
 

A bit of advice and guidance if you’re looking for… 

…Advice and Guidance qualifications! 

 

Our Advice and Guidance qualifications provide valuable opportunities for individuals to 
develop skills; gain a foundation of knowledge and understanding and demonstrate 
competence in the workplace. They also offer the chance for professionals to progress on 
to further higher-level qualifications. All you need to do is choose the qualification that suits 
you and we’ll make the rest of the process easy! 
 

OCR Level 3 Certificate in Advice and Guidance 
 

We advise staff who are new to offering advice and guidance and/or want an all-round 
knowledge of the advice and guidance process to choose the Level 3 qualification. The 
qualification is for those staff who offer information, advice and guidance on a range of 
topics and issues. 
 

OCR Level 4 Diploma in Advice and Guidance 
 
The Level 4 qualification is geared at practitioners who are more experienced in the advice 
and guidance sector. If you’re offering in-depth information, advice and guidance on a 
range of topics, this is the qualification for you. If you oversee other staff and are involved 
in multi-agency working, the Level 4 is entirely appropriate. 
 
Below is an overview of the two Advice and Guidance qualifications. The tables highlight 
the Mandatory Units that must be achieved and the Optional Units. Some organsiations 
choose the Optional Units for their staff in order to develop their teams and to meet 
business objectives. 

 

 

 

 

 



Level 3 Certificate in Advice & Guidance: Unit Overview 

To achieve the Level 3 Certificate, you must achieve a total of 21 credits made up as 
follows: Four Mandatory Units adding up to 12 credits. Optional Units adding up to a 
minimum of 9 credits. A minimum of 3 Credits must be at Level 3. The table below 
explains all: 

 

Mandatory Units Unit Title Credit/Level 

1 

 

 

Establish communication with clients for advice and 
guidance  
 
 

Credit 3 L3 
 
 

2 
Support clients to make use of the advice and guidance 
service  
 

Credit 3 L2 

3 Review own contribution to the service  
 

Credit 3 L3 

4 Understand importance of legislation and procedures  
 

Credit 3 L3 

 

Optional Units Unit Title Credit/Level 

5 Develop interactions with advice and guidance clients  
 

Credit 4 L3 

6 Interact with clients using a range of media  
 

Credit 3 L2  

7 
Assist advice and guidance clients to decide on a course of 
action  
 

Credit 3 L4 

8 
Prepare clients through advice and guidance for the 
implementation of a course of action  
 

Credit 3 L4 

9 
Assist clients through advice and guidance to review their 
achievement of a course of action  
 

Credit 3 L4 

10 Negotiate on behalf of advice and guidance clients  
 

Credit 5 L5 

11 Liaise with other services  
 
 
 

Credit 3 L3 

12 Enable advice and guidance clients to access referral 
opportunities  
 

 Credit 3 L3 

13 Manage personal case load  
 

Credit 4 L4 

14 Evaluate and develop own contribution to the service  
 

Credit 3 L4 

15 Operate within networks  
 

Credit 3 L4 

16 Provide and maintain information materials for use in the 
service  
 

Credit 3 L4  

17 Identify and promote the contribution of Careers Education 
Guidance (CEG) within the organisation  
 

Credit 4 L5 

18 Promote Careers Education Guidance (CEG)  
 

Credit 3 L3 

19 Facilitate learning in groups  
 

Credit 3 L4 

20 Enable learning through demonstrations and instructions Credit 3 L3 

21 Ensure your own actions reduce risks to health and safety Credit 4 L2 

 



Level 4 Diploma in Advice & Guidance: Unit Overview 

To achieve the Level 4 Diploma candidates must achieve a total of 37 credits made up as 

follows: Five Mandatory Units adding up to 17 credits. Optional Units adding up to 20 

credits. A minimum of 9 credits MUST be at Level 4. The table below explains all: 

 

Mandatory Units Unit Title Credit/Level 

1 Develop interactions with advice and guidance clients  
 

Credit 4 L3 

2 Manage personal case load  
 

Credit 4 L4 

3 Evaluate and develop own contribution to the service  
 

Credit 3 L4 

4 Operate within networks  
 

Credit 3 L4 

5 Understand importance of legislation and procedures  
 

Credit 3 L3 

 

Optional Units Unit Title Credit/Level 

6 
Support clients to make use of the advice and guidance 
service  
 

Credit 3 L2 

7 
Assist advice and guidance clients to decide on a course of 
action  
 

Credit 3 L4 

8 
Prepare clients through advice and guidance for the 
implementation of a course of action  
 

 Credit 3 L4 

9 
Assist clients through advice and guidance to review their 
achievement of a course of action  
 

Credit 3 L4 

10 Advocate on behalf of advice and guidance clients  
 

Credit 6 L5 

11 
Prepare to represent advice and guidance clients in formal 
proceedings  
 

Credit 6 L5 

12 
Present cases for advice and guidance clients in formal 
proceedings  
 

Credit 6 L5 

13 Negotiate on behalf of advice and guidance clients  
 

Credit 5 L5 

14 Liaise with other services  
 

Credit 3 L3 

15 
Enable advice and guidance clients to access referral 
opportunities  
 

Credit 3 L3 

16 Provide support for other practitioners  Credit 5 L4 

17 Undertake research for the service and its clients Credit 5 L4 

18 Design information materials for use in the service Credit 4 L4 

19 Provide & maintain information materials for use in the 
service 

Credit 3 L4 

20 Identify and promote the contribution of Careers Education 
Guidance (CEG) within the organisation 
within the organisation 

Credit 4 L5 

21 Integrate Careers Education Guidance (CEG) within the 
curriculum 

Credit 4 L4 

22 Promote Careers Education Guidance (CEG) Credit 3 L3 



Optional Units Unit Title Credit/Level 

23 Negotiate and maintain service agreements Credit 3 L4 

24 Facilitate learning in groups Credit 3 L4 

25 Prepare and set up mediation Credit 4 L4 

26 Stage and manage the mediation process Credit 8 L5 

27 Enable learning through demonstrations and instructions Credit 3 L3 

 

 

The benefits of undertaking your qualification with us: 
 

• We’re a well-respected Institute of Leadership and Management, OCR, 
BTEC/Pearson, Edexcel Centre offering a range of programmes 

• We have “Direct Claims Status” on all our Advice and Guidance qualifications. This 
means, our Awarding Body is so confident about the quality of our delivery, we don’t 
have to wait for External Verifier visits for final portfolio “sign off” and we can apply 
directly for certificates! 

• Our fully-qualified Assessors and Internal Quality Assurance staff come from a 
range of professional backgrounds with many years of sector-specific knowledge 
and skills 

• No elephant’s foot-sized portfolios with us! We pride ourselves on our innovative, 
interactive and flexible delivery methods to suit all learning styles 

• We bespoke our programmes to meet individual and organisational needs 

• We’ve researched the market place and believe our programmes are cost-effective 
without compromising on levels of quality and support 

• We’re passionate about Continuing Professional Development! Our staff regularly 
access training opportunities to ensure your staff have the very latest information 
from the sector 

 

Invest in a quality programme you’ll really value 
 
What everyone wants to know – how much does it cost?! The Level 3 Certificate costs 
£1000 + VAT. The Level 4 Diploma costs £1200 + VAT. We offer payment plan options if 
you’re self-funding. 
 
On average, the Level 3 qualification takes between six and nine months to complete. The 
Level 4 qualification usually spans out across nine months. A thorough Application, Skills 
Scan and Induction process takes place initially. We can negotiate a range of underpinning 
and peer support workshops for groups of staff. Assessor support is on-going and 
arranged with individuals: one to one meetings, Skype, email and telephone access. 
Quality Assurance processes and procedures take place throughout the programme to 
ensure a high-level of delivery and consistency. 
 

 



What to do now… 
 
To find out more about our Advice and Guidance qualifications, please contact our Senior 
Associate, Adrian Pitt, at adrian@develop-meant.com or telephone 07979 525 708. 
 
We look forward to hearing from you. 

 
 
PS… 
 
We deliver the OCR Level 4 Diploma in Career Information and Advice and the Level 6 

Diploma in Career Guidance and Development. Also the Assessor and Verifier 

qualifications (TAQA). 

Our qualification portfolio includes the Level 3, 4 and 5 Education and Training 

programmes that replaced PTLLS, CTLLS and DTLLS. Ask for more details! 
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