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1. Analysis of Sector/Occupation Needs

1.1 The starting point
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1.2 The size and profile of its sector/occupation, sub-sectors
and geographical location of organisations and workers
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Sector NUMBERS EMPLOYED
Community Justice 72,467 (15%)
Custodial Care 62,994 (12%)
Policing and Law Enforcement 323,151 (65%)
Forensic Science 4,767 (1%)
Prosecution Services 10,686 (2%)
Court and Tribunal Services 25,306 (5%)
TOTAL 497,604
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Country NUMBERS EMPLOYED
England 153, 100
Wales 9, 399
Scotland 13, 942
Northern Ireland 4,399

TOTAL 180, 840
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No of Enterprise size (employment)

managers per | 5.9 10-24 2549 50-99 100-199 | 200-499 | 500-999 | 1000+ Total
enterprise

None 53.9 35.4 (.8 2.4 0.8 0.5 0.1 0.1 100.0
| 58.6 35.0 4.9 |.3 0.2 0.0 0.0 100.0
2 47.2 443 6.4 ] 0.2 0.0 0.0) 100.0
3 274 56.0 12.0 3.9 0.6 0.1 100.0
4 12.9 57.4 2006 7.8 1.0 0.3 0.0 0.0 100.0
5 0.3 42.9 28.6 14.5 2.9 (.8 0.0 (.0 100.0
6 7.2 35.7 30.6 21.2 4.1 ! 0.1 100.0
7 3.4 30.2 33.6 26.5 5.3 0.9 0.1 100.0
b 2.1 22.4 30.9 33.5 9.0 2.0 0.1 1001.0
9 |4 20.8 269 31.9 8.2 |8 100.0
10-14 8.5 21.3 40.4 20.9 8.4 .4 0.1 100.0
|5-24 2.1 10.2 33.0 31.9 213 |.2 0.2 100.0
25-49 3.3 12.7 329 42.8 7.2 1.0 100.0
S0-99 7.2 14.2 52.3 21.6 4.7 100.0
1 00-249 8.0 37.7 30.5 238 1001.0
250+ 9.1 22.9 68.0 1001.0
Total 33 41.4 12.4 7.6 2.9 2.0 0.4 0.2 100.0

Boswaorth & Massini 2000
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1.3 The types of occupations within the sector and
anticipated changes in employment patterns
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Within agency management
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1.4 The link between the sector/occupation and other
sectors/occupations
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1.5 Key trends, developments and drivers within the

sector/occupation
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1.6 Opportunities for progression and typical career routes
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Initial Training and
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9 Northern Ireland,
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Supporting Teaching and Learning %

).. 0 % 2 ?2 0 %
Employers’ representatives Parents, carers and
eq. local authorities families representatives
Education and Library Boards eq. parent governors
Local Government associations Parent Teacher Associations
Association of Directors of Education in Scotland Parent Councils
Association of Directors of Children’s Services Fathers Clirect
Headteacher associations |
Mational Employers’ Organisation for School Teachers IIII
Mational Governors’ Association l{
Scottish School Board Association f Trade Unions and
f Professional Bodies

eg. support staff unions

; headteacher unions
Other stakeholders i / teachers’ unions

General Teaching Councils
eq. School Workforce
Development Board (SWDEB) Stakeholders
gational Joi{ltpCon.:lncil fruqzléucal with an interest

auemment Sendces { .] _ » in workforce Sector Skills Councils

Workforce Agre_:ement Monitoring de\.relopment in eq. Skills for Care and
Group (WAMG] the schools Development
training providers sector Lifelong Learning UK
awarding bodies / \Skillsﬁkcﬁve
MNon-Departmental Public Bodies Government Departments
eq. Education inspectorates eg. Department for Education and Skillz
Council for the Curriculum, Examinations and (DFES)
Azzessment (CCEA) The Scottish Executive Education
Qualifications and Curriculum Authority (QCA) Department (SEED)
Scottish Qualifications Authority (SQA) Eepa rtment ;Osr E?u{tggi nL ’.:L ifelong
Leaming and Teaching Scotland (LTS) gaming an = ) 3]
Children’s Workfarce Netwerk (CWN) D;gsll'tment of Education Morthem Ireland
Sector Skills Development Agency (S5DA) ( )
Leaming and Skills Council (LSC)

1.8 How do we gather the information we need for
sector/occupational analysis?

5 1 2 Y @ 5A - %
% 2 F > " 9 AF=9A 0 ?
" o . 2 s
2 0 0 2 9 0 6 %
%
2, 5 F>9 0 ;
2 - 0
0 2 , %




%

0

2

0 0

% 0

" 6

%

2

O n 0 "
% 2 %
% 0 9 0
L 2 2 %
0




2. Functional Analysis

2.1 What is Functional Analysis and what is it for?
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2.4 Setting the scope of Functional Analysis
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2.5 The language of Functional Analysis
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2.6 The three stages of Functional Analysis
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2.7 Stage 1: Begin with a Key Purpose
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6 4 5 0 7

“To plan, manage and provide comprehensive, coherent, integrated services
that improve the lives of and outcomes for children and young people and

support their families and carers."” {1 ; " B 2 1 :
)--(A
" %0 ", 2, %
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“Enable volunteers to make their full contribution to the organisation’s goals

whilst developing their own skills and interests." §C 0
- % % , )= /A
" $0 0 % "% 2 0
% - 2 =
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Keep the environment, clean, safe and well maintained to help people enjoy
where they live, work or visit”. (Asset Skills, 2007)
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“Assist the organisation to plan and organise quality leisure services through
the effective leadership of people and the efficient deployment of financial and
physical resources.” " 5 2 ,).. A
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“To protect and support individuals and communities by reducing crime, the
fear of crime and the impact of crime, addressing offending and associated
behaviour, maintaining law and order in the community and custody and

bringing offences to justice fairly.” § " H - (A
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2.8 Stage 2: Identify main functions by asking ‘what needs
to happen to achieve the Key Purpose?’
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Example 2: The Cyclical Model
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Example 3: The Process Model
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2.9 Stage 3: Identify possible NOS Titles by asking ‘what
needs to happen to achieve each main function?’
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2.10 Ensuring the Functional Analysis covers all aspects of
occupational competence
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2.11 Functional Analysis is an iterative process
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2.12 How do we present Functional Analyses?
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2.13 Why do we use Functional Analysis?

" 0
L] ll5 O -

%

"5

0 % ">
"0 0 % 2 %
6 1
%
0 % % % "
% "




2 0 % % % % %
0
5 - II5 O
0 5 " 0 2 0
0 4 6 : %
: 0 0 %
6
4 0, "5 0 0 %, 2 0
. 0% 0% 0 9 %
0%
! "5 0 ,4 5 0 %
0%
& 4 5 0 0
2
) 8 04 5 0 % $0
" 2 > 4 :
0% 0 % % % )2 :
% 2 2
/ 8 4 5 0 0 " 0 :
" 0 6
2] 0
2
1 > 0,4 5 0 0 % %
" % ; needs 2 O;
. 0 "% 0 6
2 2 ;-
2.14 Keeping the Functional Analysis up-to-date
" 4 0 2 "
2 1
4 5 . 0% 80 %
0 % % -
5 % 5 0 ’




3. Identifying and Using Existing NOS

3.1 Populating the Functional Analysis
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‘Generic’ NOS produced for all sectors
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3.4 Potentially generic NOS produced in individual sectors
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3.5 Sector-specific NOS that could be used elsewhere
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3.8 Checking existing NOS for fit in your sector
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3.10 Checking the Overview
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3.11 Checking Performance Criteria
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Performance Criteria

You must be able to do the following:

1.

10.

11.

12.

Confirm the work required of the team with your manager and seek clarification, where
necessary, on any outstanding points and issues.

Plan how the team will undertake its work, identifying any priorities or critical activities and
making best use of the available resources.

Allocate work to team members on a fair basis taking account of their skills, knowledge and
understanding, experience and workloads and the opportunity for development.

Brief team members on the work they have been allocated and the standard or level of
expected performance.

Encourage team members to ask questions, make suggestions and seek clarification in relation
to the work they have been allocated.

Check the progress and quality of the work of team members on a regular and fair basis
against the standard or level of expected performance and provide prompt and constructive
feedback.

Support team members in identifying and dealing with problems and unforeseen events.
Motivate team members to complete the work they have been allocated and provide, where
requested and where possible, any additional support and/or resources to help completion.
Monitor the team for conflict, identifying the cause(s) when it occurs and dealing with it
promptly and effectively.

Identify unacceptable or poor performance, discuss the cause(s) and agree ways of improving
performance with team members.

Recognise successful completion of significant pieces of work or work activities by team
members and the overall team and advise your manager.

Use information collected on the performance of team members in any formal appraisal of

performance.
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3.13 Checking other NOS components
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3.14 Rules for ‘tailoring’ imported NOS
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3.15 Rules for formally importing NOS
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4. Specification of National Occupational Standards
— developing original NOS

4.1 Filling the gaps in the Functional Analysis
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4.3 Optional NOS components

! - % % 0
0 0 )
2 0 % , 0 1
& 3
) =
/ 2
1
0
FI
# 36 F
03 , = % 8 2
0 2

3 6 Section




4.4 The language of NOS
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‘The writing and setting out of essential information in a way that gives a co-
operative, motivated person a good chance of understanding the document at first
reading, and in the same sense that the writer meant it to be understood.’
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4.5 Equality and diversity
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4.7 NOS Title
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4.8 Overview
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‘2R2/04 Deal with the arrival of customers’
Overview
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‘MSC M&L D14 Initiate and follow disciplinary procedures’

Overview
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4.9 Performance Criteria
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MSC M&L D14 Initiate and follow disciplinary procedures

You must be able to:
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4.10 Using evaluative words
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‘|dentify and respond to emergencies promptly’.
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‘|dentify and respond to emergencies within set timescales’.
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‘|dentify and respond to emergencies correctly and within set timescales’.

" 0 "o, 0;
0 0 % % % 0 % 0 * %

, " : 057
‘|ldentify and respond to emergencies appropriately within set timescales’.
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‘Identify and respond to emergencies within set timescales and in a way appropriate
to the type of emergency’.
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4.12 Knowledge and Understanding

&(#. .| $ % %
" % 1 0
v % "
E % % 1
= ? "0 %
4 0, % 9 %
0o 0 2 0 0
9 0 3% : 6 . % 0
0 ? " 0 O 2 0
% "
0 ? ,
0, %
: 32 % %
, 2 0 % %
0 2 4 6 %
% , % 20 20
- 2, ; o"
? " 2 o " %
% , %,
" 0, 0 2 0
" 0 % 09;
" 0 0 " " 0
% 9. 2 o
0 ? 9
o % , 0 "0 0
2 0 2 - %
. " % o<
% 0 2 2 ;
: 0 0 6
9 ? "0 $ % < %
0 % % 2
$ % < % 0 2 7




e Facts
4 6 , 0 ? , 0 ?
0
e Principles/Rationale
4 6 , 0 " "
00 0
% 0
e Methods
4 6 , 2
, % Y%
0
20 0 7
e O,
> $ % < %
%
F" 1 , 0O " % essential "
$ % < % 2 <
- 1 - Y% 2 -
$ % < Y% "
< " 1 , B % < %
2 2 "0 0 ; 0
G " T:
9 ? 2 , 2
6 . Nl : ?
- % " 6

‘2R2/04 Deal with the arrival of customers’

You must be able to:
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4.14 Some NOS have Optional Components
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Behaviours which underpin effective performance
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4.18 Skills
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