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Level 4 Diploma in Career 
Information and Advice 

Unit Title:  Preparing to work in the career development sector 
OCR unit number:  Unit 01 
Level:  4  
Credit value:  6  
Guided learning hours: 40 

Unit purpose and aim 

This unit aims to develop the learner’s critical understanding of the career development 
sector, careers provision within their own organisation, the roles within it and the application 
of key legislation, codes of practice and ethical principles to their own work and that of the 
careers provision within their own organisation. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand the career
development sector

The learner will: 

1.1 compare the contexts in which career development 
services are provided 

1.2 summarise the key policies, trends and developments 
related to career development 

1.3 analyse the social, personal and economic benefits of 
career development 

2. Understand roles within the
organisation

2.1 explain the aims and values of the organisation 

2.2 explain the purpose and function of roles within the 
organisation 

2.3 analyse own role, responsibilities and boundaries in 
the organisation 

2.4 analyse the role of stakeholders working with the 
organisation 

3. Understand working
practices within the career
development sector

3.1 explain ways to develop and sustain productive 
working relationships with colleagues in the 
organisation 

3.2 evaluate ways to plan, organise and manage own 
work role within organisational requirements 

3.3 explain how to provide a safe and suitable 
environment for the provision of career development 
services 
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Learning Outcomes Assessment Criteria 

3.4 explain why it is necessary to record careers-related 
information and action in accordance with 
organisational protocols 

4. Understand the impact of
legislative policy,
professional codes of
practice and ethics on the
career development sector

4.1 analyse how legislative requirements and codes of 
practice impact on the organisations policies and 
procedures 

4.2 discuss the impact of professional codes of practice 
and ethics on the work of the career development 
sector 

Assessment 

This unit is internally assessed and externally verified by OCR Assessors. Simulations are 
not allowed. 

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used: 

• assignment/report
• professional discussion and/or questioning of the learner.
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Level 4 Diploma in Career 
Information and Advice 

Unit Title: Reflecting on practice and continuous professional 
development 

OCR unit number Unit 02 
Level: 4 
Credit value: 6 

Guided learning hours: 40

Unit purpose and aim 

This unit aims to develop the learner’s understanding of reflective practice, its role in the 
development of effective practice, how to determine the need for continuous professional 
development and the impact that this has on own practice. 

Learning Outcomes Assessment Criteria 

The learner can: 
1. Understand methods used

to reflect on practice

The learner will: 
1.1 evaluate methods used to reflect on practice 

1.2 analyse the application of reflective practice methods 
on own practice and why is it important 

2. Understand the need for
continuous professional
development activity

2.1 analyse the role of continuous professional 
development     in the maintenance and 
improvement of practice  

2.2 evaluate continuous professional development 
approaches and activities to maintain and improve 
practice 

3. Be able to reflect on own
practice as a career
development practitioner

3.1 review own practice using reflective practice 
methods 

3.2 review own practice with respect to current legislative 
requirements and codes of practice and ethics 

4. Be able to meet own
continuous professional
development needs

4.1 produce personal action plans to update, maintain 
and improve practice 

4.2 undertake planned continuous professional 
development to update, maintain and improve 
practice  

4.3 review continuous professional development against 
identified professional development priorities 
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Assessment 

This unit is internally assessed and externally verified by OCR Assessors.  Simulations 
are not allowed.  

To achieve a Pass, learners must produce evidence which meets all the assessment 
criteria.   

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners 
must produce their own work and assessors use a range of assessment methods. More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook.  

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used: 

• assignment/report
• product evidence
• professional discussion.
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Level 4 Diploma in Career 
Information and Advice 

Unit Title: Interact with clients to determine their need for career 
guidance and development   

OCR unit number:  Unit 03 
Level:  4 
Credit value:  6 
Guided learning hours: 40 

Unit purpose and aim 

This unit aims to develop the learner’s understanding of a range of interaction skills to 
determine the career guidance and development needs of clients, the range of digital 
technologies used to communicate with clients, client recording processes and to help the 
learner to apply these in practice. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand the skills
required to interact with
clients to establish their
career guidance and
development needs

The learner will: 

1.1 explain the interaction skills required to establish 
client career guidance and development needs 

1.2 explain how to tailor the interaction to suit the 
client’s  requirements 

2. Understand the use of
different digital technologies
to communicate with clients

2.1 evaluate the use of digital technologies to 
communicate with clients 

3. Be able to interact with
clients to determine their
needs for careers guidance
and development

3.1 discuss with clients their expectations of the 
career-related interaction 

3.2 tailor communication in the interaction to meet 
the needs of individual clients 

4. Be able to identify client
career guidance and
development needs

4.1 question clients to establish their career guidance 
and development needs 

4.2 listen to and reflect back client responses to  check 
own understanding 

4.3 agree with clients their career guidance and 
 development needs and how these will be met 

4.4 record the outcomes of career guidance and 
 development interaction 
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Assessment 

This unit is internally assessed and externally verified by OCR Assessors.  Assessment must 
include direct observation of practice.  Simulations are not allowed. 

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods. More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used in addition to the requirement for observation: 

• assignment/report
• case study
• product evidence
• professional discussion.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career 
Information and Advice 

Unit Title:  Meeting the career-related information needs of clients 
OCR unit number:  Unit 04  
Level:  4  
Credit value:  6  
Guided learning hours: 40 

Unit purpose and aim 

This unit aims to develop the learner’s understanding of career-related information and help 
the learner to use it with clients, and to signpost clients if needed to other sources of career-
related information. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand sources of
career-related information
including web-based
information

The learner will: 

1.1 evaluate the sources, forms and types of career-
related information 

1.2 evaluate career-related information 

1.3 evaluate ways to keep career-related information 
reliable, safe and up to-date 

2. Be able to support client’s
access and use of career-
related information

2.1 agree career-related information needs with clients 

2.2 identify sources of career-related information to meet 
client needs 

2.3 interpret career-related information to meet client 
needs 

2.4 support client’s access to and use of career-related 
information 

2.5 record career-related information given to clients in 
accordance with organisational procedures 

3. Be able to signpost clients to
external sources of career-
related information in
accordance with
organisational procedures

3.1 explain to clients, sources of career-related 
information provided by other services to meet their 
needs  

3.2 signpost clients to sources of career-related 
information to meet their needs 
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Assessment 

This unit is internally assessed and externally verified by OCR Assessors.  Assessment must 
include direct observation of practice.  Simulations are not allowed.  

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used in addition to the requirement for observation: 

• assignment/report
• case study
• product evidence
• professional discussion.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career 
Information and Advice 

Unit Title:  Career choice theories and concepts to support clients 
OCR unit number:  Unit 05  
Level:  4  
Credit value:  6  
Guided learning hours: 20 

Unit purpose and aim 

This unit aims to develop the learner’s understanding of career choice theories, concepts for 
supporting and motivating clients and techniques for raising client aspiration and ability to 
cope with unplanned events. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand career choice
theories

The learner will: 

1.1 explain theories of career choice 

1.2 analyse ways clients make careers decisions 

1.3 analyse methods to make clients aware of career 
opportunities 

2. Understand the concepts
and techniques used to
support and empower
clients

2.1 explain the concepts of support, enabling and 
empowerment of clients 

2.2 analyse how to determine the form of support required 
by clients 

2.3 evaluate ways to help clients to develop decision-
making skills  

2.4 evaluate ways to help clients to develop self-
awareness 

3. Understand the role of
motivation and raising of
aspirations in meeting the
needs of clients

3.1 explain why clients need to be motivated to meet their 
career guidance and development needs 

3.2 explain why client aspirations often need to be raised 
to meet their career guidance and development needs 

4. Understand the practitioner’s
role in motivating and raising
the aspirations of clients

4.1 explain the role of the practitioner in developing client 
motivation skills  

4.2 analyse methods used to motivate clients  

4.3 explain techniques to raise aspirations of clients 



© OCR 2021 2 

Assessment 

This unit is internally assessed and externally verified by OCR Assessors.  Simulations are 
not allowed.  
To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used: 

• assignment/report
• professional discussion.
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Level 4 Diploma in Career 
Information and Advice 

Unit Title:  Plan and deliver career-related learning in groups 
OCR unit number:  Unit 06 
Level:  4  
Credit value:  6  
Guided learning hours: 40 

Unit purpose and aim 

This unit aims to develop the learner’s understanding of career-related learning in groups 
and help the learner to plan, deliver and evaluate career-related learning to groups of 
people. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand theories of how
people learn in groups

The learner will: 
1.1 analyse theories of how people learn in groups 
1.2 explain the principles of group dynamics 

2. Understand how to plan
and deliver career-related
learning in groups to meet
needs

2.1 evaluate delivery methods and resources (including 
digital technologies) to promote learning in groups 

2.2 explain how to plan and resource group sessions to 
meet needs 

2.3 explain how to manage barriers and risks to learning 
within groups 

2.4 analyse ways to motivate individuals within large and 
small groups 

3. Be able to plan career- 
related learning in groups

3.1 identify the learning objectives of groups 
3.2 establish learning outcomes for group sessions 

4. Be able to deliver career- 
related learning in groups

4.1 use relevant skills and techniques to deliver career-
related learning in groups 

4.2 facilitate participation by all group members 
4.3 communicate with group members to support 

achievement of learning outcomes 

5. Be able to evaluate career- 
related learning in groups

5.1 evaluate with clients the outcomes of career-related 
learning in groups 

5.2 use the outcomes of the evaluation to plan and 
improve future career-related learning in groups 
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Assessment 

This unit is internally assessed and externally verified by OCR Assessors.  Assessment must 
include direct observation of practice.  Simulations are not allowed.  

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used in addition to the requirement for observation: 

• assignment/report
• case study
• product evidence.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career 
Information and Advice 

Unit Title: Assist clients to review the achievement of career-
related actions 

OCR unit number:  Unit 07 
Level:  4 
Credit value:  3 
Guided learning hours: 20 

Unit purpose and aim 

This unit aims to develop the learner’s understanding of techniques for reviewing client 
progress and achievement, identifying barriers to achieving a course of action and revising 
their plan of action to help the learner to apply these in practice. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand techniques to
support clients to review the 
achievement of career-
related actions 

The learner will: 

1.1 analyse techniques used to support clients to review 
achievements related to planned career-related 
actions 

2. Be able to support client
review of career-related
actions

2.1 assist clients in applying techniques to review 
achievement of career-related actions 

2.2 identify with clients techniques to overcome barriers to 
achievement of their career-related actions 

2.3 assist clients in planning future career-related actions 

2.4 record revised career-related actions 

Assessment 

This unit is internally assessed and externally verified by OCR Assessors.  Simulations are 
not allowed.  

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 
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Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used:  

• case study
• observation
• products evidence
• professional discussion
• witness testimony.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career 
Information and Advice 

Unit Title: Explore and agree how to meet the career-related 
needs of the client 

OCR unit number:  Unit 08 
Level:  4 
Credit value:  6 
Guided learning hours: 40 

Unit purpose and aim 

This unit aims to develop the learner’s understanding of techniques used for exploring and 
agreeing client need, identifying options, planning a course of action and to enable the 
learner to apply these in practice. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand techniques to
explore the career-related
needs of clients

The learner will: 

1.1 evaluate techniques to explore the career-related 
needs of clients 

2. Understand techniques to
agree options to meet the
career-related needs of
clients

2.1 evaluate techniques used to agree career-related 
options to meet the needs of clients 

2.2 analyse ways to develop client decision-making skills 
to determine their own career-related needs 

3. Be able to agree client
career-related needs

3.1 use techniques to analyse the career-related needs of 
clients 

3.2 review the outcomes of analysis with clients to identify 
career-related options and actions 

3.3 use techniques to support the development of client 
confidence and skills to determine career-related 
options and actions 

4. Be able to agree plans with
clients to meet their career- 
related needs

4.1 agree with clients options to meet their career-related 
needs 

4.2 agree the objectives and content of action plans with 
clients to meet their career-related needs 

4.3 identify how barriers to achieving action plans will be 
overcome 

4.4 record career-related action plans 
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Assessment 

This unit is internally assessed and externally verified by OCR Assessors.  Assessment must 
include direct observation of practice.  Simulations are not allowed.  

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  Further 
information regarding suitable forms of evidence can be found in the OCR Level 4 Diploma 
in Career Information and Advice Centre Handbook.  

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used in addition to the requirement for observation: 

• assignment/report
• case study
• product evidence
• professional discussion.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career 
Information and Advice 

Unit Title: Source, evaluate and use Labour Market Information 
(LMI) with clients 

OCR unit number:  Unit 09 
Level:  4 
Credit value:  3 
Guided learning hours: 20 

Unit purpose and aim 

This unit aims to develop the learner’s understanding of the range and sources of Labour 
Market Information (LMI) and how to use it with clients. This includes web based information. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand the nature of
Labour Market Information
required by clients

The learner will: 

1.1 evaluate sources of available Labour Market 
Information 

1.2 analyse the characteristics of Labour Market 
Information available for client use 

2. Be able to use Labour
Market Information with
clients

2.1 explain the purpose and benefits of Labour Market 
Information to clients 

2.2 question clients to assess their Labour Market 
Information needs 

2.3 source Labour Market Information to meet client 
needs 

2.4 provide support to clients in interpreting Labour Market 
Information to meet needs 

Assessment 

This unit is internally assessed and externally verified by OCR Assessors. Simulations are 
not allowed. 

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 
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Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  Further 
information regarding suitable forms of evidence can be found in the OCR Level 4 Diploma 
in Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used:  

• assignment/report
• case study
• observation
• professional discussion and/or questioning of the learner.
• witness testimony.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career 
Information and Advice 

Unit Title: Understand how to support specific client groups to 
overcome barriers to learning, training and work 

OCR unit number:  Unit 10 
Level:  6 
Credit value:  6 
Guided learning hours: 40 

Unit purpose and aim 

This unit aims to develop the learner’s critical understanding of policies and legislation 
covering different client groups, the barriers to learning, training and employment they can 
face, how to overcome them and the range of other support services available. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand the legislative
and policy context for
working with specific client
groups

The learner will: 

1.1 determine the legislative and policy context for 
working with specific client groups 

1.2 explain how the legislative and policy context for 
working with specific client groups impacts on own 
work 

2. Understand barriers to
learning, training and work
for specific client groups

2.1 analyse barriers to learning, training and work 
experienced by specific client groups 

2.2 evaluate ways to overcome barriers to learning, 
training and work by specific client groups 

3. Understand services
designed for specific client
groups

3.1 evaluate services designed for specific client groups 

3.2 analyse how specific client groups access services 
designed to meet their learning, training and work 
needs 

Assessment 

This unit is internally assessed and externally verified by OCR Assessors. Simulations are 
not allowed. 

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 
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Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used: 

• assignment/report
• case study
• professional discussion.



© OCR 2021 1 

Level 4 Diploma in Career 
Information and Advice 

Unit Title: Engage with other relevant people to help clients to 
meet their career development needs 

OCR unit number:  Unit 11 
Level:  4 
Credit value:  3 
Guided learning hours: 20 

Unit purpose and aim 

This unit aims to develop the learner’s critical understanding of how to involve other relevant 
people in supporting clients to meet their career development needs. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand the rationale
for working with others to
help clients to meet their
career development needs

The learner will: 

1.1 analyse the rationale for working with others to help 
clients to meet their career development needs 

1.2 evaluate the ways in which others help clients to meet 
their career development needs 

1.3 explain the legislative and organisational requirements 
with respect to client confidentiality when engaging 
with others 

2. Be able to agree how
others will help clients to
meet their career
development needs

2.1 consult with clients and others about how to meet 
client career development needs 

2.2 agree with others how they will support the 
achievement of the client’s career development 
objectives 

2.3 explore with all parties, ways to overcome barriers to 
providing career development support 

2.4 agree action plans with clients and others and their 
respective roles in achieving the client’s career 
development needs 
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Assessment 

This unit is internally assessed and externally verified by OCR Assessors. Simulations are 
not allowed. 

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used: 

• assignment/report
• case study
• observation
• product evidence
• professional discussion
• witness testimony.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career 
Information and Advice 

Unit Title:  Assist clients to apply for learning, training or work 
OCR unit number:  Unit 12 
Level:  4  
Credit value:  3 
Guided learning hours: 20 

Unit purpose and aim 

This unit aims to develop the learner’s understanding of processes and procedures for 
applying for learning, training or work and help the learner to impart this knowledge to 
clients. This includes web-based processes. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand application
processes and procedures
for learning, training and
work

The learner will: 

1.1 explain the range of application processes and 
procedures for learning, training or work 

1.2 evaluate the nature and format of information required 
to make applications for learning, training or work 

2. Be able to assist clients
making applications for
learning, training or work

2.1 provide advice to clients about the nature and format 
of application information required 

2.2 provide assistance and advice to clients preparing for 
learning, training or work interviews 

3. Be able to evaluate with
clients the outcomes of the
application process for
learning, training or work

3.1 review with clients lessons learned from the 
application process for learning, training or work 

3.2 discuss with clients how they will apply their 
knowledge and understanding of the application 
process in the future 

Assessment 

This unit is internally assessed and externally verified by OCR Assessors. Assessment must 
include direct observation of practice. Simulations are not allowed. 

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 
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Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used in addition to the requirement for observation: 

• assignment/report
• case study
• product evidence.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career 
Information and Advice 

Unit Title:  Provide on-going support to clients 
OCR unit number:  Unit 13 
Level:  4  
Credit value:  3 
Guided learning hours: 20 

Unit purpose and aim 

This unit aims to develop the learner’s understanding of the types of on-going support 
available and how to agree and provide on-going support to clients. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand the nature of
ongoing support for clients
to meet their career-related
needs

The learner will: 

1.1 evaluate the nature of ongoing support for 
progression and achievement by clients of career-
related needs 

1.2 evaluate ways in which ongoing support is provided 
by the organisation, other agencies and individuals 

1.3 explain the organisation’s policies and procedures 
for the provision of ongoing support 

2. Be able to provide ongoing
support for clients to meet
their career-related needs in
accordance with the
organisation’s protocols

2.1 review the ongoing support needs of clients to 
progress and achieve their career-related needs 

2.2 provide clients with agreed ongoing support to meet 
their career-related needs 

2.3 liaise with other agencies and individuals to provide 
ongoing support in accordance with the 
organisation’s policies and procedures  

2.4 maintain records of ongoing support provided to 
clients 

Assessment 

This unit is internally assessed and externally verified by OCR Assessors. Simulations are 
not allowed.  

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 
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Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used: 

• assignment/report
• case study
• observation
• product evidence
• professional discussion
• witness testimony.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career 
Information and Advice 

Unit Title:  Promote career-related learning to clients 
OCR unit number:  Unit 14 
Level:  4  
Credit value:  6  
Guided learning hours: 40 

Unit purpose and aim 

This unit aims to develop the learner’s critical understanding of the purpose, aims and 
benefits of career-related learning for employers/employees/education and training 
providers, and in community contexts and how to promote, design, deliver and evaluate 
promotional activities. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand the policy
context for career-related 
learning 

The learner will: 

1.1 explain the policy context for career-related 
learning 

2. Understand the
characteristics of career- 
related learning

2.1 analyse the characteristics of career-related learning 
in the workplace, education, training and in the 
community 

3. Understand the promotion
of career-related learning
to clients

3.1 outline the types of organisation and the types of 
services and products that meet career related needs 

3.2 explain the activities used to promote career-related 
learning 

3.3 explain promotional techniques to motivate clients to 
participate in career-related learning 

3.4 analyse the benefits and limitations of promoting 
career-related learning to clients 

4. Be able to negotiate with
external organisations to
promote career-related
learning

4.1 identify the needs of the organisation for a range of 
services and products 

4.2 negotiate with external organisations to agree 
respective roles and responsibilities for promoting 
career-related learning 
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Learning Outcomes Assessment Criteria 

5. Be able to implement career-
related learning promotional
activities

5.1 design promotional activities to engage clients in 
career-related learning 

5.2 deliver promotional activities to clients to engage them 
in career-related learning 

Assessment 

This unit is internally assessed and externally verified by OCR Assessors. Simulations are 
not allowed. 

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used: 

• assignment/report
• observation
• product evidence
• professional discussion
• witness testimony.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career 
Information and Advice 

Unit Title:  Negotiate on behalf of clients 
OCR unit number:  Unit 15 
Level:  5 
Credit value:  6 
Guided learning hours: 40 

Unit purpose and aim 

This unit aims to develop the learner’s understanding of negotiation skills and to help the 
learner to use these to meet a client’s or organisation’s needs. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand the principles
and practice of negotiation

The learner will: 

1.1 analyse the principles of negotiation 

1.2 evaluate negotiation techniques 

2. Understand the role and
purpose of negotiation on
behalf of clients

2.1 analyse when it is necessary to negotiate on behalf of 
clients to meet their career-related needs 

2.2 explain how to approach clients who require 
negotiated support 

2.3 analyse the services and agencies with which 
negotiation is required to meet client needs 

2.4 critically evaluate the skills needed to negotiate with 
third parties 

3. Be able to negotiate on
behalf of clients to meet
their career-related needs

3.1 agree with clients the negotiation offer to meet their 
needs 

3.2 negotiate with third parties to meet client needs 

3.3 consult with clients about the agreed outcomes of 
negotiations 

3.4 agree with clients the implications of the negotiation in 
meeting their career-related needs 

3.5 record the outcomes of negotiation 

4. Understand the role and
purpose of negotiation with
other organisations

4.1 analyse when it is necessary to negotiate with other 
organisations 

4.2 explain how to prepare for and how to approach and 
work with other organisations 
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Learning Outcomes Assessment Criteria 

4.3 critically evaluate the skills needed to negotiate with 
other organisations 

5. Be able to undertake the
negotiation process with
other organisations

5.1 explain the negotiation process that took place 

5.2 explain how it was recorded 

Assessment 

This unit is internally assessed and externally verified by OCR Assessors.  Simulations are 
not allowed.  

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used: 

• assignment/report
• case study
• observation
• product evidence
• professional discussion
• witness testimony.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career 
Information and Advice 

Unit Title: Obtain and organise career-related information to 
support clients 

OCR unit number:  Unit 16 
Level:  4 
Credit value:  3 
Guided learning hours: 20 

Unit purpose and aim 

This unit aims to develop the learner’s understanding of the need for career-related 
information, its range, sources and types, how to obtain it and how to organise and manage 
the information. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand the nature of
career-related information
required by clients and
organisations

The learner will: 

1.1 analyse the career-related information needs of 
clients 

1.2 describe the characteristics of career-related 
information, advice and guidance available to 
clients 

2. Understand the organisation 
and management of career-  
related information

2.1 evaluate methods to organise and manage 
career-related information in organisations 

3. Be able to obtain career-
related information to meet
organisational and client
needs

3.1 identify career-related organisation and client 
information requirements 

3.2 apply methods to research and obtain career-
related information for the organisation and for 
clients  

3.3 evaluate the information obtained against the 
career-related information needs of the 
organisation and clients 
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Assessment 

This unit is internally assessed and externally verified by OCR Assessors.  Simulations are 
not allowed.  

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used: 

• assignment/report
• products
• professional discussion
• witness testimony.
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Level 4 Diploma in Career 
Information and Advice 

Unit Title:  Refer clients to sources of support to meet their needs 
OCR unit number:  Unit 17 
Level:  4 
Credit value:  3 
Guided learning hours: 20 

Unit purpose and aim 

This unit aims to develop the learner’s understanding of referral opportunities and to help the 
learner to use these to meet client and organisation needs. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand the nature and
role of support for clients to
meet career-related needs

The learner will: 

1.1 evaluate support available for clients  

1.2 explain how to access support for clients 

2. Be able to refer clients to
sources of support

2.1 review referral options with clients 

2.2 facilitate client referrals to meet their career-related 
needs 

2.3 maintain records of client referrals 

Assessment 

This unit is internally assessed and externally verified by OCR Assessors.  Assessment must 
include direct observation of practice.  Simulations are not allowed.  

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 
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Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used in addition to the requirement for observation: 

• assignment/report
• case study
• product evidence.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career 
Information and Advice 

Unit Title: Prepare to deliver services to clients in an outreach 
setting 

OCR unit number:  Unit 18 
Level:  4 
Credit value:  3 
Guided learning hours: 20 

Unit purpose and aim 

This unit aims to develop the learner’s critical understanding of how to deliver services in an 
outreach setting and the skills of autonomous working. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand the
characteristics of outreach
settings to deliver services

The learner will: 

1.1 analyse the characteristics of outreach settings to 
deliver services 

1.2 explain the services to be delivered in outreach 
settings 

1.3 analyse resources required to deliver services in 
outreach settings 

2. Understand autonomous
working to deliver services
in outreach settings

2.1 analyse the skills needed for autonomous working in 
outreach settings 

2.2 explain the boundaries and limitations of own 
autonomous work in outreach settings 

2.3 explain the resources available to support own 
autonomous role in outreach settings 

2.4 explain the requirement for risk assessment before 
undertaking outreach work 

2.5 explain techniques to secure personal safety as an 
autonomous worker in outreach settings 

Assessment 

This unit is internally assessed and externally verified by OCR Assessors. Simulations are 
not allowed. 

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 
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Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used: 

• assignment/report
• case study
• professional discussion.
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Level 4 Diploma in Career 
Information and Advice 

Unit Title: Operate within networks to support the delivery of the 
service 

OCR unit number:  Unit 19 
Level:  4 
Credit value:  3 
Guided learning hours: 20 

Unit purpose and aim 

This unit aims to develop the learner’s understanding of physical and virtual networks used 
by own organisation and to help the learner to use these to meet personal, client or 
organisation needs. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand the physical
and virtual networks
supporting the delivery of
the careers-related
organisation

The learner will: 

1.1 evaluate the networks used by own organisation 

1.2 explain the benefits that working in networks brings to 
clients, self and organisations 

1.3 explain how to develop and sustain relationships with 
colleagues in networks 

1.4 evaluate how organisations work together in networks 

1.5 explain sources of conflict of interest and 
disagreements between organisations and how to 
resolve them 

2. Be able to network with
organisations

2.1 establish and maintain contacts with colleagues in 
other agencies for the benefit of clients, self or the 
organisation 

2.2 exchange information with other organisations in 
accordance with organisational protocols 

2.3  maintain records of information exchanged with other 
organisations 
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Assessment 

This unit is internally assessed and externally verified by OCR Assessors.  Simulations are 
not allowed.  

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used: 

• assignment/report
• case study
• observation
• product evidence
• professional discussion
• witness testimony.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career  
Information and Advice 

Unit Title: Manage a personal caseload/work responsibilities in the 
career development sector 

OCR unit number:  Unit 20 

Level:  4 

Credit value:  4 

Guided learning hours: 20 

Unit purpose and aim 

This unit aims to develop the learner’s ability to prioritise and manage their work 
responsibilities including, where relevant, a personal caseload of clients. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand the purpose of
caseload management and
the factors that affect
caseloads

The learner will: 

1.1 explain the purpose of caseload management 

1.2 explain the need for clear, accurate and detailed 
records 

1.3 explain obstacles that may occur and how to 
overcome these 

1.4 explain any factors, including contractual obligations, 
that may affect the number of cases managed and the 
quality of provision 

2. Be able to maintain case
notes

2.1 record key information about each case in line with 
legislative and provider’s requirements 

2.2 record all actions being undertaken for clients and by 
clients 

2.3 make sure case notes are accurate and contain 
appropriate detail including the intended outcomes of 
provision 

2.4 make sure case notes are structured in a way that 
gives a clear history and enables review and handover 

3. Be able to evaluate the
intended outcomes of the
provision

3.1 review relevant information, including the 
characteristics and particular needs of the caseload 

3.2 monitor the progress of cases 

3.3 identify potential obstacles in achieving the required 
outcomes for cases 
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Learning Outcomes Assessment Criteria 

3.4 exchange information on the cases according to the 
provider’s procedures and relevant legislation 

3.5 identify improvements that can be made to the 
management of cases 

4. Be able to establish
priorities for dealing with
personal case load

4.1 establish criteria for setting priorities 

4.2 assess cases against the criteria to show which cases 
need high priority 

4.3 identify any immediate actions that may be required to 
meet deadlines 

4.4 inform relevant people of the need to prioritise specific 
cases 

4.5 make sure appropriate resources are allocated to the 
cases 

4.6 monitor the effect of the priority cases on the rest of 
the caseload 

4.7 make sure all cases receive appropriate attention to 
agreed timescales 

Assessment 

This unit is internally assessed and externally verified by OCR Assessors.  Simulations are 
not allowed.  

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used: 

 assignment/report
 observation
 product evidence
 professional discussion
 witness testimony.
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The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career 
Information and Advice 

Unit Title: Enable clients to develop and evidence their 
employment-related skills 

OCR unit number:  Unit 21 
Level:  6 
Credit value:  6 
Guided learning hours: 40 

Unit purpose and aim 

This unit aims to develop the learner’s critical understanding of employment-related skills, 
their value and how to enable clients to develop, consider, articulate and evidence their 
employment-related skills. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand the concept of
employment-related skills
and how these have
changed over time

The learner will: 

1.1 examine the definition of employment-related skills as 
used in different contexts across the career 
development sector 

1.2 critically analyse research that supports the need for 
employment-related skills and how these have 
evolved 

2. Understand how clients
develop their employment-
related skills

2.1 critically evaluate a range of formal and informal ways 
in which clients can develop their employment-related 
skills 

2.2 analyse a range of methods to motivate clients to 
further develop their employment-related skills 

3. Understand the different
ways in which clients can
consider, articulate, and
evidence their employment-
related skills

3.1 identify ways in which clients can learn about the 
employment-related skills requested by different types 
of employer 

3.2 evaluate different methods and reflective models, 
clients can use to reflect upon the development of 
their employment-related skills 

3.3 evaluate different methods to enable clients to 
articulate and evidence their employment-related skills 
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Learning Outcomes Assessment Criteria 

4. Plan the content of an
activity to enable clients to
consider, articulate and
evidence their employment-
related skills and be
motivated to develop these
further

4.1 establish the learning needs of the clients and the 
learning outcomes for the activity 

4.2 plan the content of the activity 

5. Be able to deliver the
employment-related skills
activity

5.1 deliver the employment-related skills activity using 
relevant skills to meet clients’ needs 

6. Be able to evaluate the
employment-related skills
activity

6.1 evaluate the outcomes of learning from the 
employment-related skills activity 

6.2 apply the outcomes of the evaluation of the activity to 
the planning of future employment-related skills 
activities 

Assessment 

This unit is internally assessed and externally verified by OCR Assessors. Simulations are 
not allowed. 
To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used in addition to the requirement for observation: 

• assignment/report
• personal statement
• product evidence
• professional discussion
• witness testimony.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career 
Information and Advice 

Unit Title:  Use digital technology in the career development sector 
OCR unit number:  Unit 22 
Level:  6 
Credit value:  6 
Guided learning hours: 40 

Unit purpose and aim 

This unit aims to develop the learner’s ability to understand and use digital technology in the 
career development sector. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand how digital
technology can be used in
the career development
sector

The learner will: 

1.1 critically evaluate a range of digital technologies and 
how they are used in the sector to collect and curate 
information; create, change and deliver activities and 
connect, collaborate and communicate with clients 
and colleagues 

1.2 evaluate a range of methods to keep up to date with 
developments in digital technologies used in the 
career development sector 

2. Understand the legislative
requirements and ethical
implications when using
digital technology

2.1 analyse the impact of relevant legislation on the use of 
digital technology in the sector 

2.2 explain the ethical implications when using digital 
technologies with clients and colleagues, including 
accessibility, availability, confidentiality, well-being, 
equality and impartiality 

3. Understand different
platform features used to
enhance communication
and maintain the safety and
well-being of users

3.1 evaluate a range of platform features and how they 
are used to enhance communication 

3.2 evaluate a range of methods to maintain the safety 
and well-being of users when communicating using 
digital technology 

4. Be able to plan how to use
digital technology to deliver
an outcome

4.1 establish the outcome of the use of the digital 
technology 

4.2 critically evaluate a range of digital technologies that 
could be used to deliver the outcome 
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Learning Outcomes Assessment Criteria 

4.3 plan the use of the digital technology to deliver the 
outcome 

5. Be able to use the digital
technology to deliver the
outcome and maintain the
well-being of users

5.1 use the digital technology to deliver the outcome 

5.2 consider the well-being of users when delivering the 
outcome 

6. Be able to evaluate the use
of digital technology in
delivering an outcome

6.1 evaluate the use of digital technology in delivering an 
outcome 

6.2 apply the outcomes of the evaluation to the planning 
of future use of the digital technology 

Assessment 

This unit is internally assessed and externally verified by OCR Assessors. Simulations are 
not allowed. 

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used: 

• assignment/report
• observation
• personal statement
• product evidence
• professional discussion
• witness testimony.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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Level 4 Diploma in Career 
Information and Advice 

Unit Title:  Plan, deliver and evaluate presentations 
OCR unit number:  Unit 23 
Level:  4 
Credit value:  6 
Guided learning hours: 40 

Unit purpose and aim 

This unit aims to develop the learner’s understanding of presentation skills and enable the 
learner to plan, deliver and evaluate presentations on career development topics to 
audiences. 

Learning Outcomes Assessment Criteria 

The learner can: 

1. Understand the different
purposes of and means of
presentation delivery to
meet audience need

The learner will: 

1.1 explain the different purposes of presentations 

1.2 evaluate different ways of delivering presentations to 
an audience, including digital technologies 

1.3 explain how to determine audience need 

1.4 explain the factors that can enable learning from a 
presentation 

2. Understand methods to
plan, deliver and evaluate
presentations on career
development topics

2.1 evaluate methods to identify presentation objectives 
and learning outcomes 

2.2 evaluate the skills needed to deliver presentations 
depending on audience type, size and venue 

2.3 explain how to plan, tailor and resource presentations 
to meet audience needs and type of venue 

2.4 analyse how to manage barriers and risks to learning 
within the presentation setting 

2.5 analyse ways to engage the audience during 
presentations 

2.6 review methods to evaluate presentations 

3. Be able to plan
presentations

3.1 establish the presentation objectives and 
learning outcomes 

3.2 determine the resources to be used during the 
presentation 
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Learning Outcomes Assessment Criteria 

3.3 design the presentation to meet the assessed 
needs of and engage the audience 

4. Be able to deliver
presentations

4.1 deliver the presentation using relevant skills, 
resources and techniques to meet the needs of 
the audience and the type of venue 

4.2 engage the audience using effective communication 
skills 

5. Be able to evaluate
presentations

5.1 evaluate the delivery of the presentation 
including meeting the needs of the audience 

5.2 apply the outcomes of the evaluation to the 
planning of future presentations 

Assessment 

This unit is internally assessed and externally verified by OCR Assessors. Simulations are 
not allowed. 

To achieve a Pass, learners must produce evidence which meets all the assessment criteria. 

Evidence requirements 

All evidence of a learner’s performance must be generated in the workplace. Learners must 
produce their own work and assessors use a range of assessment methods.  More 
information about suitable forms of evidence can be found in the OCR Level 4 Diploma in 
Career Information and Advice Centre Handbook. 

Guidance on assessment and evidence requirements 

In order to provide appropriate evidence to meet the assessment criteria for this unit the 
following methods can be used in addition to the requirement for observation: 

• assignment/report
• personal statement
• product evidence
• professional discussion
• witness testimony.

The use of observation should preferably be face to face or through 'visual technology'. The 
use of audio recordings is allowed where the above options are not accessible or for a 
telephone guidance-based service. 
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