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Highfield Level 2 Award in Employment Awareness in Active Leisure and 
Learning (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 2 Award in Employment Awareness in Active Leisure and Learning 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 and CCEA Regulation.  

Key facts 

Qualification number:  600/4477/9 

Learning aim reference: 60044779 

Credit value: 6 

Assessment method: Portfolio of Evidence 

Guided learning hours (GLH): 45 

Total qualification time (TQT): 60 
 

 

Qualification overview and objective 

The Highfield Level 2 Award in Employment Awareness in Active Leisure and Learning (RQF) is 
designed to support learners in gaining a better understanding of employment rights and 
responsibilities, the active leisure and learning sector and the employing organisation. 

The qualification forms a mandatory component of all intermediate apprenticeships in the active 
leisure, learning and well-being sector and meets the nine aims of the national outcomes specified 
by the Specification of Apprenticeship Standards for England (SASE) employment rights and 
responsibilities. 

The objective of this qualification is to meet relevant programmes of learning and prepare learners 
for employment, giving learners the opportunity to learn and evidence their knowledge and 
competency either as part of an apprenticeship or as a standalone qualification. 

The qualification provides learners with the knowledge and understanding in: 

• Employment Rights and Responsibilities  

• the Active Leisure and Learning Sector  

• the Employing Organisation  

Entry requirements 

To register on to this qualification, learners are required to be 16 years of age or above. 
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Guidance on delivery 

The total qualification time for this qualification is 60 hours, of this 45 hours 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  

This qualification is assessed through the completion of a portfolio of evidence that will be 
internally assessed and internally quality assured by the centre and Highfield Qualifications 
promotes holistic assessment. The portfolio of evidence will assess across the breadth of the 
qualification unit criteria and gives centres flexibility in how individual assessment criteria are 
assessed, Suggested assessment paperwork is available on the Highfield Qualifications website.  

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 internal quality 
assurance. Internal quality assurance must be completed by an appropriately qualified person and 
that person must not have been involved in any aspect of the delivery or assessment of the course 
they are quality assuring.  

Highfield Qualifications will support centres by conducting ongoing engagements to ensure and 
verify the effective and efficient delivery of the qualification. 

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 a 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 Qualifications website. This policy should be read in 
conjunction with this specification and all other relevant Highfield documentation. 

Assessor requirements 

Highfield Qualifications requires nominated assessors for this qualification to meet the following: 

• have current, relevant occupational expertise and knowledge that has been gained 
through ‘hands-on’ experience in the industry and relevant qualifications  

• hold or be working towards a recognised assessing qualification, which could include any 
of the following:  

− Level 3 Award in Assessing Competence in the Work Environment  

− Level 3 Certificate in Assessing Vocational Achievement  

− A1 Assess Learner Performance Using a Range of Methods  
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− D32 Assess Learner Performance and D33 Assess Learner Using Different Sources of 
Evidence  

• maintain appropriate continued professional development (CPD) for the subject area  

 Internal quality assurance (IQA) requirements 

Highfield Qualifications recommends nominated IQAs for this qualification to meet the following 
requirements:  

• have relevant subject knowledge  

• hold or be working towards a recognised IQA qualification, which could include any of the 
following:  

− Level 4 Award in the Internal Quality Assurance of Assessment Processes and Practice 
(QCF)  

− Level 4 Certificate in Leading the Internal Quality Assurance of Assessment Processes 
and Practice (QCF)  

− D34 or V1 verifier awards  

• maintain appropriate CPD for the subject area 

Mapping to National Occupational Standards (NOS) 

This qualification maps across a number of National Occupational Standards, however the 
qualification is developed with the intention of meeting the Employment Rights and 
Responsibilities (ERR) component of the Specification of Apprenticeship Standards for England 
(SASE) compliant frameworks in the Active, Leisure, Learning and Well-being sector.  

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. 
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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 the following:  

• Level 2 NVQ Certificate in Spectator Safety 

Useful websites 

www.highfieldabc.com 

www.highfield.co.uk 

www.skillsactive.com 

www.direct.gov.uk 

Additional support/training 

The National Counter Terrorism Security Office (NaCTSO) is a police unit that works alongside the 
Home Office to support the ‘protect and prepare’ areas of the government’s counterterrorism 
strategy. One of their aims is to encourage the public to recognise and report suspicious activity 
and behaviour. You can find information, advice and guidance on recognising, acting on and 
reporting suspicious behaviour on the following website:  

https://www.gov.uk/government/organisations/national-counter-terrorism-security-office  

As an apprentice you can access the free NaCTSO Action Counters Terrorism (ACT) Awareness e-
learning course. This award-winning and invaluable training tool will help you to understand your 
role in recognising and reporting suspected terrorism and what to do in the event of a terrorist 
attack.    

To access the course: 

• follow the link: http://ct.highfieldelearning.com/org/TheHighfieldGroup    

• answer the questions  

• click start 

  

http://www.highfieldabc.com/
http://www.highfield.co.uk/
http://www.skillsactive.com/
http://www.direct.gov.uk/
https://www.gov.uk/government/organisations/national-counter-terrorism-security-office
http://ct.highfieldelearning.com/org/TheHighfieldGroup
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Appendix 1: Qualification structure 
 
To complete the Highfield Level 2 Award in Employment Awareness in Active Leisure and Learning 
(RQF), learners must complete all units contained within the mandatory group below: 
 
Mandatory group 
 

Unit 
reference 

Unit title Level GLH Credit 

J/600/0840 
Understanding Employment Rights and 
Responsibilities 

2 15 2 

Y/600/1734 
Understanding the Active Leisure and Learning 
Sector 

2 15 2 

D/600/1735 Understanding the Employing Organisation 2 15 2 

  



 

 
Highfield Level 2 Award in Employment Awareness in Active Leisure and Learning (RQF) 8 

Appendix 2: Qualification content 
 
Unit 1: Understanding Employment Rights and Responsibilities 
Unit number:  J/600/0840 
Credit:   2 
GLH:  15 
Level:  2 
 
Unit Introduction 
This unit covers the following: 

• employment law and industry-specific legislation that apply to their jobs 
• key documents relating to their employment 
• employment procedures they should follow at work 
 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1. Know their employment rights and 

responsibilities under the law 

1.1 Describe their rights and responsibilities 

1.2 Outline the rights and responsibilities of the 
employer 

1.3 Describe the health and safety legal 
requirements relevant to their organisation  

1.4 Outline the implications of health and safety 
legal requirements for their own job role 

2. Understand documents relevant to their 

employment 

2.1 Explain the main terms and conditions of a 
contract of employment 

2.2 Outline the contents and purpose of a job 
description 

2.3 Describe the types of information held on 
personnel records  

2.4 Describe how to update information held on 
personnel records 

2.5 Interpret the information shown on a payslip 
or other statement of earnings 

3. Know key employment procedures at work 3.1 Describe the procedures to follow if someone 
needs to take time off  

3.2 Describe the procedures to follow if there is a 
grievance 

3.3 Describe the procedures to follow if there is 
evidence of discrimination or bullying 

3.4 Identify sources of information and advice on 
employment issues 
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Amplification 

• LO1 - Know their employment rights and responsibilities under the law 

• Rights and responsibilities: 

o in terms of: 

− contracts of employment 

− anti-discrimination legislation 

− working hours and holiday entitlements 

− sickness absence and sick pay 

− data protection 

− health and safety 

• LO3 - Know key employment procedures at work 

• Sources of information (on employment issues): 

o including: 

− internal to the organisation 

− external to the organisation 
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Unit 2: Understanding the Active Leisure and Learning Sector 
Unit number:  Y/600/1734 
Credit:   2 
GLH:  15 
Level:  2 
 
Unit Introduction 
This unit covers the following: 

• the active leisure and learning sector 

• the sub-sectors that make up active leisure and learning 

• employment and career opportunities in the active leisure and learning sector 
 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1. Know the key features of the active leisure 

and learning sector 

1.1 Describe the size and scope of the active 

leisure and learning sector 

1.2 Describe the contribution to society of the 

active leisure and learning sector 

1.3 Outline the role of the Sector Skills Council 

for the active leisure and learning sector 

1.4 Identify the main subsectors within the 
active leisure and learning sector 

2. Know the key features of the active leisure 

and learning subsector in which they work 

2.1 Describe the composition of their subsector 

in terms of public, private and voluntary 

organisations 

2.2 Identify the size of their subsector in terms of 

employment and participation 

2.3 Outline the essential principles, values or 

codes of practice in their subsector 

2.4 Identify the roles of key organisations in 
their subsector 

3. Know employment and career opportunities 

in the active leisure and learning subsector 

in which they work 

3.1 Identify sources of information on career 

progression, training and education 

3.2 Identify the main job roles within their 

subsector 

3.3 Identify potential career pathways in their 

subsector 
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Learning Outcomes  Assessment Criteria  

The learner will The learner can 

3.4 Identify the key factors that help people 

progress in their careers in the subsector 

3.5 Outline how people can transfer from one 

subsector to another 

 
 

Amplification 

• LO1 - Know the key features of the active leisure and learning sector 

• Main subsectors: 

o including: 

− exercise and fitness 

− playwork 

− coaching 

− outdoor programmes 

− sports development 

• LO2 - Know the key features of the active leisure and learning subsector in which they work 

• Key organisations: 

o including any representative and regulatory bodies, trade unions and trade associations 
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Unit 3: Understanding the Employing Organisation 
Unit number:  D/600/1735 
Credit:   2 
GLH:  15 
Level:  2 
 
Unit Introduction 
This unit covers the following: 

• the structure of their organisation  

• the aims, objectives and structure of their organisation 

• the contribution they can make to the organisation’s objectives 

• the opportunities for entry, professional development and progression within the organisation 
 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1. Know the structure of their organisation 1.1 Identify the main functions in their 

organisation 

1.2 Describe how the main functions in their 

organisation are staffed and organised 

1.3 Describe lines of reporting in their 
organisation 

2. Know key aims and objectives of their 

organisation 

2.1 Identify their organisation’s key aims 

2.2 Identify their organisation’s targets 

3. Understand their own contribution to the 

organisation’s aims and objectives 

3.1 Identify the objectives of their job role 

3.2 Describe how the objectives of their job role 

contribute to the organisation’s key aims 

3.3 Describe how their own performance is 

evaluated and developed 

3.4 Describe how they can assist the evaluation 

and development of their own work 

4. Know the opportunities for entry, 

professional development and progression 

within the organisation 

4.1 Outline the importance of continuing 

professional development 

4.2 Describe the organisation’s processes for 

induction 

4.3 Describe the organisation’s processes for 

training and development 
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Learning Outcomes  Assessment Criteria  

The learner will The learner can 

4.4 Identify the opportunities and requirements 

for their career progression in the 

organisation 

 
 

Amplification 

• LO2 - Know key aims and objectives of their organisation 

• Organisation’s key aims: 

o mission 

o core aims 

o values 
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Appendix 3: Sample Assessment Material 
 
Portfolio of evidence 
Please refer to the Learner Pack (which is available for centres to download from the Highfield 
Qualifications website) for information to help learners compile and keep track of evidence to 
support the successful completion of the qualification.  
 

Assessors must ensure that the learner’s portfolio sufficiently covers all learning outcomes and 
assessment criteria as defined in each unit of the qualification.  
 

The evidence that is collected to make up the portfolio will be in a variety of formats. Assessors are 
responsible for ensuring learners compile their portfolio correctly, by gathering evidence for each 
unit that is both adequate and suitable for the requirements of the unit/qualification.  
 

Suggested types of evidence for this qualification include the following:  
 

• observation 

• questions 

• products of work 

• professional discussion 

• witness testimonies 

• learning logs 

• video or audio recordings 
 
Please see below a screen shot of the Evidence Tracking sheet that can be found in the Learner Pack 
that should be used to support the successful completion of the qualification. 

  

 
 


