTENANCE AND REPAIR ENTRY LEVEL 3
Subject Code: FMVE3

»Scentis

National Awarding Body

Entry Level 3 Certificate in

Introduction to Motor Vehicle Maintenance and Repair (QCF)

Specification

QCA Accreditation Number: 500/5719/4

QCA Accreditation Start Date: 01/02/2009
QCA Accreditation End Date: 31/12/2010
QCA Certification End Date: 31/12/2011

O:\ASCENTIS\Programmes\Foundation\Specifications\Employment Related\Motor Vehicle Maintenance and Repair (Introduction to) E3 (QCF).doc
1of 24 Version 2- 19 November 2009



ASCENTIS CERTIFICATE IN MOTOR VEHICLE MAINTENANCE AND REPAIR ENTRY LEVEL 3
Subject Code: FMVE3

ASCENTIS’S MISSION STATEMENT

‘Building Partnerships to Advance and Accredit Lifelong Learning for All.’

ABOUT ASCENTIS

Ascentis was originally established in 1975 as OCNW, a co-operative scheme between Universities
and Colleges of Further Education. OCNW was the first ‘Open College’ in the UK and served the
needs of its members for over 34 years. Throughout this period, OCNW grew yet maintained its
independence in order that it could continue to respond to the requirements of its customers and
provide a consistently high standard of service to all centres across the country and in recent years
to its increasing cohorts of overseas learners.

In 2009 OCNW became Ascentis - a company limited by guarantee and a registered educational
charity.

Ascentis is distinctive and unusual in that it is both:

a National Awarding Body (NAB) approved by the Qualifications and Curriculum
Authority (QCA)

and

an Access Validating Agency (AVA) for ‘Access to HE Programmes’ licensed by the
Quality Assurance Agency for Higher Education (QAA)

Ascentis is therefore able to offer a comprehensive ladder of opportunities to centres and their
students, starting at Entry Level basic skills or vocational programmes and progressing to QAA
recognised Access to HE qualifications. The flexible and adult-friendly ethos of Ascentis has
resulted in centres throughout the UK choosing to run its qualifications.

Ascentis Contact Details

Ascentis

West Lodge
Quernmore Road
Lancaster

LAL1 3JT

Tel: 01524 845046
E-mail: development@ascentis.co.uk
www.ascentis.co.uk
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ASCENTIS CERTIFICATE in INTRODUCTION TO MOTOR VEHICLE MAINTENANCE AND REPAIR Entry 3

(QCF)
Subject Code: FMVE3

SPECIFICATION SUMMARY

Introduction

The Ascentis Certificate in Introduction to Vehicle Maintenance and Repair at Entry 3 gives the learner an
excellent initiation into a particular engineering occupational area in order that they may make decisions on
whether to progress with further training and employment within that area. This qualification also promotes
the development of wider employment skills emphasising the importance of appropriate conduct and dress
within a work area and safe working practice throughout all work operations.

There are several features of this qualification that make it very appropriate for its target learners:

" Unit certification

. Assessment is through the building up of a portfolio of evidence to demonstrate that all the assessment
criteria have been met

. Moderation and certification can be offered throughout the year, allowing maximum flexibility for
centres

Specification Overview

Unit Number Unit Title GLH Credl! Level
Value

1 Introduction to the Vehicle Maintenance and Repair 10 2 E3
Sector

2 Introduction to Health and Safety 60 6 E3

3 Personal Work Skills 40 4 L1

4 Planning and Organising for Vehicle Maintenance and 60 6 E3
Repair Tasks

5 Carrying out Vehicle Maintenance and Repair Operations 60 6 E3

All units are mandatory. Unit certification is available for all units.

To achieve the full qualification a minimum of 24 credits must be gained overall.
Assessment and Moderation Arrangements

All units are assessed internally through the building up of a portfolio of evidence.
To achieve each unit all assessment criteria within the unit must be achieved.

Internal and external moderation are a requirement for all units making up the full award.
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(QCF)

Subject Code: FMVE3

BACKGROUND INFORMATION

Aims

The aims of the qualification are:

. To promote the gaining of work-related skills within the vehicle maintenance and repair sector

=  To encourage the development of generic employability skills

. To prepare learners for employment or further training within vehicle maintenance and repair
L] To give the learner an insight into the core activities within vehicle maintenance and repair, in order that

an informed decision can be made on future career choices

Target Group

This qualification is aimed at young people aged 14+ and adults who have an interest in vehicle maintenance

and repair as a career and want to develop their work-related skills within this area.

Award of the Qualification

This qualification is offered at Entry 3.

All units are mandatory and must be completed in order to achieve the full award.

available for all units.
QCA Qualification Accreditation Number

QCA Qualification Accredited Units and Numbers

Unit certification is

Unit Title Unit Number

Unit 1 Introduction to the Vehicle Maintenance and Repair Sector J/502/1760

Unit 2 Introduction to Health and Safety Y/502/1763

Unit 3 Personal Work Skills J/501/7126

Unit 4 Planning and Organising for Vehicle Maintenance and Repair H/502/1765
Tasks

Unit 5 Carrying out Vehicle Maintenance and Repair Operations K/502/1766

Recommended Guided Learning Hours

The recommended guided learning hours for this qualification is 230 hours.
Recommended Prior Learning

No recommended prior learning is required.

Opportunities for Progression

It is intended that this qualification will help learners towards the following progression routes:

= Ascentis Level 1 Certificate in Preparation for Vehicle Maintenance and Repair

= Employment with further training
L] NVQ Level 1 in a relevant occupational area

Foundation Learning Tier Progression Pathways

This qualification is suitable for inclusion as part of the following progression pathways:

= 14-16 Entry Level Progression Pathway

=  Full Level 2

= Independent Living/ Supported Employment

= Skilled Employment including apprenticeships
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(QCF)
Subject Code: FMVE3

Restriction on Learner Entries
There are no restrictions on learner entries.
Centre Approval and Registration

Centres must be approved by Ascentis to run this qualification. Details of the centre approval process are
available on the Ascentis website at www.ascentis.co.uk or from the Ascentis office.

All learners must be registered within seven weeks of the course commencing, using the Ascentis registration
form or by using the Electronic Data Interchange system (EDI). Details of both methods are available from the
Ascentis office (Tel: 01524 586789) or from www.ascentis.co.uk.

Spiritual, Moral, Ethical and Social Issues

Throughout the delivery of this qualification it is expected that social issues will be encountered. The
gualification aims to promote general employability skills and, as such, social skills such as team working and
effective communication should be emphasised during its delivery.

Health and Safety and Environmental Issues

Environmental issues may be explored at a number of points where the specification makes reference to
waste materials and hazardous substances. Health and Safety issues are addressed particularly in Unit 2, but
there is a requirement throughout the delivery of this course for learners to conduct themselves in a manner
that considers the safety of themselves and others. This will include the adherence to strict drink and alcohol
policies, which will be a requirement in future employment in the sector.

Mapping to Functional Skills at Entry 3

Learners following a course based on this qualification can be offered opportunities to develop and generate
evidence of achievement in aspects of the Functional Skills. Examples of opportunities to encourage the
acquisition and use of Functional Skills are provided in Appendix 5.

Status in Wales and Northern Ireland

This qualification is available in English only.

Learners with Particular Assessment Needs

Ascentis has procedures in accordance with The statutory regulation of external qualifications (QCA, 2004) to
ensure this qualification is accessible and does not disadvantage a learner with a particular need. Full details

of this procedure, including how to make an application, are available from www.ascentis.co.uk or through
contacting the Ascentis office.

Appeals Procedure

Ascentis has an appeals procedure in accordance with The statutory regulation of external qualifications
(QCA, 2004). Full details of this procedure, including how to make an application, are available from
www.ascentis.co.uk or through contacting the Ascentis office.
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(QCF)
Subject Code: FMVE3

ASSESSMENT AND MODERATION ARRANGEMENTS

Overview
All units are assessed internally through the building up of a portfolio of evidence.

To achieve a unit certificate all assessment criteria within the unit specification must be achieved. For the
full qualification all units must be completed and a minimum of 24 credits achieved overall.

Internal and external moderation are a requirement for all units making up the full award. On completion of
the learners’ evidence for either unit/s or the full award, the assessor is required to complete the Summary
Record of Achievement for each learner. This form is provided as Appendix 1.

The centre must retain evidence for all assessments for 4 weeks after the date of moderation in case of
appeal.

Internal Assessment
Evidence for each unit is through the building up of a portfolio of evidence to demonstrate that all the
assessment criteria within the unit have been achieved. This evidence will be assessed by the assessor at

the centre, who may or may not be the tutor teaching the course.

Portfolios of evidence should include a variety of evidence to demonstrate that the assessment criteria for
each unit have been met. Examples of evidence that could be included are:

. Observation record

= Record of questions and discussions
= Tape recordings

= Photographs

. Product evidence

. Video

" Witness or peer testimony

" Written notes, completed worksheets

The emphasis within this qualification should be on practical activities and this should be reflected in the
evidence provided. An over-reliance on the learner producing written work for activities practical in nature
should not be encouraged.

Learners’ portfolio work should include a tracking sheet to show where the evidence for each assessment
criteria is to be found. Some activities could produce evidence for more than one unit, which is acceptable
as long as there is clear reference to this on the tracking sheet. Examples of tracking sheets are found in
Appendix 2.

Internal Moderation

Internal moderation is the process of ensuring that everyone who assesses a particular unit in a centre is
assessing to the same standards. Internal moderation of this programme will be co-ordinated by a named
Foundation Co-ordinator at each centre, who will liaise with Ascentis. The Foundation Co-ordinator may
also act as the Internal Moderator. Internal moderation will be carried out through standardisation activities
including the internal moderation of portfolio evidence across all the groups of learners, to include all the
assessors and the full range of units. It is the responsibility of Internal Moderators to ensure that assessors’
decisions are sampled and monitored to ensure consistency and fairness. Internal Moderators are also
responsible for supporting assessors by offering advice and guidance.

The Ascentis Foundation Information File and the website at www.ascentis.co.uk have copies of forms that
can be used to record internal moderation activities, although centre-devised forms can also be used.

Ascentis External Moderators will confirm the Internal Moderation activities at their visit.

O:\ASCENTIS\Programmes\Foundation\Specifications\Employment Related\Motor Vehicle Maintenance and Repair (Introduction to) E3 (QCF).doc
7 of 24 Version 2- 19 November 2009


http://www.ocnw.com/

ASCENTIS CERTIFICATE in INTRODUCTION TO MOTOR VEHICLE MAINTENANCE AND REPAIR Entry 3
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External Moderation

Accredited centres will normally be visited twice a year for external moderation. The focus of
the external moderation visits will include:

=  Staff development, including guidance and support for all assessors and internal
moderators

= Moderation of a proportion of the learners’ evidence to ensure that internal assessment
decisions are valid, reliable, fair and consistent across different centres

= Confirmation of coverage of all the assessment criteria and units needed for unit
certification or the full award

Knowledge, Understanding and Skills Required of Assessors and Internal Moderators

Assessors of this qualification should have knowledge of the accepted safe working practices
and appropriate employment and Health and Safety legislation of the skills being assessed. All
practical skills and demonstrations to be undertaken by the learner must be assessed by a
competent person. (A competent person is an individual who is considered to posses the
necessary qualification and underpinning knowledge of the activity being assessed). An
industry recognised qualification would be an advantage.

Internal Moderators need to be competent assessors with a knowledge of the requirements of
the internal moderation process. Ascentis provides training events for internal moderators and
any person new to this role is advised to go on an Ascentis training event.

Health and Safety
A centre must have completed a full risk assessment of all areas of activity and identified

potential risks. Where a risk exists all practicable actions must be taken to eliminate or reduce
this risk so that it is as low as reasonably possible.
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Unit 1 - Introduction to the Vehicle Maintenance and Repair Sector

Entry 3
Introduction
This unit will give you an introduction to the vehicle maintenance and repair sector and the opportunity to
learn about the conditions of work that can be expected within this area.

This unit is assessed through a portfolio of evidence.

Credit Value: 2 Guided Learning Hours: 10
Learning outcomes Assessment criteria
The learner will: The learner can:
1 Understand the vehicle maintenance and repair | 1.1 Recognise the purpose of the vehicle
sector and the organisations and job roles within maintenance and repair sector
it 1.2 Recognise different types of organisations
within the vehicle maintenance and repair
sector

1.3 List roles within the vehicle maintenance and
repair sector

2 Know the terms, conditions and benefits of 2.1 Recognise the terms, conditions and benefits of
different jobs within the vehicle maintenance different job roles and different employers
and repair sector within the vehicle maintenance and repair
sector

Indicative content

1 Vehicle Maintenance and Repair Sector

Structure of sector — national chains, main dealerships, specialist garages, sole traders, roadside
recovery, specialists — paint and body work, tyres etc.; roles — apprenticeships, vehicle fitter, vehicle
technician, body and paint technician, roadside recovery and assistance technician, etc

2 Conditions

Working practices — flexibility, flexi-time, shift patterns, short-term employment, self-employment, contract
work; conditions — rates of pay, overtime, bonuses, holidays, working away from home; benefits —
pension, tools allowance, meals on duty, free clothes/uniform, PPEs.

This unit is also an optional component of the following qualification: Ascentis Level 1
Certificate in Preparation for Vehicle Maintenance and Repair
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Introduction

Entry 3

This unit introduces basic health and safety issues and will raise your awareness of health, safety and

welfare in the workplace.

This unit is assessed through a portfolio of evidence.

Credit Value: 6

Guided Learning Hours: 60

Learning outcomes

The learner will:

Assessment criteria

The learner can:

1 Understand the importance of health, safety
and welfare in the workplace

11

1.2

Explain why health and safety in the workplace
is important

Identify the responsibilities of employers and
employees in relation to health and safety

2 Know potential hazards and risks in the
workplace

2.1

2.2

2.3

Identify hazardous materials and non-hazardous
materials

Name common hazards in the workplace and
offer a description of how such hazards may be
caused

Determine whether common access equipment
is secure or not (steps, ladders, ramps and
simple non-hydraulic/non-powered platforms)

3 Know common basic safety signs found in
the workplace

3.1

Identify the different basic safety signs and
recognise the hazards they indicate

4 Demonstrate an awareness of safe practices
and protective equipment

4.1
4.2

4.3

4.4

4.5
4.6

Recognise common fire-fighting equipment
Recognise items of personal protective
equipment

Describe some of the precautions to be
observed when using non-powered equipment
that might be hazardous

Identify where First Aid equipment is usually
located in the workplace

Outline fire and emergency procedures

Outline why it is important to report accidents, ill
health and other incidents

This unit is also a component part of the following qualification: Ascentis Entry 3 Certificate in Introduction
to Employment in the Construction Industries (QCF) (500/4068/6)
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Unit 3 — Personal Work Skills

Level 1
Introduction
In this unit you are required to conduct yourself in an appropriate manner within a work area. You are
required to maintain satisfactory attendance, to dress appropriately and to communicate and co-operate
with others within the work area.

This unit is assessed through a portfolio of evidence.

Credit Value: 4 Guided Learning Hours: 40
Learning outcomes Assessment criteria
The learner will: The learner can:
1 Display the correct attitude towards work and | 1.1 Maintain satisfactory attendance on the
learning programme (no more than 20% unauthorised
absence)

1.2 Conduct self in a manner appropriate for work
with no reported incidents of misconduct

2 Understand the importance of maintaining the | 2.1 Be appropriately dressed for work. This includes

correct appearance at work appropriate footwear, outer garments, hairstyle

and headwear and where relevant should

include the removal of any jewellery

3 Work effectively with others 3.1 Communicate with others (tutor, fellow learners
etc.) in a manner appropriate for a work context,
this includes asking/answering questions and
cooperating with others in the completion of a
task

3.2 Comply with appropriate work requests as
instructed or be able to give an appropriate
explanation for inability to comply

This unit is also a component part of the following qualifications: Ascentis Level 1 Certificate in Preparation
for Vehicle Maintenance and Repair; Ascentis Level 1 Certificate in Preparation for Employment in the
Construction Industries (500/4033/9); Introduction to Employment in the Construction Industries (QCF)
(500/4068/6)
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Tutor Guidance

In order to encourage the development of personal work skills it is important that the learner knows the
criteria against which they are judged in order to successfully achieve this unit.

It is expected that the learner through the duration of the course will maintain a minimum of 80%
attendance, with no more than 20% unauthorised absence. However it should be emphasised that future
employers will be looking for an attendance rate of well above 80% and the learner should be striving for an
attendance rate nearer to 100%. It may be that some learners beginning this course have a previous poor
attendance pattern and initial support is needed in order for them to achieve the 80% attendance. In this
case it is acceptable to assess the attendance rate between later points in the learner’s course, rather than
from the commencement of the programme. However the time span should be sufficient to have confidence
in the assessment criteria being met. Authorised absence in excess of this is permissible providing the
necessary evidence is provided by the learner e.g. doctor’s sick note.

Appendix 3 has a recording form for Unit 3 that should be completed for each learner as evidence of
completion. Other evidence is also encouraged.
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Unit 4 - Planning and Organising for Vehicle Maintenance and Repair Tasks

Entry 3

Introduction

In this unit you will learn how to clean and maintain the tools and equipment that you commonly use within
your work area. You will plan to carry out a task that is already familiar to you; this will include estimating
the time needed to complete the task, identifying the tools and equipment needed and the working methods

to successfully complete the task.

This unit is assessed through a portfolio of evidence.

Credit Value: 6 Guided Learning Hours: 60
Learning outcomes Assessment criteria
The learner will: The learner can:
1 Understand how to clean and maintain tools | 1.1 Demonstrate the ability to keep a workstation clean
and equipment and tidy

1.2 Follow the correct methods and procedures for
cleaning common tools and equipment within the
work area

1.3 Identify different types of lubricant

1.4 Show how to apply different types of lubricants

1.5 Recognise faults in hand or power tools

1.6 Demonstrate the correct storage of tools and

equipment
2 Know how to plan to carry out a given 2.1 Estimate the length of time the task will take
simple task with a number of steps 2.2 ldentify the tools, equipment, materials and

components needed to complete the task

2.3 Identify the working methods required to complete
the task

2.4 Identify any assistance that may be needed to
complete the task
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Indicative content

1. Cleaning and Maintaining Tools and Equipment

Workstation is kept clean and tidy, i.e. materials are returned to correct place and waste materials,
disposed of in accordance with procedures, equipment is placed to minimise risk; materials and
equipment are cleaned correctly, e.g. clean oil filter wrench with detergent; the different types of
lubricants available and how to apply them; common faults found in hand or power tools, e.g. drill,
grinder, etc

2. Planning to Carry out a Given Task

The task to be planned should be familiar to the learner. To facilitate the planning process a planning
template may be provided. Examples of appropriate simple tasks for planning are:

" Removing a wheel

= Dismantling a small piece of equipment e.g. air/oil filter
. Removing and refitting the door

. Removing and refitting the bonnet

" Removing and refitting bolt on wing

" Basic spot welding

" Basic panel flatting

= Basic refinishing of paint work

For the task the learner should be able to:

= Estimate the length of time needed to carry out the task to a reasonable level of accuracy
. Select from a list:

= the equipment needed to carry out the task

" the materials and components needed to carry out the task
" Use the working methods needed to successfully complete the task
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Unit 5 Carrying Out Vehicle Maintenance and Repair Operations

Entry 3

Introduction

In this unit you will learn how to identify faulty components within a motor vehicle or motorcycle and learn
how to remove and replace these components. You will learn how to interpret technical information and
about the processes involved in servicing a vehicle.

This unit is assessed through a portfolio of evidence.

Credit Value: 6 Guided Learning Hours: 60
Learning outcomes Assessment criteria
The learner will: The learner can:
1 Know how to identify faulty basic 1.1 Identify a range of common components,
components equipment, tools and materials

1.2 Recognise a fault/serviceability of components,
tools and equipment
2 Understand how to interpret basic technical |[2.1 Recognise that a specification relates to a task

information 2.2 Follow straightforward oral, written and pictorial
information in order to carry out a simple task
3 Know how to remove and replace 3.1 Select the tools, equipment and materials needed
standard vehicle components for a given simple task

3.2 Remove materials or components
3.3 Replace materials or components
4 Understand the basic principles of servicing [4.1 Identify the processes to be applied for the
a motor vehicle/motor cycle servicing of a vehicle
4.2 Carry out tasks for the basic servicing of a vehicle

Indicative content

1 Identification of Faulty Components
Common components, equipment, tools and materials used within the vehicle maintenance and repair
sector, e.g. wheel jack, locking wheel nut, insulated tools, chisel/star pointed screwdriver; common faults

and the serviceability of a range of components, equipment and tools, e.qg. oil filter change, flat tire, broken
insulation on tools etc

2 Interpret Technical Information

Specifications relating to a given task (see Unit 4) and where they can be found.

3 Remove and Replace Vehicle Components

Tools, equipment and materials needed to carry out a given basic task, e.g. spanners, screwdrivers,
}/i\:trgpcwhre]:,e}/vheel brace, pressure gauge, oil, etc; remove and replace materials and components e.g. oil

4 Servicing of a Motor Vehicle/Motor Cycle

The process to be applied for a basic service of a vehicle e.g. tyre pressure, coolant levels, tyre tread, oil
change etc
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»SCentis

National Awarding Body

Learner Name

(QCF)

Subject Code: FMVE3

APPENDIX 1

Summary Record of Achievement

- _ Internal
Tlccl I;ilr;zg ! Lev\%ﬁ;ed L con? IC? ;[gted éisgsneastlsjcr); "\S/Iic;Jdneart:?Jtrc':ar
(if sampled)
Unit 1 E3/2
Unit 2 E3/6
Unit 3 L1/4
Unit 4 E3/6
Unit 5 E3/6

Total credit value of claim
For the full certificate this should be 24.

Learner Signature

Assessor Signature
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A

APPENDIX 2

»Scentis Tracking Sheet

National Awarding Body

Unit 1 Introduction to the Vehicle Maintenance and Repair Sector

Criteria Assessment Evidence Portfolio Completio
Method Details Reference | n Date

1.1 Recognise the purpose of the
vehicle maintenance and repair
sector

1.2 Recognise different types of
organisations within the vehicle
maintenance and repair sector

1.3 List roles within the vehicle
maintenance and repair sector

2.1 Recognise the terms, conditions
and benefits of different job roles
and different employers within the
vehicle maintenance and repair
sector

The above evidence has been assessed against the standards and has been judged for validity,
authenticity, currency, reliability and sufficiency.

Learner Signature Date
Assessor Signature Date
Internal Moderator (if sampled) Date

O:\ASCENTIS\Programmes\Foundation\Specifications\Employment Related\Motor Vehicle Maintenance and Repair (Introduction to) E3 (QCF).doc
17 of 24 Version 2- 19 November 2009



ASCENTIS CERTIFICATE in INTRODUCTION TO MOTOR VEHICLE MAINTENANCE AND REPAIR Entry 3

(QCF)
Subject Code: FMVE3

APPENDIX 2

» Ce ntls Tracking Sheet

National Awarding Body

Unit 2 — Introduction to Health and Safety

Assessment Evidence Portfolio Completi

Criteria Method Details Reference on Date

1.1 Explain why health and safety in
the workplace is important

1.2 Identify the responsibilities of
employers and employees in
relation to health and safety

2.1 Identify hazardous materials and
non-hazardous materials

2.2 Name common hazards in the
workplace and offer a description
of how such hazards may be
caused

2.3 Determine whether common
access equipment is secure or
not (steps, ladders, ramps and
simple non-hydraulic/non-
powered platforms)

3.1 Identify the different basic safety
signs and recognise the hazards
they indicate

4.1 Recognise common fire-fighting
equipment

4.2 Recognise items of personal
protective equipment

4.3 Describe some of the precautions
to be observed when using non-
powered equipment that might be
hazardous

4.4 ldentify where First Aid
equipment is usually located in
the workplace

4.5 Outline fire and emergency
procedures

4.6 Outline why it is important to
report accidents, ill health and
other incidents

The above evidence has been assessed against the standards and has been judged for validity,
authenticity, currency, reliability and sufficiency.

Learner Signature Date
Assessor Signature Date
Internal Moderator (if sampled) Date
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»ScCentls APPENDIX 2

National Awarding Body Tracking Sheet

Unit 4 — Planning and Organising for Vehicle Maintenance and Repair Tasks

Assessment Evidence Portfolio Completi

Criteria Method Details Reference on Date

1.1 Demonstrate the ability to keep a
workstation clean and tidy

1.2 Follow the correct methods and
procedures for cleaning common
tools and equipment within the
work area

1.3 Identify different types of
lubricant

1.4 Show how to apply different
types of lubricants

1.5 Recognise faults in hand or
power tools

1.6 Demonstrate the correct
storage of tools and equipment

2.1 Estimate the length of time the
task will take

2.2 Identify the tools,
Equipment, materials and
components needed to complete
the task

2.3 Identify the working
methods required to
complete the task

2.4 ldentify any assistance that may
be needed to complete the task

The above evidence has been assessed against the standards and has been judged for validity,
authenticity, currency, reliability and sufficiency.

Learner Signature Date
Assessor Signature Date
Internal Moderator (if sampled) Date
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APPENDIX 2

» Ce ntls Tracking Sheet

National Awarding Body

Unit 5 — Carrying Out Vehicle Maintenance and Repair Operations

Assessment Evidence Portfolio Completi

Criteria Method Details Reference on Date

1.1 Identify a range of common
components, equipment, tools
and materials

1.2 Recognise a fault/serviceability of
components, tools and equipment

2.1 Recognise that a specification
relates to a task

2.2 Follow straightforward oral, written
and pictorial information in order to
carry out a simple task

3.1 Select the tools, equipment and
materials needed for a given
simple task

3.2 Remove materials or
components

3.3 Replace materials or
components

4.1 Identify the processes to be
applied for the servicing of a
vehicle

4.2 Carry out tasks for the basic
servicing of a vehicle

The above evidence has been assessed against the standards and has been judged for validity,
authenticity, currency, reliability and sufficiency.

Learner Signature Date
Assessor Signature Date
Internal Moderator (if sampled) Date
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National Awarding Body .
Personal Work Skills Record Form

Learner Name

Tutor Name

Centre Name

Yes/No
Maintains satisfactory attendance on the programme (no more than 20% unauthorised
absence) O
Conducts self in a manner appropriate for work. No reported incidents of misconduct 0
Is appropriately dressed for work. This includes appropriate footwear, outer garments,
hairstyle and headwear. Where relevant this includes the removal of any jewellery O

Communicates with others (tutor, fellow learners etc) in a manner appropriate for a work
context. This includes asking/answering questions and cooperating with others in the 0
completion of a task

Complies with appropriate work requests as instructed or is able to give an appropriate
explanation for inability to comply. O

Tutor/Assessor Signature Date
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APPENDIX 4

» CeﬂtIS Observation Record Form
National Awarding Body

Learner Name

Centre Name

Unit Level Assessment criteria covered

What the learner had to do

Assessor’s comment on the learner’s performance

The above evidence has been assessed against the standards and has been judged for validity,
authenticity and reliability.

Assessor Signhature Date

Internal Moderator Signature Date
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APPENDIX 5
Mapping to Functional Skills at Entry 3

English

Functional Skills Standards

Ascentis

Respond appropriately to others and make more
extended contributions in familiar formal and
informal discussions/exchanges.

In Unit 1 learners could participate in a group
discussion on the role of the vehicle maintenance
and repair sector and the different businesses and
jobs within it.

Independently read and understand straightforward
texts for a purpose.

Learners should encounter a variety of texts over
the course of the qualification.

Some examples might be:

= An information booklet on the vehicle
maintenance and repair sector (Unit 1)

= Health and Safety notices (Unit 2)

= Task specifications (Unit 5)

Write documents with some adaptation to the
intended audience.

Learners have the opportunity to generate written
documents such as: a research report on the
vehicle maintenance and repair sector (Unit 1); a
fire procedures poster (Unit 2).

ICT

Functional Skills Standards

| Ascentis

Use ICT Systems

Interact with and use an ICT system to meet needs.

Learners should be encouraged to use ICT

systems at every opportunity. Examples might

include:

= Requesting a piece of work in electronic
format

»  Printing documents

= Correspondence via email

Store information.

Learners should be encouraged to store any work
they do using ICT systems effectively during the
programme of study.

Follow and understand the need for safety and
security practices.

Learners should be taught to follow these
practices whenever they use ICT systems during
the programme of study.

Find and Select Information

Use appropriate sources of information.

For Unit 1 learners could be asked to carry out
research on the vehicle maintenance and repair
sector using a variety of sources of information.

Find information from ICT-based sources.

Learners could be asked to carry out a research
project using the internet using the example
provided above.
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Develop, present and communicate information

Enter and develop information to meet needs, in the
form of: text, images, nhumbers.

Tutors could design an activity that requires

learners to develop these skills. For example:

= Designing a poster to encourage good
practice in health and safety(Unit 2)

= Writing a report on the vehicle and
construction sector (Unit 1)

Present information and review its effectiveness.

Learners should be encouraged to review the
effectiveness of their work in the examples
provided above.

Mathematics

Functional Skills Standards

Ascentis

Understand practical problems in familiar and
accessible contexts and situations.

This type of problem could be introduced to the
learner during the carrying out operations unit
(Unit 5). Examples might include:

Problems of size and volume when planning to
carry out a task

Use simple checking procedures.

On any occasion throughout the programme
where the learner uses maths the use of simple
checking procedures should be encouraged.
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