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1 Introduction

This guidance document is intended to support those who are involved in the delivery of the
Individual Profile in Active Citizenship. Itis aimed at staff working in City & Guilds assessment
centres as well as others working with learners on this profile.

This document will be useful to you, therefore, if you work in a centre approved to offer the award
and act as an assessor or tutor, or if you work alongside a candidate within a community context
and are acting as a mentor or are otherwise supporting someone as they work through this award.
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2 About the Profile

What is the Individual Profile in Active Citizenship?

The Individual Profile in Active Citizenship offers people an opportunity to explore a number of
issues or themes relevant to modern communities. Itis not, therefore, a ‘qualification’ because it
does not seek to assess individuals against a set of pre-determined criteria or competences, nor
does it qualify people to do a particular job or undertake a particular role.

The award is intended to encourage learners to explore aspects of their own communities, to ask
guestions and to consider ways in which they, as citizens, can make a difference to their own lives
and the lives of others in their communities— whether that be a geographical community or a
community of interest.

The profile explores the notion of community and seeks to celebrate diversity, asking learners to
look at issues from a variety of perspectives.

The outcome for the learner is not a traditional certificate. The award is about tracing the path of a
journey for the learner — starting from their own perspective and ending when they feel they have
achieved their own personal goals. The end resultis a ‘profile of achievement’ which documents
the activities the learner has undertaken and the progress they have made in their chosen themes.
Effectively, each learner will walk away with an individualised account of their experience of this
award. They will also have a portfolio of work and records which show how they have explored
their chosen themes and how they personally feel they have grown since commencing the journey.

Why has the profile been developed?

The Profile has been based on the community work undertaken over a number of years in Salford,
Manchester, Liverpool and Yorkshire by Proud City. Developmental prototypes in the heart of
communities led it to design a personal focus, distance-travelled model that is different from any
other qualification.

Proud City is a social enterprise and the first centre for the City & Guilds Individual Profile in Active
Citizenship (iPAC). Their pedigree of relevant experience has influenced and helped shape content
for Take Part- a government initiative for active citizenship. Proud City has worked closely with City
& Guilds to develop the journey travelled approach, to identify values, responsibilities and to ensure
the integration of a reflective learning process.

The iPAC process encourages new ideas, which has taken their team into developing a creative
partnership with a National Centre for Active Citizenship (www.ProudCity.org) where active
citizens and group agencies can share experiences and knowledge in the quest to build a better
future.

City & Guilds has worked alongside Proud City to create the profile which has the following aims:

to encourage individuals to participate actively in and contribute to their local communities
to recognise the value of individual participation in and contributions to communities

to encourage individuals to recognise and accept their responsibilities as citizens

to enable individuals to realise that they can make a difference and have an impact on their
communities and society as a whole

e to celebrate difference and to open minds
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e to support the creation of cohesive and stable communities
e toincrease knowledge and understanding of how communities function and are governed

e tosupportindividuals to increase their confidence, to challenge and question in a reasoned
and democratic way.

All of these aims support the work of the government’s Active Communities Unit, the schools’
agenda for promoting citizenship amongst young people and innumerable regeneration initiatives
which are active across all four nations of the UK.

The profile has relevance for all communities, irrespective of location, economic situation, size of
population or ethnic or social mix. We are all citizens and members of communities, and all
communities benefit from the interest and active support of their members.

We acknowledge Michael Felse for his work at Proud City. His grassroots knowledge and experience
have yielded a vision of ensuring every citizen has the skills to take part in building his or her
community.

We acknowledge Trevor Burchick for his continuing support and contribution in the development of
iPAC.

Who is the profile for?

Anyone. Everyone. There is no upper age limit (although it is not recommended for anyone under
the age of 16), no requirement for previous academic or educational achievement and no need for
an onerous course of academic study.

Learners for the profile are likely to be individuals who

e are not actively involved but would like to find out more about their community

e are already involved in some aspect of community activity and would like to become more
effective

e have aninterestin a particular issue or group and would like to find out how to become
more involved

e would like to understand more about how communities work
e would like to make a difference.

Funding for the profile
Funding will be available from a variety of sources. Regular updates will be provided.
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3 Centre and Resource Requirements

How can | become a centre to deliver this Profile?

Any organisation with an interest in community development and active participation may become
a centre to deliver the profile.

You will have to undergo a process of centre and award approval with City & Guilds. Details of how
to become a City & Guilds centre are published in ‘Providing City & Guilds Qualifications— a guide to
centre and scheme approval’, which is available to download free of charge from the City & Guilds
website on www.cityandguilds.com

If you are a small organisation that wishes to get involved with this profile you may prefer to explore
the possibility of working within an approved assessment centre rather than going it alone

You do not need to be a college of further education, a training or educational establishment to
deliver this award, but you do need to be able to demonstrate that you

e have sufficient resources — both physical and human, to enable learners to access the full range
of knowledge and experience detailed in the themes and units of the profile

e have staff who are appropriately qualified and experienced to deliver all aspects of the
knowledge and experience detailed in the themes and units of the profile

e have staff who are appropriately qualified and experienced to work with learners in
0 setting targets and planning how to achieve them

monitoring progress

providing advice and support on the achievement of targets

determining whether learners have achieved their targets and establishing with them the

quality of their experience of the journey
0 action planning and providing guidance on where to go next

e can provide appropriate induction for learners

e havein place appropriate quality assurance procedures to verify that candidates are receiving
sufficient support and guidance, and that decisions regarding progress and achievement are
made fairly, objectively and equitably

e havein place an appropriate equal opportunities policy

e havein place appropriate health and safety procedures and policies

e havein place the necessary administrative resources to ensure adequate and timely
communication with city & guilds

e have in place appropriate, auditable and secure record keeping facilities and processes, to
enable the tracking of candidates and record their progress through the journey of the profile

e have policies and procedures in place to ensure confidentiality and compliance with data
protection requirements.

[elNelNe]

External Quality Assurance

City & Guilds will appoint an External Verifier to each approved centre. The role of the external

verifier is to:

e ensure the quality and consistency of centres’ delivery, support and methodology to provide a
meaningful learning experience and record of achievement for each learner

e regularly visit centres to ensure they continue to meet the centre and qualification approval
criteria

e provide advice and support to centre staff
e provide feedback to centres and to City & Guilds
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Who can deliver the Profile?

As an approved centre, you will need to show that you have in place people who can undertake
particular activities in relation to the delivery of this award. These activities, or roles, fall into three
broad areas of responsibility, each of which has its own particular requirements for skills and
experience. However, this does not preclude the possibility that one single individual may be able
to undertake all three activities with a learner. This is dependent upon the nature of your
organisation, the experience of your staff and the position of the learner.

The three activities/roles are:

Tutor/coordinator

Responsible for providing or facilitating the ‘input’ for the award. This may involve some formal
teaching and will undoubtedly involve the facilitation of group discussions and activities, and
providing opportunities for candidates to meet community representatives and explore and
research community issues.

The tutor/coordinator may hold a recognised qualification in teaching or training — for example, the
City & Guilds Adult and Further Education Teaching Certificate, or equivalent. However, this is not
mandatory. Tutor/coordinators must be able to demonstrate that they have

e communication skills

e experience of delivering material to groups of people

e presentation skills

e facilitation skills

e experience and knowledge of community groups and issues, whether in a formal or informal,

paid or unpaid capacity

Tutors/coordinators may be (although this list is not exhaustive)

e teachers

e FE/tutors/lecturers

e community group leaders or workers
e trainers or consultants

e community development workers

e youth leaders

Mentor

Responsible for the ongoing/informal support of the candidate throughout the profile. This is likely
to involve supporting the candidate in undertaking research and working towards targets they have
set. They may be required to provide advice and guidance regarding how to go about particular
activities and whether the learner is making appropriate choices about their targets.

The mentor may hold a recognised qualification in coaching and mentoring, team leading or
supervision or equivalent. Qualifications are not mandatory, but mentors must be able to
demonstrate that they

e can listen effectively

e Ccan communicate on a one to one basis

e cansupport the learning of other people

e have aninterest in active citizenship

e are self-motivated and proactive

e provide a positive role model for others

e are available to the candidate to provide support and guidance in relation to their work on this
profile

e areaware of the aims, issues and broad content of the award.
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Individuals acting as mentors may be remote from the centre delivering the award, and are likely to

be involved with the candidate in a relationship beyond the award itself, in a formal or informal

capacity. The mentor may be

e awork colleague

e amanager or team leader/supervisor

e anindividual involved in a local community group

e afriend or relative of the candidate who has relevant knowledge and experience of
communities and community involvement either through their own employment (teacher, social
worker, police officer, local councillor, health worker etc.) or through their own activities as an
active citizen (member of a local group; neighbourhood warden; part of a faith community or
community of interest).

The approved centre is responsible for ensuring that each candidate has access to an appropriate
mentor and must ensure that the individual concerned is willing to undertake the role. If the mentor
does not work directly for the centre, then the centre must ensure that s/he is fully briefed
regarding their responsibilities and that there are sufficient opportunities for contact and discussion
between tutors, mentors and assessors as necessary.

Individuals acting as mentors may wish to use this as an opportunity for self-development by
progressing onto a recognised qualification.

Assessor

Responsible for the setting, monitoring and review of targets and for final decisions and recording
of achievement.

Ideally, assessors will have a recognised qualification relating to assessment eg D32/D33/A1, the
City & Guilds Adult & FE Teachers Certificate, or equivalent. However, these are not mandatory
requirements. Assessors must be able to demonstrate that they

e have experience in action planning and target setting

e can work with individuals to monitor progress against targets

e cansupportindividuals to assess their own development and understand how to adjust

targets as necessary
e are able to make objective judgements based on evidence about the achievement of targets

e can provide positive feedback to individuals regarding their progress and achievements.

Individuals acting as assessors may be

e Line managers

e Team leaders

e Community group leaders
e FEtutors

e Teachers

e Trainers or consultants

e Coach/mentors

Centres must take responsibility for ensuring that, where these activities are divided between
different people, there is adequate communication between them throughout the progress of the
award.
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Core values and attributes

Allindividuals involved in the delivery of the award and the support of candidates are expected to
demonstrate that they can

e show genuine concern for learners to help build up effective working relationships

¢ influence learners towards developing greater autonomy and making their own decisions

e positively reinforce learners’ successes to encourage them to be more proactive and take more
initiative

encourage learners to think through issues and come up with ideas

demonstrate that the learners’ development is important

adopt a participative approach that involves learners at all stages

give attention to learners’ development needs and explore ways to develop them together

encourage learners to explore and expand the boundaries and limits of their abilities, presenting
new challenges and setting challenging goals

e emphasise the importance of teamwork and mutual support within networks.

Registration and certification

Each learner undertaking the Profile should be registered with City & Guilds via a centre approved to
offer the Profile. Learners should be registered with City & Guilds using Form S (tick named
registration).

Registrations will last for three years, or until the end date of the Profile, whichever is sooner.

Please check the Directory catalogue of qualifications for the lastest information on length of
registration and the last registration and certification dates.

Claiming recognition of achievement

Centres can apply for certification of the profile as a whole, or for individual units or groups of units
within it, once they are satisfied that a learner has met the agreed targets and achieved according
to their stated aims. Certificates can be claimed from City & Guilds using Form S (tick results entry),
indicating the units completed with ‘P’ beside each unit number. Certificates can only be claimed
subject to the ongoing and successful monitoring of the centre by a City & Guilds External Verifier.

Full details of administration processes and regulations are provided in the City & Guilds ‘Directory
of Awards.’

Methods of delivering the profile

City & Guilds recommends flexibility in the approach to delivering the Profile. Methods of delivery
will depend entirely upon the circumstances of the centre and the individuals undertaking the
profile.

However, some key points should be borne in mind when developing approaches to delivery.

Induction

Itis important that individuals undertaking the profile are fully aware of what to expect from it.
Centres should emphasise the purpose of the profile —and that it is not a traditional ‘qualification’.
Candidates should be clear as to their responsibility for their own development throughout this
award and that the end result will be very much dependent upon the decisions they make as they
work through it. Centres should explain the notion of ‘distance travelled’ as it relates to this award,
and candidates should have some briefing with regard to their target setting and aspirations for the
programme.

Centres should provide each learner with an induction pack which should include the following
information:

a how to use the pack
b roles within the centre and programme
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c candidates’ rights, appeals, complaints and equal opportunities

d candidates responsibilities i.e. health and safety — confidentiality and data protection —
acknowledgement of source material — looking after own profile — meeting with their
tutor/mentor

e theJourney —what to expect and how it will happen

full guidance regarding the use of images of minors and vulnerable adults.

—h

Input

There is no requirement for classroom style delivery of this award. However, there is certainly
benefit to be gained, for all those involved, from group discussions and the sharing of ideas. Each
individual will have their own ideas as to how deeply they wish to explore the themes as they work
through the programme. A general discussion and airing of ideas will be sufficient in some areas,
whereas in others, individuals may wish to pursue research and produce evidence of the work they
have undertaken — whether that be in the form of a final project, a community action/activity or
some other record of their journey.

Underpinning knowledge

Linking to the above, centres should be able to provide learners with access to knowledge which
will support their research and exploration of ideas. For example, for issues relating to the law and
the rights of individuals in relation to it (including civil and democratic rights), centres may wish to
provide information to learners to support the development of their ideas and understanding. At
the very least, centres should give guidance to learners regarding the sources of relevant
information and knowledge. In addition, centres should be able to help learners establish the extent
to which they wish to explore background information to support their intended aims. It is helpful
for learners to understand how much they need to know — otherwise, they may become bogged
down in detail which will prevent their progress towards their aims and destinations. Whilst
encouraging learners to develop their own interests and follow up on issues which inspire them,
centres should ensure that aims and destinations are borne in mind and that learners are clear on
how they intend to reach them.
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4 The process for completing the Individual Profile in
Active Citizenship

Learners can complete any number of units within the profile to receive Certificates of Unit Credit.
To achieve the full ‘Individual Profile in Active Citizenship’ they will have to complete a total of 10
units. The order in which these are completed and the time taken to complete them will be decided
as part of the target setting process between the assessor and the learner. There is no requirement
that a learner should start at Theme 1, Unit 1 and work through the award as it is presented in the
learner’s guide. Rather, centre staff and the learner should be linking themes and units to the
learner’s own ideas about their aims and goals and jointly make choices about the best ways to
approach them, depending upon what the learner is seeking to achieve.

The first stage of target setting should take place at the very beginning of the learner’s journey.
Assessors should support the learner to formulate an overall aim, or destination, for the
programme. An overall destination may be related to activities in which the learner is already
involved in the community, or they may be focussing on plans for the learner to become involved in
the future or to develop themselves in a particular area. The overall destination does not have to be
directly related to the content of the units, but is briefly recorded on form 1 Initial Meeting Record.

Assessors and learners should then work together to determine the best choice of units to support
the achievement of the overall destination. The units chosen do not have to relate directly to the
overall destination, but could support it in some way by enhancing the learner’s knowledge of a
particular area or by providing a specific opportunity for self-development or involvement.

Learners will then embark on their journey through the units. How this is undertaken is to be
determined by the needs and expectations of the delivering centre and its learners. Ideally, delivery
will include opportunities for group learning, although distance and open learning may also be
appropriate. Where learners are working alone for the bulk of the programme, it is recommended
that centres do provide some opportunity for discussion with others, even if this is web-based.

The Individual Profile in Active Citizenship
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5 The journey

The principle behind the profile is one of collaborative experiential learning. Learners are
encouraged to assist in the designing of their journey, the choice of units and the identification and
evaluation of actions chosen to further their knowledge, skills and confidence.

Learners and Assessors will follow a series of steps (described below) to capture and record the
learner’s journey. This involves a flexible approach as each learner’s journey will be different.

Before the journey starts there will be an initial meeting followed by reviews during the journey. It is
possible that a learner will decide that they wish to move in a different direction and change their
overall destination, this is acceptable. Assessors should discuss this thoroughly with the learner and
record what the changes are and why they have been made. Any changes in direction that the
learner would like to make should be carefully considered as too many changes will prevent them
from being able to focus and move forward.

The reviews are an opportunity for assessors and learners to establish what progress has been
made so far and to consider any changes to the plan that the learner would like to make.

At the end of the journey there will be a final review between the assessor and the learner. The
whole journey should be discussed including what has been learnt and achieved. The outcomes of
the discussion will be recorded. This is also an opportunity for the learner to consider an action plan
for the future, which, although outside of the Profile, helps to underline the fact that the end of the
Profile is also a new beginning for the individual as an active citizen.

A map of the journey is illustrated in Appendix 5

Step one
Step one is designed to

e benchmark where the learner feels they are at the beginning of the learning process
e setgoalsinareas where they would like to improve
e lay out a specific project plan or course of action that develops their learning

e catalogue the knowledge, skills and networks that they would like to or are in the process of
developing for themselves.

Step two
Step two identifies the rationale for the choice of optional units

e assessors will assist the learner in making suitable option choices to support their identified

journey
e assessors will need to circle the one chosen optional unit from each theme
e explain the inclusion of a particular unit in relation to the overall journey.
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Step three

Step three identifies actions and outcomes that can be recorded during the journey

e learners may wish to spend some time identifying suitable routes and resources before meeting
with the assessor to plan specific actions

e theassessors’ role is to identify with the learner actions that can result in evidence for their
portfolio

e assessors’ guidance needs to take account of the learners’ identified needs and or wide range
of evidence sources that can be utilised, i.e. witness testimony, observations, visits,
photographic, audio or video evidence, product evidence i.e. minutes of meetings, news
clippings of events

e once identified they should be recorded and the learner encouraged to use cross referencing to
assist identification of evidence against units within their portfolio.

Assessors Action Planning Tips

Aims and Purpose e What would you like to achieve on this journey?
e Which units are you going to cover?
e What contexts and activities are you going to use?

Starting points e What citizenship knowledge, understanding and skills do
you already have?
Unit objectives e Which units are you aiming at here?

e What are the underpinning knowledge, understanding
and skills required for each of these units?

e How are you going to develop that knowledge,
understanding and skills?

Recognition of learning e How will you identify what you have learnt during the
activity?
e What sort of evidence of learning might be generated?
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Step four

Step four is the recording of the journey itself, monitoring, reviewing progress and
identifying experiential learning and finally confirming completion.

This section includes “Postcard from the Journey”. This should be a brief record of learners’
reflections on the process and their learning to date.

This is designed to capture the personal thoughts and feelings of the learner in relation to
the ongoing journey.

This section can also be used to confirm completion of the planned journey and future
directions that the learner may wish to follow.

Assessors’ Tips

In completing the ‘Postcards from the Journey’ section the following questions can be asked

to foster learners’ reflection.

How have you learnt from others?

What have you learnt about yourself?

What has been good and bad about your journey so far?

How have you applied your knowledge and skills?

What would you do differently?

What changes have taken place in your understanding?

How has your view of yourself changed?

How have you used your network?

Is all your learning covered by evidence?

What connections or linkages have emerged during your journey?

Where will your journey take you next?
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6 Recording the journey

The following recording forms provided for each step aims to support assessors to capture the
learner’s journey and provide evidence of the process followed. These forms can be photocopied as
many times as needed.

Centres may choose to devise their own forms, or to adapt the ones provided. This is permissible,
provided that the new or adapted forms enable the assessor and learner to capture discussions and
to record how support is being offered and what progress is being made.

Centres and learners are encouraged to use the forms as creatively as is appropriate. These forms
are intended to be used to actively record the journey for each learner. Comments from both
learner and assessor are invited, from before the journey starts to the end of the journey.

Centre staff need to be aware that these forms will be used by the External Verifier for quality
assurance purposes. External Verifiers will be seeking to ensure that the review and support
processes in place within the centre are sufficient to enable the learner to progress to their chosen
aims. They will be looking for evidence of the quality of the experience for the learner. All forms
should be signed and dated by the assessor and the learner to assist with the audit trail as part of
the external verification process.

Form 1 Initial Meeting Record
Use this form for step one to identify factors that will assist learners on their
journey

Form 2 Initial Rationale for Choice of Optional Units

Use this form for step two to identify the rationale of optional units

Form 3 Action Plan

Use this form for step three to identify actions and outcomes that can be recorded
during the journey

Form 4 Monitoring progress and action plan review

Use this form to monitor progress and ongoing review of the action plan, optional
unit choice and conclusion of the programme

Note

Assessors are reminded that form 3 does not need to be completed at the same time as either form
1 or form 2.

Forms 2, 3 and 4 are used during reviews and at the end of the journey as appropriate

The Individual Profile in Active Citizenship 17
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Appendix 1 Form 1 Initial Meeting Record
Summary of learner

1 past experiences of community involvement
2 areas of interest

3 relevant personal history

4 experience related to themes

5 personal strengths

6 areas for development

Brief Summary of the learner’s Journey

Assessors’ Name Centre No.

Learners’ Name Learners’ No

The Individual Profile in Active Citizenship
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Appendix 2 Form 2 Initial Rationale for Choice of Optional Units
Units Select by ticking at least one unit from each theme | Rationale for choice
Theme 2 1 Public Health
Takingupa |, Community safety and security
challenge
3 Improving the environment
4 Learning, education and employment
5 Encouraging sustainability
6 Live the action (Local initiative)
Theme 3 1 Bridging the gap between generations
Celebrating , , - .
difference 2 Respecting diversity, beliefs and cultures
3 Disability and society
4 Exploring alternative lifestyles
Theme 4 1

Participating

Discovering the decision makers

ina 2 Participating in organisations
responsible 3 Understanding local governance
society 4 Developing co-operation and trust
Theme 5 1 Rights and responsibilities
Heart and
mind 2 Extending social inclusion
decisions

3 Building better relationships

4 Making a difference

Candidate signature:

Assessor sighature:

The Individual Profile in Active Citizenship
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Appendix3 Form 3 Action Plan
Theme 1 Your community

Compulsory Evidence Date for
) Activities/Goals Evidenced ]
Units No. completion

Complete all four units in theme 1

Candidate signature: Assessor signature: Date:
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Form 3 Action Plan

Theme 2 Taking up a challenge

Units

Activities/Goals

Evidenced

Evidence

No.

Date for

completion

Compulsory Units

Candidate signature:

The Individual Profile in Active Citizenship
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Form 3 Action Plan

Theme 3 Celebrating difference

Evidence Date for
Units Activities/Goals Evidenced
No. completion
1
2
3
4
Candidate signature: Assessor signature: Date:
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Form 3 Action Plan

Theme 4 Participating in a responsible society

Evidence Date for
Units Activities/Goals Evidenced )
No. completion
1
2
3
4

Candidate signature:

The Individual Profile in Active Citizenship
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Form 3 Action Plan

Theme 5 Heart and mind decisions

Evidence Date for
Units Activities/Goals Evidenced )
No. completion
1
2
3
4
Candidate signature: Assessor signature: Date:
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Appendix 4 Form 4 Monitoring Progress and Action Plan Review
Theme 1 Your Community

Compulsory
Units

Progress review

Postcard from Journey

Date

The Individual Profile in Active Citizenship
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Form 4 Monitoring Progress and Action Plan Review
Theme 2 Taking up a challenge

Units Progress review Postcard from Journey Date
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Form 4 Monitoring Progress and Action Plan Review
Theme 2 continued

Units Progress review Postcard from Journey Date

Compulsory units
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Form 4 Monitoring Progress and Action Plan Review
Theme 3 Celebrating difference

Units Progression Review Postcard from Journey Date
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Form 4 Monitoring Progress and Action Plan Review
Theme 4 Participating in a responsible society

Units Progression Review Postcard from Journey Date
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Form 4 Monitoring Progress and Action Plan Review
Theme 5 Heart and Mind decisions

Units Progression Review Postcard from Journey Date
1
2
3
4
Candidate signature: Assessor signature: Date:
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Appendix 5

A Map of The Journey

How the Individual Profile in Active Citizenship works

Before Your Journey

During Your Journey

After Your Journey

Your Starting Point

Your Target Destination

- Progress and Monitoring -Evaluation and Conclusion

What are you already doing?
Who can help you along the way?
Where will this journey take you?

Making choices, setting what you
want to achieve and any goals you

Use the Interim Review to look at
how far you have travelled and to

have consider any changes you need

to make

Using the Final Review, you will look
at what happened. This is the
summary of your learning and
discovery.

Starting Point
Getting ready is
important so think
about what got you
to the here and
now. Where do you
go to next? Why?
Are there any
obstacles

Sketch your guide map by thinking about what

Your Journey
Use your profile handbook as a guide to

build skills and confidence

Proceed

Collect and record information to keep

Proceed

details of your progress

What do you want to do?

you want to achieve and the things that help you

to succeed

You can include listing your past experience and
skills as these will help you call upon them

whenever needed

The Individual Profile in Active Citizenship

Arrival and Beyond
Did you find:
Opportunities?
Relationships?

Power structures?
Responsibilities?
Social inclusion?
Or anything else?

Where is your starting point?
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For your notes

The Individual Profile in Active Citizenship
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