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OUTLINE TO THE LEARNER

1.

4.

The Pearson BTEC Level 2 (SCQF Level 5)
in Teamwork and Personal Development in the
Community is a 60 credit (SCQF 45 credit)
qualification. SCQF applies to learners living
in Scotland only.

When you have completed the appropriate
units, you should hand in the workbook(s) to
your tutor who may be a BTEC/VQ Officer,
bandmaster, teacher or instructor. They will
send them to CVQO for assessment. If you are
using an electronic workbook you will need to
upload it onto your CVQO Moodle account.

The qualification is broken down into a number
of units. In order to achieve the diploma,
you must achieve 60 (SCQF 45) credits or
30 credits (SCQF 20) for the extended
certificate. There is no requirement to achieve
more than 60 (SCQF 45) credits and you will
not gain anything extra by attempting more.
The qualification has been designed to
complement the skills that you have already
acquired through your youth organisation.
Wherever possible, the required criteria have
been mapped to activities that you carry out
as part of your organisation’s syllabus. This is
referred to as recognised prior learning (RPL).
Where the criteria cannot be covered by these
activities, CVQO has produced workbook tasks
for you to complete, which are contained in two
workbooks.

2.
This Learning Guide should be used alongside
the workbooks and contains research material
to assist you in answering the workbook
questions. The Learning Guide and workbooks
follow the same layout and are broken down into
units to make it easier for you to pinpoint the
information that you need for each section.

3.
The learning outcomes that you are required to
achieve are listed throughout each unit.
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5.

For both the diploma and the extended
certificate, you have to successfully complete
Unit 1 in Workbook 1 as it is a mandatory unit.

BTEC LEVEL 2 LEARNER GUIDE
Teamwork and Personal Development
in the Community

APPEALS PROCEDURE

1
Once your work has been assessed, you have the
right to appeal if you are dissatisfied with the
way in which your work has been marked.

2
You should put the grounds for your appeal
in writing to your tutor, who will submit it to
CVQO for adjudication by the Quality Manager.

3
Your unit will be notified in writing of the result
of your appeal.

4
Further information on the appeals procedure
can be found in the Learner Handbook.

IMPORTANT
The following notes will assist you to complete
the tasks for the units that you have selected to
complete in the workbooks.
•

•

You will have to complete a series of tasks
based on the criteria given for each unit. Your
result will depend on how well you complete
these tasks.
Before starting to complete the tasks make

sure that you have read the criteria and fully
understood it.
•

You can enhance your work by fully using the
resource material laid out in this Learning Guide.

•

You can also use other material such as the
internet, online forums and text books to assist
with your answers.
CVQO | 5

SUBMISSION GUIDELINES

REFERENCING

Ensure you only submit work that is in your own
words. Copied answers or work that is not your
own will be returned to you and you risk not
being able to complete your qualification.

Whilst you should try to use your own words in
the two workbooks, there may be some tasks
where a quote from somewhere else is
acceptable. This is allowed, but must be
shown by using quotation marks, for example,
“The purpose of the Fire and Rescue Service
is to save life and reduce the damage done to
property by fire.” You should also note the
reference of where you have taken the quote
from, for example: CVQO Learning Guide,
page 14.

•

Write your answers in BLACK PEN. The
workbooks are scanned and your work may
not be legible unless it is in black pen.

•

Send your completed workbook to CVQO on
or before the submission deadline outlined
on the front cover.

•

Do not use any staples or glue in the
workbooks. If you have used continuation
sheets make sure your name is on each
sheet and this is placed in your workbook.

•

Do not use any highlighters or corrective
fluid in the workbooks.

PLAGIARISM
Plagiarism is the practice of taking someone
else’s work or ideas and passing them off as
your own, in other words, copying. If you do
copy the work of another learner, you will risk
having your work cancelled.

COLLUSION
Copying, or working together with other
learners, resulting in the same answers will
result in your work not being accepted.
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CELEBRATING BRITISH VALUES
CVQO is committed to exemplifying British
values in the way we operate as a learning
provider. Within the learning environment,
we encourage learners to explore and to
understand what it means to celebrate British
values by recognising the ideas and beliefs of
the individual as well as the group. For example,
when taking part in a lesson, you should respect
the viewpoints of the other learners and give
them the opportunity to contribute to any
discussions that might take place.
More specifically, British values are defined as
including democracy, the rule of law, individual
liberty, and mutual respect and tolerance for
those with different faiths and beliefs.

ICONS
Throughout the Learning Guide, the following
icons are used to draw your attention to
specific things that will either help with your
learning and understanding, or will be formally
assessed.

... ICONS

LO

Learning outcome – each unit has a series of learning outcomes, which indicate
the knowledge you are expected to show when you complete the accompanying
tasks/activities.
Case study – the case studies link directly with the learning outcomes and
contain information that will help you better understand how to respond to
the various tasks.
Literacy – this will assess your understanding of the task and demonstrate
the quality of your English skills, particularly your use of correct spelling,
punctuation and grammar.

Task – this requires you to write a written response.

Activity – this requires you to complete a practical activity.

THE PURPOSE OF THIS LEARNING GUIDE IS TO ...

1.

Extend your knowledge of the BTEC Level 2 (SCQF Level
5) extended certificate and diploma in Teamwork Personal
Development in the Community.

2.

To have a more detailed look at how to approach the tasks
and activities in Unit 1.
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UNIT 1 TEAMWORK AND COMMUNICATION SKILLS
The aim of this unit is to enable you to develop an understanding of teamwork and communication
skills, as well as assessing your ability to instruct. With regard to British values, effective
teamwork and personal development can be very helpful in promoting tolerance and good
communication within local communities.

ON SUCCESSFUL COMPLETION OF THIS UNIT YOU WILL:

•

Know the purpose and importance of teamwork and communication skills - achieved by
correctly completing tasks 1 and 2.

•

Understand effective communication methods of instruction in uniformed organisations
- achieved by correctly completing task 3 and activity 1.

•

Be able to use a range of interpersonal communication skills - achieved by correctly
completing tasks 4, 5, 6 and 7.

In Unit 1, there are:

Seven tasks which require you to write a
written answer.

One practical activity, which will count
towards your final grade.

You need to understand what the command
verb is telling you to do before answering the
questions.

Details of your practical activities will be given
to CVQO by your Tutor/VQ Officer.

Additionally, you should read any scenarios and
the relevant case study extracts as they will
help you to better understand and to complete
each task.
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Unit 1
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LO

LEARNING OUTCOME 1
Know the purpose and importance of teamwork and communication skills

WHAT IS TEAMWORK?

Teamwork is the
ability to work
together towards a
common goal or aim.

In order to function effectively, members of uniformed organisations have to rely on each
other to carry out their individual roles.

Throughout this Learning Guide, you will find case studies which are examples of
people’s experiences that relate directly to each learning outcome. The first case
study is all about Chris Wiggins, who in his spare time is a Sergeant Instructor in
the Army Cadet Force.

CHRIS WIGGINS
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Chris Wiggins recently qualified as a Sergeant Instructor in the
Army Cadet Force. Having been a Senior Cadet, he thought that the
transition to being an Adult Instructor would be an easy one, but in
reality it was a little more challenging than he thought. He now has
a better understanding of the importance of teamwork and the fact
that many situations cannot be successfully handled by one individual.
When training to become an Adult Instructor, Chris quickly learnt that
self-discipline was a skill he needed to develop, particularly when it
came to taking control of situations. “Another area that I found
challenging was my time keeping,” Chris commented. “As a Senior
Cadet I was not good about being ready on time and I now realise that
this set a bad example to the others in the team.”

Unit 1
TASK 1 (AC 1.1)
Identify teamwork and communication skills

The ability to use a range of skills is important to uniformed organisations. Members are often
in trusted roles, sometimes protecting the general public by performing hazardous roles in
unpredictable situations. In order to function effectively, members of these organisations have
to rely on each other to carry out their individual roles.

In the word search you will find
twelve hidden teamwork and
communication skills that might be
used by a paramedic and a firefighter
when carrying out their jobs. See if
you can identify all twelve.
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SIX TEAMWORK SKILLS:

DISCIPLINE
Discipline is important for
both the team and the
individuals in the team; it
has to be understood by
all. Good discipline will help
both you and the team
members come through
difficult situations.

PROBLEM
SOLVING
Members of uniformed
organisations often have
to deal with emergency
situations. If they can use
their initiative to solve
problems quickly, situations
are easier to fix and keep
under control.

AMIABILITY
People will be more prepared
to be open and honest with
you if you have an amiable or
friendly tone. It’s important
to be polite, pleasant – and
to smile.
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PUNCTUALITY
AND
TIMEKEEPING
This means being ready on
time. If an individual is late,
this could impact on the
others in the team and the
whole operation might fail.

BEHAVIOUR
Good behaviour sets a
proper example to the
public. In our society, there
are laws that direct and
protect us. These laws guide
good behaviour and there
are consequences if they
are broken.

COMMITMENT
Each individual in a team
must be fully committed to
the best interests of the
team as a whole - otherwise
the team cannot function
correctly. If one individual is
not fully committed it could
create serious difficulties
and even cause loss of life.

Unit 1
SIX COMMUNICATION SKILLS:

BODY
LANGUAGE
Body language is a type of
non-verbal communication that
relies on body movements. This
can be as simple as making eye
contact, facial expressions
(e.g. smiling), touch or posture.
Body language may be used
consciously or unconsciously.

CLARITY
Good communication means
saying just enough. Try
to convey the intended
message in as few words
as possible. Speak clearly
and directly – and try to
think what you want to say
before speaking.

OPENMINDEDNESS

LISTENING

A good communicator should
enter any conversation or
exchange of ideas with a
flexible and open mind. This
may involve listening carefully
and understanding the other
person’s point of view.

Being a good listener is
one of the best ways to
communicate. No one likes
trying to communicate with
someone who does not listen.
Take the time to practice
active listening, that is
paying close attention to
what someone else is saying.

RESPECT

CO-OPERATION

People are more open to
communicating if you convey
respect for them and their
ideas. Simple actions like
using a person’s name, making
eye contact and actively
listening when a person
speaks will make the person
feel appreciated.

Individuals working in a
team must co-operate with
each other by working
together effectively. There
will be occasions, too, where
different teams will have
to work together. A lack of
co-operation may result in a
loss of efficiency for a team
or teams.
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For task 1, you need to identify four teamwork and communication skills that a paramedic might
use in their line of work and a different four that a firefighter might use. The skills are contained
in the two paragraphs in the workbook that describe the roles of the paramedic and firefighter.
As the command verb is identify, all you need to do is select the skills from the two paragraphs
and list them in the two tables in the workbook. Remember that you are looking for teamwork and
communication skills.

For example, Know how to put out fires
would not be acceptable, whereas:
Problem solving
would be acceptable because this is included in the paragraph.

There is a choice of six teamwork and communications skills
contained in each of the two paragraphs, of which you need to
identify four for each of the two jobs.
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Example

Top Tips

Unit 1
TASK 2 (AC 1.2)
Describe the importance of teamwork and communication using examples from
contrasting uniformed organisations

For the next part of the first learning outcome, there are two scenarios for you to consider. A
scenario is a description or a brief story that puts something or a sequence of events into a wider
context. Both the scenarios in the workbook relate to the theme of teamwork and communication
skills and their importance in two given situations.

SCENARIO
ONE
The first scenario relates to an
Army soldier who is taking part
in an expedition in a mountainous
area, like Snowdonia in Wales or the
Cairngorms in Scotland. He is with
fourteen others when the weather
deteriorates, the mist closes in and
the temperature drops.

SCENARIO
TWO
The second scenario relates to a
police officer who has been called
to the scene of a burglary. When he
arrives, he finds a very distressed,
elderly lady who is in a complete
state of shock as her home has
been ransacked.

Look at the different teamwork and communication skills that are
described previously and think which of them would be used by the
Army soldier and the police officer in these two situations.

Top Tips
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Task 2 requires you to consider the two scenarios and describe the two teamwork and
communication skills that have been pre-selected for the Army soldier and the two pre-selected
for a police officer. Before you answer the task, you may find it helpful to make some notes in
the table, below:

Army soldier

Rough notes as to why these skills would be
appropriate for the scenario

Problem solving

Listening

Police officer

Respect

Body language

16 | CVQO

Rough notes as to why these skills would be
appropriate for the scenario

Unit 1
As the command word is describe, it is expected that you will write a good sentence; a two or three
word response will not be acceptable:

For example, for problem solving, Use a map
would not be acceptable, whereas:
The group needs to work together to identify a safe route off
the mountain, so that everyone gets down without injury.
would be acceptable.

The information you give for each of the four teamwork
and communication skills must link to the content of the two
scenarios, and to teamwork and communication.

Example

Top Tips

CVQO | 17

LO

LEARNING OUTCOME 2
Understand effective communication methods of instruction in uniformed organisations

WHAT MAKES EFFECTIVE
INSTRUCTION?

The ability to develop
a number of qualities
that enhance the
delivery of a lesson.

This is the second part of the case study about Chris Wiggins, which links directly
with the second learning outcome. The words and phrases that are highlighted in blue
link with learning outcome 2 and relate to the qualities of a good instructor.

CHRIS WIGGINS
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The training that Chris did to become a Sergeant Instructor in the
Army Cadet Force not only harnessed his enthusiasm, but it allowed
his confidence to develop in a much more positive way. “An instructor’s
lack of confidence in class can send out all of the wrong signals to the
group you are teaching. They can quickly spot if an instructor does not
have a sound knowledge of the subject matter,” said Chris. Although
Chris has always understood the need to look smart and well turnedout, he now realises that the way in which he addresses his various
classes is very important too. “Previously, I would speak very quickly,
but I now talk more clearly and am more enthusiastic with my
delivery. I used to pace about a lot when I was instructing as a Senior
Cadet, but I now realise how distracting pacing and waving my arms
around can be,” he says, laughing.

Unit 1
TASK 3 (AC 2.1)
Explain the qualities of an effective instructor

The successful delivery of a lesson is greatly affected by the personality and attitude shown by
the teacher/instructor. An effective teacher will have developed a number of qualities which will
enhance the delivery of the lesson, all of which will enhance any specific lesson planning they will
have done.
Examples of some of the qualities that an effective teacher should display are:

CONFIDENCE
Learners will be quick to spot a lack
of confidence, which can create
a poor attitude in the class.
Confidence usually comes from
knowledge. If an instructor
possesses a sound knowledge of
the subject matter and a clear
idea as to how to teach the lesson,
the lesson will undoubtedly be
presented in a
confident and successful manner.

ATTITUDE
A firm, fair and friendly attitude
will put the learners at ease and
let them know where they stand.
This allows them to concentrate on
learning the content of the lesson.

ENTHUSIASM
An enthusiastic instructor will show
that they are interested in the
lesson and in the learners. This,
in turn, will motivate the learners
under instruction.

DILIGENCE
Attention to detail, and striving
for perfection will ensure that
instructors present lessons to the
very best of their ability. If an
instructor’s performance is
second best, he or she cannot
expect more than second best from
those that are being instructed.

MANNER
The impression that a learner gets
from an instructor is governed
greatly by the instructor’s personal
presentation and the example they
set. The instructor should consider:
Appearance - always be smartly
dressed.
Speech - be clear, enthusiastic, and
avoid using a monotone voice.
Movement - adopt a good, confident
posture and avoid using distracting
gestures.
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Think about some of the lessons that you have been in and what made
them good or bad lessons. How did the teacher or instructor come across –
were they knowledgeable, smart and tidy, and did they have a professional
attitude? Which lessons have you enjoyed or found easy to learn from?
What was it about the instructor or teacher that made this happen?

Top Tips

To answer task 3, you are asked to imagine that you are a newly-qualified instructor working in one
of the uniformed organisations, like the Army Cadets or the Fire Service Cadets. You want to make
sure that your lessons are well received, so you start to think about some of the qualities that you
will need to display.
You need to select three qualities that you think you will need and explain how each might result in
a well-received lesson rather than a poorly-delivered one. The two command words for this task are
identify and explain. The definition for explain is that you have to set out in detail the meaning of
something, which means that you have to give a full answer:

For example, Manner – look smart
would not be acceptable, whereas:
Manner – combed hair, together with smart clothes will give a
very professional appearance and set the tone for the lesson.
would be acceptable.

You may use two of the five qualities described to answer the task or
choose your own. Be certain that they relate to effective instruction.

Example

Top Tips

ACTIVITY 1 (AC 2.2)
Demonstrate effective instruction skills
This activity requires you to display your ability to teach/instruct others. More detail
is contained in Workbook 1 showing you exactly how you can achieve this.
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Unit 1

LO

LEARNING OUTCOME 3
Be able to use a range of interpersonal communication skills

WHAT ARE INTERPERSONAL
COMMUNICATION SKILLS?

The different ways in
which people exchange
information.

This is the third part of the case study about Chris Wiggins, which links directly
with the third learning outcome. The words in blue are all examples of interpersonal
communication skills. Additionally, there are examples in the case study as to why it
is important to select the correct interpersonal communication skill to suit a specific
occasion.

CHRIS WIGGINS

Another skill that Chris has been able to develop is the way in
which he communicates with other people. He now recognises that a
particular situation may demand different responses depending on
the circumstances. For example, while an email or text might be
an appropriate means of communicating with others on a day-to-day
basis, when he is running an overnight exercise for his cadets, a more
appropriate method of communication such as a radio or mobile phone
will be needed. Equally, having talked to a friend who is a retained
firefighter, Chris now understands why different methods of
communication are needed to suit particular circumstances. “Liz
explained that the reason an emergency vehicle has both sirens and
flashing lights is to ensure the safety of those who may be deaf or
blind, as well as alerting pedestrians and car drivers to the approach
of a fast-moving vehicle.”
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TASK 4 (AC 3.1)
Contribute effectively to different team-building activities

Communication is the act of exchanging
information between individuals or groups
of people using a method such as speaking,
writing or signs. The method should be chosen
carefully as it should be appropriate to the
situation or circumstance. It may be that a
combination of two or more methods are used
at the same time, for example, an emergency
vehicle uses flashing lights and sirens.
You should think about any team-building
activities in which you have participated in the
last year, such as playing in a sports team,

Team-building activity
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taking part in command tasks or participating
in a DofE expedition. All of these would
have required you to use a range of
interpersonal skills, which might have
included listening, shouting, sending emails,
writing instructions, or using radios and
hand signals.
In the table below, list any team-building
activities that you have taken part in and
what you did.

My contribution

Unit 1
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Having identified five team-building activities
in which you have taken part, select three and
list them in the relevant boxes in the workbook.
Now consider your own contribution for these
activities and think about the following:
•

How well you communicated with the
other members of the team.

•

What particular skills you brought to
the team.

•

Your own attitude when taking part in
the team – for example, were you helpful
or unhelpful and why.

•

Your own effectiveness as a team member.

When answering task 4, the command
word is review. This requires you to look back
over an activity in order to review your own
contribution. In this instance, you are being
asked to review all of the three activities that
you have listed in your workbook, rather than
reviewing just one.

Top Tips
The activities that you choose to review must be those that are
done by a team and should not be activities done by individuals.

Example

Overall, how well did
you communicate
with the other team
members?

I do stamp collecting
on my own so don’t
communicate with
anyone else.

would not be acceptable, whereas:
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Overall, how
well did you
communicate with
the other team
members?

would be acceptable.

As a footballer, I
need to work closely
with the other players,
letting them know
my intentions when
dribbling the ball.

Unit 1
TASK 5 (AC 3.2)
Use appropriate terminology within a given scenario

There are many different types of interpersonal skills that allow people to communicate
effectively with each other. Broadly speaking, these skills are divided into four categories:

Verbal

Written

Non-verbal

Listening

Uniformed organisations rely on the giving and receiving of information quickly, clearly and
accurately. To do this they will use a range of different methods from the above categories.
Effective communication and interpersonal skills enable people to be more efficient in getting their
message across, which then helps to increase the success of the team.

For task 5, you need to think about
a scenario which involves a cross-section of
people, who are communicating with each other
in a variety of ways. A large tree has blown
down in the recent gales and is completely
blocking the road. All of the emergency services
– the police, Fire and Rescue Service and the
Ambulance Service – are in attendance and
there is an injured cyclist, awake, but lying on
the pavement. The cyclist, who is deaf, swerved

to miss the falling tree, but in so doing has hit
the kerb and fallen from his bike. Specialist
assistance has been requested to help move
the tree, whilst a reporter has arrived to write
something about the incident for the local
newspaper. Quite a crowd of spectators has
gathered, some of whom are becoming impatient
that they cannot get to work or go shopping.

Source © Ben Cawthra/LNP
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The scenario contains at least six key points. Try and identify these points and write them in the
table, below. The first one has been done for you.

Important points in the scenario

1
2
3
4
5
6
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Large tree blocking the road

Unit 1
There are four principal groups and individuals within the scenario who you would expect to behave
and speak in an appropriate manner. These groups and individuals are:
The
The
The
The

Fire and Rescue Service
paramedics
newspaper reporter
police

For each of these groups and individuals a series of three imaginary exchanges has been listed in
the workbook, of which only one in each group of three is truly appropriate. You need to read each
of these exchanges and select (by ticking the relevant box), which ones you believe are the most
appropriate to use in the context of the scenario.
If you tick, blob or cross a box and then change your mind, make it as clear as possible which
answer you would like the assessor to accept. For example:

x

b. Does anyone know any gossip about the injured cyclist?
I’m prepared to pay £25 for a good story.

x

c. If you want to get your picture in the paper start shouting
and being noisy. You could even sit down and block the road.

Read the exchanges very carefully and make certain that you
select the ones that are most appropriate for the situation
the scenario describes.

Example

Top Tips
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TASK 6 (AC 3.3)
Use interpersonal skills to effectively communicate with personnel in a given scenario

To help you answer this task, you should think of yourself as being a spectator who is able to make
a judgment regarding the different ways in which all of the emergency services and the newspaper
reporter are dealing with the various aspects of the situation. The answers that you give should
describe the ways in which various interpersonal communication skills can be used in this particular
situation. Because of the nature of the scenario and the ways in which those involved might react,
it is expected that you will identify more than one interpersonal skill.
Before you answer this task, you may find it useful to look at the table, which lists various
different types of interpersonal communication skills. Remember that the command verb is
outline and that it is asking for the interpersonal communication skills that are most appropriate
for the situation.

Example
The newspaper reporter interviewing
some of the crowd

Needs a pencil and notepad

would not be acceptable, whereas:

The newspaper reporter interviewing
some of the crowd

The reporter needs to use
interviewing and careful
listening skills. He will also
need to write notes of the
interviews.

would be acceptable.

The different people in this scenario would need to use appropriate
interpersonal skills to communicate depending on their particular situation

Top Tips

TASK 7 (AC 3.4)
Report on the effectiveness of various methods of interpersonal communication

The purpose of communication includes:
•

giving or getting information, for example, giving a briefing or attending a presentation;

•

changing someone’s behaviour, for example, shouting at them by way of warning;

•

expressing feelings, for example, cheering at a football match.
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Unit 1
The table, below, shows the different types of interpersonal communication skills and the methods
associated with each skill:
Different methods of communicating:

Skill

Method
•

Needs effective speaking or
presentation skills

•

Everyone must be able to
understand the language used

•

Often combined together with other
methods of communication to create
a more effective message

•

Can sometimes unintentionally
conflict with a verbal message

Symbols:
• Road signs

•

Provides a permanent record which
can be looked at again

Written language:
• Letters

•

A single message can be sent to
a large number of people

•

Sometimes more time-consuming

•

Taking in information from
verbal orders or briefings requires
effective listening to acquire correct
direction and understanding

•

Acquiring detail such as taking a
witness statement or the symptoms
described by an injured person

Spoken Language:
• Talking
Verbal

Effectiveness/limitations

•

Shouting

•

Whispering

•

Radio

Sounds:
• Sirens
•

Audible Morse Code

Visual signs:
• Semaphore flags
Non-verbal

•

Flashing lights

•

Smoke signals

Body language:
• Attitude

Written

•

Signs

•

Gestures

•

Emails

•

Memo

•

Orders/Instructions

Effective listening:
• Receiving orders

Listening

•

Information collation

•

Active and considerate
listening
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The crossword contains seven different interpersonal communication methods, all of which appear
in the previous table. See how many clues you can solve!

1

2
3

4

5

6

7

Across
3. This message requires an “@” symbol
4. It’s no good -------- if you don’t want to be heard
6. Batteries are not really optional in this piece of equipment
7. An audible signal coming from an emergency vehicle
Down
1. Talking very quietly
2. You need two flags to send this type of message
5. Do not disobey these!
Having completed the crossword, look at each of the seven interpersonal communication methods
that you have identified and think:
•

of an example of a situation in which each method might be used, and

•

how effective that method might be in that particular situation.

The method that might be challenging for you is semaphore!
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Unit 1
To answer task 7, you need to select four interpersonal communication skills and methods from
the previous table. The four skills and methods that you select can be any combination of verbal,
non-verbal, written or listening. Once you have made your choice, write the skills and methods in
the table in your workbook.
You now need to think of an example of how and when each method could be used, before reporting
on the effectiveness of each method in the particular situations that you have identified.
Remember that the command verb for this task is report. This requires you to look back over the
activity. In this instance, the activity is the example that you have identified to illustrate each of
your chosen skills and methods.

Don’t forget to include both the skill and method in the first column of
the table!

Top Tips

Your answer should be as full as possible, for example:

Example

Communication skill
and method,
e.g. verbal - talking

Verbal - talking

Example of how and when the
method can be used

Effectiveness of this method in this
particular situation

It is very effective when the person or
When having a conversation
group is close to you and they can hear
with another person or group.
what you are saying.
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HOW IT WORKS:
The CVQO-led BTEC Level 2 in Teamwork and
Personal Development in the Community (SCQF Level 5)

STAGE

STAGE

1

EXPERIENCE

Accumulate experience at your cadet unit
or youth group that’s directly relevant to the
CVQO-led BTEC Level 2. Up to 75% of the
qualification can be achieved this way.

5

COMPLETE WORKBOOK

Either complete an e-workbook online by using
Moodle, or fill in a hard copy.

STAGE

6

STAGE

2

ENROL

Speak to your CVQO Regional Manager or
Vocational Qualifications Officer to enrol on
the qualification and kick-off the process.

RESOURCES

Look out for a letter from CVQO. Your
workbooks and learning guides will be sent
straight to your unit to issue to you.

STAGE

4

CHOOSE UNITS

Unit 1 is mandatory and must be completed.
After that, choose which of the optional units
you want to complete to get you up to the
magic 60 credits.
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When you’re finished, send in your completed
workbooks via your unit tutor, or upload your
e-workbooks on Moodle.

STAGE

STAGE

3

SEND

7

CONGRATS

Congratulations! You’ve gained a BTEC Level 2
Diploma. Now add it to your CV, UCAS form
or job applications and start being brilliant.

“ In my opinion the main benefit of CVQO-led BTECs is that they

add a different dimension to a cadet’s list of qualifications which can
sometimes only involve a list of fairly generic subjects.

“ Most employers will have a pile of CVs to sieve through for interviews
and it’s having qualifications involving ‘teamwork’ and ‘leadership’ that
can really help a cadet stand out from the crowd.

”

Lt Caroline Scott, Detachment Commander, Dorset ACF

CVQO | 33

ACCREDITATION
Pearson is the world’s leading learning company,
with 40,000 employees in more than 70 countries
working to help people of all ages to make
measurable progress in their lives through learning.

Pearson are driving innovation through digital
products such as ResultsPlus, and supporting skills
and employability for progression in study, work
and life.

Pearson provides learning materials, technologies,
world class qualifications, assessments and services
to teachers and students in order to help people
everywhere aim higher and fulfil their true potential.

Learn more uk.pearson.com

In the UK, Pearson is the largest awarding
organisation offering academic and vocational
qualifications that are globally recognised and
benchmarked, with educational excellence rooted
in names like Edexcel, BTEC, EDI and LCCI.

CONTACT
Learner Support Services
TPD@cvqo.org
Quality Manager
QA1@cvqo.org
CVQO
01276 601701
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Approved Centre from Pearson
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