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This SVQ is based on standards developed by Employment National Training Organisation (ENTO). ENTO draws its membership from a wide variety of people working in a broad range of occupations within a wide range of industries. Please note that the body responsible for developing the standards on which the SVQ is based may alter owing to the emergence of the Sector Skills Councils network. For details on Sector Skills Councils please contact the SQA Accreditation Unit on SSC Information. 
MANDATORY UNITS 
Candidates must complete all of these units: 
D7BC 04 
Develop Interactions With Clients 
1 
Enable clients to explore their issues 
2 
Sustain interactions with clients 
3 
Bring interactions to an end 
D7B9 04 
Assist Clients To Decide On A Course Of Action 
1 
Assist clients to clarify their requirements 
2 
Identify a range of options for achieving the requirements of clients 
3
Enable clients to select a course of action 
D7BN 04 
Manage Personal Case Load 
1 
Record and maintain case notes 
2 
Review personal case load 
3 
Establish priorities for dealing with personal case load 
D7BJ 04 
Evaluate And Develop Own Contribution To The Service 
1 
Evaluate own practice 
2 
Ensure continuing self-development 
3 
Operate within an agreed ethical code of practice 
DC9W 04 
Advice and Guidance Reflective Account Test 
1 
Advice and guidance reflective account test 
OPTIONAL UNITS 
Candidates must also complete 6 of the following units, in addition to the mandatory units: 
D7C2 04 
Assist Clients To Plan The Implementation Of A Course Of Action 
1 
Identify methods to implement a course of action 
2 
Develop an action plan 
D7C3 04 
Assist Clients To Review Their Achievement Of A Course of Action 
1 
Review progress and achievements with clients 
2 
Revise action plans with clients 
D7CJ 04 
Prepare To Represent Clients In Formal Proceedings 
1 
Prepare clients for the formal proceedings 
2 
Prepare information for the formal proceedings 
3 
Prepare the presentation of the case 
D7CK 04 
Present Cases In Formal Proceedings 
1 
Present cases for clients 
2 
Review the outcomes of the formal proceedings 
D7CF 04 
Negotiate On Behalf Of Clients 
1 
Exchange offers for clients 
2 
Establish an agreement for clients 
D7CD 04 
Liaise With Other Services 
1 
Establish procedures for exchanging information with other services 
2 
Provide information to other services 
3 
Obtain information from other services 
D7CR 04 
Provide Support For Other Practitioners 
1 
Agree to support practitioners 
2 
Promote the effective practice of practitioners 
3 
Deliver support sessions to practitioners 
D7CH 04 
Operate Within Networks 
1 
Maintain memberships of networks 
2 
Exchange information within networks 
D7CW 04 
Undertake Research For The Service And Its Clients 
1 
Identify sources and availability of information 
2 
Collect information to achieve research objectives 
3
Analyse information collected from the research 
4 
Report the results of the research 
D7C4 04 
Design Information Materials For Use In The Service 
1
Identify the objectives of the information materials 
2 
Obtain information for inclusion in the information materials 
3 
Design the format of the information materials 
4 
Create text and graphics for the information materials 
5 
Edit the information materials 
D7C5 04 
Determine The Methods For Disseminating Information Materials 
1 
Assess the requirements of the service’s clients for information materials 
2 
Select dissemination methods for information materials 
D7CL 04 
Propose Projects For The Service 
1 
Propose a project 
2 
Identify the methodology of the project 
3 
Plan the use of time and resources during the project 
D7CT 04 
Secure Resources For The Work Of The Service 
1 
Identify resourcing objectives and methods for the work of the service 
2 
Identify potential contributors of resources to the service 
3 
Negotiate and secure resources for the service 
B31H 04 
Identify Individuals’ Learning Aims, Needs and Styles 
1 
Collect information from individuals on their learning aims, needs and styles 
2 
Identify and agree individuals’ learning aims, needs and styles 
B302 04 
Prepare And Develop Resources To Support Learning 
1 
Prepare materials and facilities to support learning 
2 
Develop materials to support learning 
B6AL 04 
Facilitate Group Learning 
1 Manage group dynamics 
2 Facilitate collaborative learning 
There may be publications available to support this SVQ. For more information, please contact: 
Customer Contact Centre 
The Scottish Qualifications Authority 
Hanover House 
24 Douglas Street 
GLASGOW 
G2 7NQ 
Tel: 

0141-242 2214 
Fax: 

0141-242 2244 
Email: 
customer@sqa.org.uk 
Website: 
http://www.sqa.org.uk/svq 
