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Highfield Level 3 Award in Taking Control of Goods (RQF) 
 

Introduction 

This qualification specification is designed to outline all you need to know to offer this 
qualification at your centre. If you have any further questions, please contact your account 
manager 

Qualification regulation and support  

The Highfield Level 3 Award in Taking Control of Goods has been developed and is awarded by 
Highfield Qualifications and sits on the Regulated Qualifications Framework (RQF). The RQF is a 
qualification framework regulated by Ofqual. The qualification is also regulated by Qualifications 
Wales.  

Key facts 

Qualification number:  603/4926/8 

Learning aim reference: 60349268 

Credit value: 5 

Assessment method: Multiple-choice question test 

Guided learning hours (GLH): 40 

Total qualification time (TQT): 50 
 

 

Qualification overview and objective 

The objective of this qualification is to prepare learners for employment and/or support a role in 
the workplace. It meets the legislative requirements set out in: The Certification of Enforcement 
Agents Regulations 2014; the Tribunals, Courts and Enforcement Act 2007 and Taking Control of 
Goods regulations 2013 and Practice Direction 84—Enforcement by Taking Control of Goods. 
 
This qualification is aimed at those who wish to work as enforcement agents and will provide 
learners with knowledge and understanding of; legislation and procedures for agents, effective 
enforcement agent action, magistrates debt, road traffic debt, council tax, national non-domestic 
rates, commercial rent arrears recovery and forfeiture of leases. 

Entry requirements 

To register for this qualification, learners are required to be 18 years of age or above. 

Geographical coverage 

This qualification is suitable for delivery in England and Wales.  
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Guidance on delivery 

The total qualification time for this qualification is 50 and of this 40 are recommended as guided 
learning hours. 
 
TQT is an estimate of the total number of hours it would take an average learner to achieve and 
demonstrate the necessary level of attainment to be awarded with a qualification, both under 
direct supervision (forming guided learning hours) and without supervision (all other time). TQT 
and GLH values are advisory and assigned to a qualification as guidance. 

Guidance on assessment  

The qualification is assessed through a multiple-choice question (MCQ) examination. This method of 
assessment is an end-of-course exam and must follow the Highfield Qualifications Examination and 
Invigilation Procedures. The examination for this qualification contains 70 questions that must be 
completed within 2h 30 minutes. Successful learners will have to demonstrate knowledge and 
understanding across the qualification unit and achieve a pass mark of 80%. Learners will achieve a 
Distinction grade at 90%.  

 
Completed examination papers should be returned to Highfield Qualifications for marking. Results 
will then be provided to the centre afterwards. 
 
Centres must take all reasonable steps to avoid any part of the assessment of a learner (including 
any internal quality assurance and invigilation) being undertaken by any person who has a personal 
interest in the result of the assessment. 

Guidance on quality assurance  

Highfield Qualifications requires centres to have in place a robust mechanism for the quality 
assurance of training delivery and invigilated assessment arrangements.    

Recognition of prior learning (RPL) 

Centres may apply to use recognition of prior learning or prior achievement to reduce the amount 
of time spent in preparing the learner for assessment.   
 
For further information on how centres can apply to use RPL as described above, please refer to 
the Recognition of Prior Learning (RPL) policy in the members’ area of the Highfield website. This 
policy should be read in conjunction with this specification and all other relevant Highfield 
Qualifications documentation.    
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Tutor requirements 

Highfield Qualifications recommends nominated tutors for this qualification meet the following: 

• hold a relevant subject area qualification [or working towards], which could include any of 
the following:  

− level 4 Certificate as an Enforcement Agent 

− level 4 High Court Enforcement Agent; and 

− have 5 years occupational experience within the industry  
 

• hold [or be working towards] a recognised teaching qualification which could include any of 
the following: 

− level 3 Education and Training (RQF); or  

− proof of delivery of training within the industry  
 

• maintain appropriate continued professional development for the subject area 

Reasonable adjustments and special considerations 

Highfield Qualifications has measures in place for learners who require additional support. Please 
refer to Highfield Qualifications’ Reasonable Adjustments Policy for further information/guidance. 

ID requirements  

It is the responsibility of the centre to have systems in place to ensure that the person taking an 
assessment is indeed the person they are claiming to be. All centres are therefore required to ensure 
that each learner’s identification is checked before they undertake the assessment. Highfield 
Qualifications recommends the following as proof of a learner’s identity:  
 

• a valid passport (any nationality)  

• a signed UK photocard driving licence  

• a valid warrant card issued by HM forces or the police 

• another photographic ID card, e.g. employee ID card, student ID card, travel card etc. 
 

If a learner is unable to produce any of the forms of photographic identification listed above, a 
centre may accept another form of identification containing a signature, for example, a credit card. 
Identification by a third-party representative, such as a line manager, human resources manager or 
invigilator, will also be accepted.  
 
For more information on learner ID requirements, please refer to Highfield Qualifications’ Core 
Manual. 

Progression opportunities 

On successful completion of this qualification, learners may wish to continue their development by 
undertaking one of the following qualifications:  

• Level 4 Certificate in High Court Enforcement 

• Level 4 Diploma in High Court Enforcement  
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Appendix 1: Qualification structure 
 
To complete the Highfield Level 3 Award in Taking Control of Goods (RQF), learners must complete 
the following: 
 

• all units contained within the following mandatory group 
 

Unit 
reference 

Unit title Level GLH Credit 

L/617/7258 Taking Control of Goods for Enforcement Agents 3 40 5 
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Appendix 2: Qualification content 
 

Unit 1:  Taking Control of Goods For Enforcement Agents 
Unit number: L/617/7258  
Credit:   5 
GLH:  40 
Level:  3 
 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1. Know the roles and 
responsibilities of different 
types of debt recovery agents 

1.1 Identify the different types of debt recovery agents that 
exist 

1.2 State the different roles and responsibilities of each type 
of debt recovery agent 

1.3 Identify the process to become a court certificated 
enforcement agent 

2. Know Enforcement Agent 
enforcement procedures when 
taking control of goods 

2.1 State what is meant by taking control of goods 
2.2 State the main legislations that Enforcement Agents work 

under when taking control of goods 
2.3 Outline the different stages of enforcement when taking 

control of goods 
2.4 Identify how and when an enforcement agent can take 

control of goods 
2.5 Identify the process of a Controlled Goods Agreement 
2.6 Identify the different entry rule procedures for an 

enforcement agent 
2.7 Identify the types of cases that Enforcement Agents can 

enforce 
2.8 Identify the complaints procedure against an Enforcement 

Agents certificate 
2.9 State the process of dealing with a third-party claim 

3. Know the National Standards 
and Legislation relevant to 
Enforcement Agents 

3.1 State the professionalism and conduct that is required of 
an enforcement agent as set out in the national standards 

3.2 Identify the data protection principles that an 
enforcement agent must apply when carrying out 
enforcement duties 

3.3 State the consequences of breaking data protection policy 
3.4 Identify the different types of goods exempt from being 

seized 
3.5 Identify the process when dealing with a debtor who is 

insolvent/bankrupt 
3.6 Identify the fees that can be applied to an enforcement 

case when taking control of goods 
3.7 State when the fees can be applied  

4. Know threats to personal safety 
during enforcement action  

4.1 Define the terms hazard, risk, risk assessment and 
dynamic risk assessment 

4.2 Identify risks to personal safety: 
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Learning Outcomes  Assessment Criteria  

The learner will The learner can 

• Prior to enforcement action 

• During enforcement action 
4.3 Identify how to manage conflict and risk during 

enforcement action 
4.4 Outline methods of minimising the risk of conflict 
4.5 Identify ways to resolve conflict situations 

5. Know effective enforcement 
during enforcement action 

5.1 Identify effective enforcement during enforcement action 
5.2 Define open, closed and leading questions 
5.3 Identify how observation is used to obtain further 

information about a case during enforcement action 

6. Know how to deal with 
vulnerable people during 
enforcement action 

6.1 Identify the categories of people that may be considered 
vulnerable 

6.2 Identify the correct enforcement process to follow when 
dealing with vulnerable people 

7. Know how to recognize and 
deal with work-related stress 

7.1 State symptoms of personal stress 
7.2 Identify how personal stress can impact on a person’s 

work life 
7.3 State effective ways of dealing with personal stress 

8. Know the process that local 
authorities employ when 
issuing a penalty charge notice 
(PCN) 

8.1 Identify stages of the penalty charge notice issuing 
process  

8.2 Identify how charges are applied at each stage of the 
penalty charge notice process 

9. Know the requirements relating 
to enforcement agent activity 
when enforcing Magistrates 
Court warrants and Road Traffic 
fines 

9.1 Identify which legislation applies to: 

• Magistrates Court warrants  

• Road traffic fines 
9.2 State which documents are required to enforce 

• Magistrate court warrants 

• Road Traffic fines 

10. Know the Appeals Process for 
Road Traffic fines 

10.1 State the principles of an appeal 
10.2 Identify how appeals are applied for within the 

enforcement process 

11. Know the recovery process of a 
Road Traffic warrant 

11.1 Identify the road traffic warrant issuing process 
11.2 Identify the stages of recovery  
11.3 Identify where the debt responsibility lies in Road Traffic 

debts 

12. Know the debt recovery process 
for Council Tax (CT) and 
National Non-Domestic Rates 
(NNDR) 

12.1 Identify the legislation applicable to the enforcement of: 

• council tax debt 

• National Non-Domestic Rates cases 
12.2 Identify the process followed by the Local Authority before 

issuing cases for enforcement 
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Learning Outcomes  Assessment Criteria  

The learner will The learner can 

12.3 State documentation required to enforce CT/NNDR cases 

13. Know the enforcement process 
for Commercial Rent Arrears 
Recovery (CRAR) and Forfeiture 
of Lease 

13.1 Identify the process of enforcing: 

• CRAR  

• Forfeiture of Lease 
13.2 Identify documentation required to enforce CRAR cases  
13.3 Identify documentation required to enforce Forfeiture of 

Lease due to: 

• rent arrears 

• breach of contract 

 

Assessment Guidance  
LO1 Understand the roles and responsibilities of different types of debt recovery agents 
1.1 Different types of debt recovery agent 

• Structure of the industry 
 
1.2 State the different roles and responsibilities of each type of debt recover agent 

• Purpose of the industry 
 
1.3 Identify the process to become a Court Certificated Enforcement Agent 

• As stated in the Certification of Enforcement Agents regulations 2014 
 
LO2 Understand Enforcement Agent enforcement procedures when taking control of goods 
2.2 Main legislation that Enforcement Agents work under when taking control of goods 

• Schedule 12 of Tribunals, Courts and Enforcement Act 2007  

• Taking Control of Goods Regulations 2013 

• Taking Control of Goods (Fees) Regulation 2014 

• The Certification of Enforcement Agents Regulations 2014 
 
2.3 Different stages of enforcement when taking control of goods 

• compliance stage 

• enforcement stage 

• sale and disposal stage  
 

2.4 How and when an enforcement agent can take control of goods 

• How 
o secure the goods on the premises  
o if goods are found on a highway, secure them there or within a reasonable distance 
o remove them and secure them elsewhere 
o enter into a controlled goods agreement with the debtor 

• When 
o during normal trading hours 
o not before 6am 

 
2.5 The process of a Controlled Goods Agreement 
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• what a controlled goods agreement is 

• who needs to sign the agreement for it to be valid 

• the possible outcomes if the agreement is broken by the debtor 
 
2.6 The different entry rule procedures for an enforcement agent 
An enforcement agent may do any of the following to gain entry by normal means: 

• Open a closed door, by turning a handle 

• Walk through any open door or loading bay of a business for example 

• If after gaining Lawful entry the EA may make a forced entry (under certain circumstances, 
only if first applied to the court for a warrant of reasonable force may this apply) 

 
An enforcement agent may NOT do any of the following to gain entry 

• Reach through a broken pane of glass to open a window or door 

• Enter through a window  

• Force entry to any outer door (unless working on a magistrate’s case and you will first need 
the client and enforcement company to approve before you use any force) 

• Use a pretext to gain entry 

• Force past any person preventing them entering a property  
 
 
LO3 Understand the National Standards and Legislation relevant to Enforcement Agents 
National standards: Taking Control of Goods: National Standards 
Fees: Taking Control of Goods (Fees) Regulations 2014 
 
3.1 Professionalism and conduct required of an enforcement agent as set out in national standards  
3.2 The data protection principles that an enforcement agent must apply when carrying out 

enforcement duties 

• refer to ‘Taking Control of Goods National Standards’ produced by the Ministry of Justice. 
3.3 Consequences of breaking data protection policy 
3.4 Different types of goods exempt from being seized 
3.5 The process when dealing with a debtor who is insolvent/bankrupt 
3.6 The fees that can be applied to an enforcement case when taking control of goods 
3.7 When the fees can be applied. 

• refer to ‘Taking Control of Goods (Fees) Regulation 2014’ 
 

LO4 Understand threats to personal safety during enforcement action 

4.1 Define the terms hazard, risk, risk assessment and dynamic risk assessment 

4.2 Risks to personal safety: 

• Prior to enforcement action - These are based on information you have and can be identified 

before you attend a property. 

o From the warrant  

− The offence 

− Previous risks highlighted 
o On scene 

− Dead End roads 

− Groups/Gangs 

− Trip Hazards 
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• During enforcement action – Dynamic risks which may become apparent as the enforcement 
process continues.  These will only be determined once contact with someone within the 
property is made. 
o Attitude/Aggression 
o Potential weapons near/behind the door 
o Other persons in the property / third part intervention 
o Potential weapons hidden/concealed 

 
4.3 How to manage conflict and risk during enforcement action 

• The pressure triangle 

• The four As 

• Attitude and behavior cycle 
 

4.4 Methods of minimising the risk of conflict 

• Preparation prior to enforcement 
 

4.5 Ways to resolve conflict situations 

The 4 As -  
Pressure triangle  

• Avoid it  

• Accommodate it  

• Competing - Work to get your way, rather than clarifying and addressing the issue  

• Compromising - Mutual give-and-take 

• Collaborating -Focus on working together 

• Positive Body Language 

• Effective communication 

• Open body language 

• Active listening 

• Assess situation 

• Positive question techniques 

• Negotiation 

• Identify options  
 
LO5 Understand effective enforcement during enforcement action 

Open questions – require more than a single word answer 
Closed questions – require a single word answer i.e. yes/no 
Leading questions - a question that encourages or suggests the answer wanted. 
 
5.1 Effective enforcement during enforcement action  
5.3 How observation is used to obtain further information about a case during enforcement action 
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LO6 Understand how to deal with vulnerable people during enforcement action 

 

6.1 The categories of people that may be considered vulnerable listed in the Taking Control of Goods: 
National Standards 

 
Care should be taken to assess each situation on a case by case basis.  

• the elderly;  

• people with a disability;  

• the seriously ill; 

• the recently bereaved;  

• single parent families;  

• pregnant women;  

• unemployed people; and,  

• those who have obvious difficulty in understanding, speaking or reading English. 

6.2 The correct enforcement process to follow when dealing with vulnerable people 
 
LO7 Understand how to recognize and deal with work-related stress 

Personal stress – caused by the nature of your job 
 

LO8 Know the process that local authorities employ when issuing a penalty charge notice (PCN) 

Penalty charge notice – parking ticket/fines issued under The Traffic Management Act 2004. 
 
8.2 How charges are applied at each stage of the process 

• Penalty Charge Notice (PCN) recovery process chart 
 
LO9 Know the requirements relating to enforcement agent activity when enforcing Magistrates 

Court warrants and Road Traffic fines  
9.1 Which legislation applies to: 

• Magistrates Court warrants  

o Magistrates Court Act 1980(c. 43) 

o Schedule 12 of Tribunals, Courts and Enforcement Act 2007 (TCE Act)   

• Road Traffic fines 

o Enforcement of Road Traffic Debts 1993 
o The Traffic Management Act 2004  
o Schedule 12 of Tribunals, Courts and Enforcement Act 2007 (TCE Act)    

 
9.2 Which documents are required to enforce: 

• Magistrate court warrants 

o Warrant of control 

• Road Traffic fines 

o Warrant of control 
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LO10 Know the Appeals Process for Road Traffic fines 
10.1 The principles of an appeal 

• Including statutory declaration and late statutory declarations 

 
10.2 How an appeal is applied for within the enforcement process 

• Person named on Penalty charge notice files a statutory declaration or late statutory 
declaration, once a warrant of control has been issued 

 
LO11 Know the recovery process of a Road Traffic warrant 
11.1 The road traffic warrant issuing process 

• Taking control of goods regulations 
 

11.2 The stages of recovery  

• Compliance stage 

• Enforcement stage 

• Timelines vary between companies 
 

11.3 Where responsibility lies in Road Traffic debts 

• who is legally the debtor as it is not always the person who committed the offence 
 

LO12 Know the debt recovery process for both Council Tax (CT) and National Non-Domestic Rates 
(NNDR)  
 

12.1 The legislation applicable to the enforcement of: 

• Council Tax debt 

o Schedule 12 of Tribunals, Courts and Enforcement Act 2007 (TCE Act) 

o The Council Tax (Administration and Enforcement) Regulations 1992 

o The Council Tax (Administration and Enforcement) (Amendments) (No2) (England) 

Regulations 2003 

o The Council Tax (Administration and Enforcement) (Amendments) (Wales) Regulations 

2019 

• National Non-Domestic Rates (NNDR) 
o Schedule 12 of Tribunals, Courts and Enforcement Act 2007 (TCE Act) 
o The Non-Domestic Rating (Collection and Enforcement) (Local Lists) Regulations 1989 
o The Non-Domestic Rating (Collection and Enforcement) (Local Lists) (Amendment) 

(England) Regulations 2014 
o The Non-Domestic Rating (Collection and Enforcement) (Local Lists) (Amendment) 

(Wales) Regulations 2014 
 

12.3 Documentation required to enforce CT/NNDR cases 

• Liability order accompanied by a letter of authority 
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LO13 Know the enforcement process for Commercial Rent Arrears Recovery and Forfeiture of Lease 
13.1 Describe the process of enforcing: 

• CRAR 
o Enforcement cannot begin until at least 7 days of the rent being overdue.   
o A Notice of Enforcement must be sent 7 days before the EA visit.  
o The debtor may be given some time to make full payment via a controlled goods 

agreement.   
o If the debtor refuses to sign the controlled goods agreement, then removal of the goods 

will commence.  
o Length of the controlled goods agreement must be agreed with client.   
o Where the premises are closed the EA makes enquiries for opening times to ensure they 

make contact on the next visit. 

• Forfeiture of Lease  
o Forfeiture is the ending of a formal lease which can be performed by an EA or the 

landlord if there is forfeiture clause in the lease.  
o It is done by peaceably re-entering the property and serving the forfeiture notices.  
o There is no notice required if it is for only rent arrears, however if another breach is 

being used as the reason, it is then necessary to serve a section 146 notice prior.   
 
13.2 Identify documentation required to enforce CRAR cases   

• Warrant of control 
 

13.3 Identify documentation required to enforce Forfeiture of Lease due to 

• rent arrears 

• breach of contract 

• document used is: Authority to Effect Forfeiture 
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Appendix 3: Sample assessment material 
 


