
 

Date: 13/12/2021 

Our Reference: FOIA-2021-139 

 

RE: Your request for information under the Freedom of Information Act 2000 

I write in response to your Freedom of Information Act 2000 (‘FoIA 2000’) request, dated 17/11/2021, in 

which you requested: 

 

“Please provide details of College of Policing approved training available for firearms licensing staff.  If 

possible this should include syllabus, training material and course notes.  An email reply is preferred.” 

 

 

Decision 

 

When a request for information is made under FoIA 2000, a public authority has a general duty under 

section 1(1) of the Act to inform an applicant whether the requested information is held. There is then a 

general obligation to communicate that information to the applicant.  

 

In line with section 1(1) of the FoIA, I can confirm the College does hold information relevant to your 

request. The attached documents have been partially disclosed to you. Please refer to Appendix A for 

my rationale for exempting part of the information.  

 

 

Your rights can be found at the end of this letter in Appendix B. 

 

Yours sincerely, 

 

James Rose | Legal Advisor 

Information Management and Legal Team 

College of Policing 

Email: FOI@college.pnn.police.uk 

Website: www.college.police.uk  

mailto:FOI@college.pnn.police.uk
http://www.college.police.uk/


Appendix A 
 
Section 31(1) – Law Enforcement  

 
Information may be exempt under section 31(1) if its disclosure would, or would be likely to, prejudice - 
(a) the prevention or detection of crime, (b) the apprehension or prosecution of offenders.  
 
The above exemption requires a consideration of the prejudice or harm that would, or would be likely, to 
result from disclosure. The public interest test must then be considered, which requires an analysis of 
the arguments on both sides as to whether the public interest in disclosure is outweighed by any harm 
that disclosure may cause.  
 
The College accepts that releasing detail on Firearms training would be of interest to the general public. 
We agree that to disclose this information would allow the public to see the nature of the work we do and 
the way in which we have supported policing. It would also help provide reassurance to the public that 
the College is fully transparent about the information they hold.  
 
However, we also recognise that the effective conduct of the police service depends on certain tactical 
information not being released into the public domain. Due to the tactically sensitive nature of some 
sections of the guide we believe that release may pose a threat to the public or law enforcement. 
Disclosure could hinder the effective prevention and detection of crime as it has the potential to reveal 
specific tactics the police still use today. Disclosure of information that undermines the operational 
integrity of law enforcement capabilities is highly likely to have an adverse impact on public safety and a 
negative effect on law enforcement generally. This risk to public safety cannot be said to be in the public 
interest. 
 
As stated above, the public interest test is a consideration of whether the public benefit of possession of 
the information outweighs the potential harm of releasing that information, but it is not merely an 
evaluation of what interests the public. On weighing up the competing interests, I consider that the public 
interest test favours withholding specific sections of the document. It is believed that disclosure of the 
relevant content would be likely to prejudice effective law enforcement. Disclosure would be likely to 
prejudice the prevention or detection of crime, or the apprehension of prosecution of offenders. 
 
Section 43(2) – Commercial Interests 
  
The College has spent considerable time and resource in developing materials used within the firearm 
training curriculum. 
 
As a public authority, we have to ensure that we spend public money appropriately. If resources used 
within the training were to be released, other commercial organisations could use these resources to 
develop their own equivalent intelligence programme. From a commercial perspective, this would be 
costly to the College and if we were required to change or redesign the process due to our materials 
being replicated, the commercial viability of the programme would be damaged. In addition, this would 
result in a loss of customer confidence and damage the relationship of trust that we have with the 
organisations for which we offer support and training.  
 
This exemption is subject to a public interest test which means that in considering your request, the Act 
requires us to balance the risk of harm if the information were to be released against the benefit that 
disclosure would have to the public. There is undoubtedly an interest in the work of the College and this 
directly links into the public interest in policing and police training in England and Wales. It is right that 
the public are reassured that the College provides training to the highest possible standard. 
 



However, on balance, maintaining the integrity of the training and ensuring the College is able to deliver 
value for money, is paramount. For this reason the information will be withheld on the basis of 
commercial interests. Please be aware that anyone wishing to copy or re-use all or part of this 
publication for purposes other than expressly permitted by law will need a licence. Licence applications 
can be sent to the College’s Intellectual Property Rights (IPR) and Licensing Manager at 
copyright&licensing@college.pnn.police.uk 
 
Appendix B 
 
Your right of review  
 
Under the Freedom of Information Act 2000 you have a right to request an internal review if you are 
dissatisfied with our handling of your request. Review requests should be made in writing (by email or 
post) within 40 working days from the date of our original response. We will aim to respond to your 
review request within 20 working days.  
 
The Information Commissioner’s Office (ICO)  
 
If, after lodging a review request you are still dissatisfied, you may raise the matter with the ICO. For 
further information you can visit their website at https://ico.org.uk/for-the-public/official-information/. 
Alternatively, you can contact them by phone or write to them at the following address:  
 
Information Commissioner's Office  
Wycliffe House  
Water Lane  
Wilmslow  
Cheshire  
SK9 5AF  
Phone: 0303 123 1113 
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National Policing Curriculum 

Learning Standard 
 

Learning Standard Title: 

Delegated Authority for Firearms Enquiry Decisions 

Programme Title: 

Firearms Licensing 

Curriculum Code:  ENPSX083 

1. Introduction 

Learning Overview: 

This module is aimed at those exercising delegated authority from the Chief Constable. It is 

intended to give the learner an enhanced understanding of the overarching aims of the 

licensing function, and the authority under which delegated authority for firearms enquiry 

operate. This role has precedence over firearms enquiry officers (FEO). 

Target Audience: 

Required: 

Licensing managers and those exercising the powers of Chief Constable under 

delegated authority. 

Optional: 

Licensing team leaders. 
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Pre-Requisites: 

Prior Learning: 

Knowledge and understanding of the firearms licensing process 

Prior Experience: 

None 

Co-Requisites: 

None 

Post-Requisites: 

None 

2. Learning Outcomes 

Successful achievement of this learning standard will enable learners to: 

1. Analyse the obligations of Chief Constables and the overarching national strategy 

for firearms licensing  

2. Explain the authority and delegated authorities at each stratum of the firearms 

licensing function 

3. Demonstrate understanding of key case law and guidance in firearms licensing 

4. Explain risk leadership considerations regarding firearms licensing 

5. Demonstrate an appreciation of governance and assurance mechanisms 
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3. Learning Content 

1. Analyse the obligations of chief constables and the overarching national strategy 

for firearms licensing  

1.1.  

1.2.   

a. t 

b.   

1.3.  

1.4.  

1.5.  

1.6.   

2. Explain the authority and delegated authorities at each stratum of the firearms 

licensing function 

2.1.   

2.2.  

a.  

b.   

c.  

2.3.  

3. Demonstrate understanding of key case law and guidance in firearms licensing 

3.1.   

a.  

b.  

c.  

d.  

e.  

f.  
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g.  

h.  

i.  

3.2.   

a.  

b.   

c.  

d.  

e.  

f.  

g.  

4. Explain risk leadership considerations regarding firearms licensing 

4.1.  

4.2.   

4.3.   

a.  

b.  

c.  

4.4.  

4.5.  

a.  

b.  

c.  

d.  

e.  

f.  

g.  
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5. Demonstrate an appreciation of governance and assurance mechanisms 

5.1.  

 

5.2.  

5.3.   

a.   

b.  

5.4.  

5.5.  

 

5.6.  

5.7.   

a.  

b.  

  

c.  

4. Learning Resources Available 

Trainer Resources No  

Learner Resources No  

Digital Learning No  

 None 

Immersive Learning No  

Assessment Resources No  
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5. Metadata List 

Delegated authority (DA) in firearms 

licensing 

National Strategy for firearms licensing 

Her Majesty’s Inspectorate of Constabulary 

and Fire & Rescue Services (HMICFRS) 
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National Policing Curriculum 

Learning Standard 
 

Learning Standard Title: 

Firearms Enquiry Officer 

Programme Title: 

Firearms Licensing 

Curriculum Code:  ENPSX079 

1. Introduction 

Learning Overview: 

This module will provide learners with an introduction to the function of a firearms licensing 

department, as well as relevant legislation, guidance, industry knowledge and shooting 

disciplines. It will introduce learners to the various types of firearms and ammunition, their 

uses and security requirements. This module will provide learners with an understanding of 

the firearms licensing processes in England & Wales and a knowledge of the prohibitions, 

ages, forms and fees applicable. Learners will identify the key elements involved in making a 

decision in relation to firearms licensing: gathering information (including key risk indicators; 

assessing that information; considering powers and policy; considering the merits of 

available options; taking the decision and reviewing) and the need to develop an ‘enquiring 

mind-set’ essential to a competent firearms enquiry officer. The module will provide learners 

with the ability to understand and apply the fundamentals of decision-making and risk 

assessment within the context of a suitability assessment of a firearms licensing 

investigation. 
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Target Audience: 

Required: 

All police officers and staff engaged in firearms licensing. 

Optional: 

Police officers and staff who may be required to engage in firearms licensing duties on a 

temporary or ad hoc basis. 

Pre-Requisites: 

Prior Learning: 

Learners will be expected to have read Authorised Professional Practice for firearms 

licensing and be familiar with the NPCC strategic plan for firearms licensing.  

Learners should have knowledge of the code of ethics, policing principles and standards 

of professional behaviour which underpin the use of the national decision model (NDM). 

PEACE training. 

Prior Experience: 

None 

Co-Requisites: 

Safe handling 

Post-Requisites: 

Learners must engage in continuous professional development to ensure their 

knowledge is up to date. This must be recorded. Learners must also be reaccredited in 

relation to make-safe procedures on a yearly basis. 

In forces where police officers and staff are required to engage in prosecutions related to 

firearms licensing PIP level 1 accreditation is required. 
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2. Learning Outcomes 

Successful achievement of this learning standard will enable learners to: 

1. Describe the role and function of the firearms licensing function including 

firearms definitions, naming conventions and classifications 

2. Outline all the relevant legislation and guidance relating to Firearms Enquiries 

3. Explain the reasons for possession of firearms and the role of Registered 

Firearms Dealers (RFDs) 

4. Outline the firearms licensing application process 

5. Explain the application process for firearm and shotgun certificates 

6. Describe the various sources of information used for vetting purposes for firearms 

licensing 

7. Describe the key risk indicators and how to determine them 

8. Describe and assess security requirements for firearms and ammunition 

9. Explain safe shooting requirements 

10. Explain the key aspects of a firearms licensing investigation 

11. Describe the process of revocations of firearm and shotgun certificates 

12. Describe the key risk management techniques in firearms licensing 

13. Explain the application process for section 7 permits (Firearms Act 1968) 

(Temporary) and a European firearms pass (EFP) 

14. Explain the process to be granted visitors firearm and shotgun permits 

15. Describe the exemptions from the need to hold firearm and shotgun certificates  

16. Explain what constitutes an antique firearm 

17. Describe section 7 (1) and (3) of the Firearms (Amendment) Act 1997 (historic 

handguns) 

18. Explain the application and assessment process required to be a registered 

firearms dealer (RFD) 

19. Describe the Home Office criteria to be an approved target shooting club  

20. Explain the process to grant an auctioneers firearm and shotgun permit 
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21. Describe the exemptions and obligations placed on carriers and warehousemen to 

store firearms and ammunition securely 

22. Describe the process to be granted a museum firearm licence 

23. Explain the process to be issued with an article 7 authority (EC Weapons 

Directive)  

24. Demonstrate safe handling of firearms and ammunition 

25. Outline key considerations for incident management regarding firearms licensing 

26. Explain evidence and procedure in a firearms licensing investigation  

27. Describe the importance of managing firearms licensing information accurately 

and ensuring data is stored, used and shared lawfully 

28. Apply the Code of Ethics and National Decision Model (NDM) in firearms licensing 

3. Learning Content 

1. Describe the role of the firearms licensing function including firearms definitions, 

naming conventions and classifications 

1.1.  

a.  

b.   

c.  

d.  

e.  

1.2.  

1.3.  

1.4.  

a.  

 

b.  

c.  
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2. Outline all the relevant legislation and guidance relating to Firearms Enquiries 

2.1.  

2.2.  

2.3.  

2.4.  

2.5.  

2.6.   

3. Explain the reasons for possession of firearms and the role of Registered 

Firearms Dealers (RFDs) 

3.1.  

3.2.  

a.  

b.  

c.  

3.3.   

4. Outline the firearms licensing application process 

4.1.   

a.  

b.  

c.  

d.  

e.  

f.  

g.  

h.  

4.2.  

a.  

b.  



OFFICIAL 

College of Policing Limited 

 

Page 6 of 14 OFFICIAL Version 1.0  

© College of Policing Limited 2018 

c.   

d.   

4.3.  

a.  

b.  

c.  

d.  

e.  

f.  

5. Explain the application process for firearm and shotgun certificates 

5.1.  

5.2.  

a.  

b.  

5.3.  

a.   

b.   

c.   

d.   

e.   

5.4.  

5.5.   

5.6.   

5.7.   

5.8.  

 

6. Describe the various sources of information used for vetting purposes for firearms 

licensing 
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6.1.   

a.  

b.  

c.  

6.2.  

6.3.  

6.4.  

a.  

b.  

c.  

7. Describe the key risk indicators and how to determine them 

7.1.  

a.  

b. 

c.  

d.  

e.  

f.  

g.  

h.   

7.2.  

a.  

8. Describe and assess security requirements for firearms and ammunition 

8.1.  

a.  

b.   

c.  

d.  
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e.  

f.   

8.2.  

8.3.  

8.4.  

8.5.   

8.6.  

8.7.  

8.8.  

a.  

b.  

c.  

9. Explain safe shooting requirements 

9.1.  

a.   

b.  

9.2.  

a.   

b.  

c.  

9.3.  

10. Explain the key aspects of a firearms licensing investigation 

10.1.   

a.  

b.  

c.   

10.2.  

10.3.  
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10.4.  

a.   

10.5.   

10.6.  

11. Describe the process of revocations of firearm and shotgun certificates 

11.1.  

11.2.  

 

11.3.   

12. Describe the key risk management techniques in firearms licensing 

12.1.  

a.  

b.   

12.2.   

a.  

b.  

c.   

12.3.   

12.4.  

12.5.   

12.6.  

12.7.   

a.   

b.   

c.  

d.   

e.   

12.8.   



OFFICIAL 

College of Policing Limited 

 

Page 10 of 14 OFFICIAL Version 1.0  

© College of Policing Limited 2018 

12.9.  

a.   

b.  

12.10.  

13. Explain the application process for section 7 permits and a European firearms 

pass (EFP) 

13.1.  

a.  

b.   

c.   

13.2.  

a.  

b.   

c.  

14. Explain the process to be granted visitors firearm and shotgun permits 

14.1.   

14.2.   

14.3.   

14.4.   

14.5.  

15. Describe the exemptions from the need to hold firearm and shotgun certificates  

15.1.  

15.2.   

16. Explain what constitutes an antique firearm 

16.1.  

17. Describe section 7 (1) and (3) of the Firearms (Amendment) Act 1997 (historic 

handguns) 

17.1.   
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17.2.   

18. Explain the application and assessment process required to be a registered 

firearms dealer (RFD) 

18.1.   

18.2.  

18.3.  

18.4.  

a.  

b.  

 

18.5.  

18.6  

19. Describe the Home Office criteria to be an approved target shooting club  

19.1.   

19.2.  

19.3.  

19.4.  

 

19.5.   

19.6.  

20. Explain the process to grant an auctioneers firearm and shotgun permit 

20.1.  

20.2.  

20.3.  

20.4.  

20.5.   

21. Describe the exemptions and obligations placed on carriers and warehousemen to 

store firearms and ammunition securely 

21.1.   
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21.2.   

22. Describe the process to be granted a museum firearm licence 

22.1.  

22.2.   

22.3.  

23. Explain the process to be issued with an article 7 authority  

23.1   

24. Demonstrate safe handling of firearms and ammunition 

24.1. 

24.2. 

24.3. 

24.4. 

24.5. 

24.6. 

24.7. 

25. Outline key considerations for incident management regarding firearms licensing 

25.1.  

25.2.  

a.  

b.  

c.   

25.3.   

25.4.  

  

25.5.   

25.6.   

25.7.  

a.  
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25.8.  

 

26. Explain evidence and procedure in a firearms licensing investigation  

26.1.  

a.  

b.   

c.  

d.  

26.2. : 

a.   

b.   

c.   

d.   

26.3.   

26.4.  

a.   

b.  

c.   

26.5.   

a.   

b.   

26.6.   

27. Describe the importance of managing firearms licensing information accurately 

and ensuring data is stored, used and shared lawfully 

27.1.   

27.2.  

27.3.  

a.   
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b.   

c.  

27.4.  

27.5.   

a.  

b.  

27.6.  

28. Apply the Code of Ethics and National Decision Model (NDM) in firearms licensing 

28.1.  

4. Learning Resources Available 

Trainer Resources No  

Learner Resources No  

Digital Learning No  

 None  

Immersive Learning No  

Assessment Resources Yes  

5. Metadata List 

Firearms Licensing 

Firearms Enquiries 

Firearm and shotgun certificates 

Section 7 permits 

European firearms pass (EFP) 

Article 7 authority  

Antique firearm 

 

Registered firearms dealer (RFD) 

Approved target shooting club  

Visitors firearm and shotgun permits 

Auctioneers firearm and shotgun permit 
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© – College of Policing Limited (2018) 

All rights reserved. No part of this publication may be reproduced, modified, amended, 

stored in any retrieval system or transmitted, in any form or by any means, without the prior 

written permission of the College or as expressly permitted by law. 

Anyone wishing to copy or re-use all or part of this publication for purposes other than 

expressly permitted by law will need a licence. Licence applications can be sent to the 

College’s Intellectual Property Rights (IPR) and Licensing Manager at 

Diane.Kennedy@College.pnn.police.uk 

Where we have identified any third-party copyright material you will need permission from 

the copyright holders concerned. This publication may contain public sector information 

licensed under the Open Government Licence v3.0 at 

www.nationalarchives.gov.uk/doc/open-government-licence/version/3/  

Any other enquiries regarding this publication please email us at 

PolicingEQF@college.pnn.police.uk  

  

mailto:Diane.Kennedy@College.pnn.police.uk
http://www.nationalarchives.gov.uk/doc/open-government-licence/version/3/
mailto:%20PolicingEQF@college.pnn.police.uk
mailto:%20PolicingEQF@college.pnn.police.uk


OFFICIAL 

Firearms Enquiry Officer Programme Specification  

 

ENPS_FAL_PS_001_PDF  
Page 3 of 10  Version 1.0 
 

Contents  

Purpose of this document .................................................................................................. 4 

Programme definition ......................................................................................................... 4 

Where does the firearms licensing learning sit within the wider major investigation and 

public protection learning? .................................................................................................. 4 

Relationship to other inter-related policing specific educational resources .................. 5 

Programme aim ................................................................................................................... 6 

What does this learning provide? ........................................................................................ 6 

Programme summary ......................................................................................................... 7 

Programme entry requirements ......................................................................................... 7 

Education/Qualifications ..................................................................................................... 7 

Experience.......................................................................................................................... 7 

Target audience .................................................................................................................. 8 

Programme progression .................................................................................................... 8 

The programme learning outcomes .................................................................................. 8 

Equality Impact Assessment (EIA) .................................................................................... 8 

Policing professional context ............................................................................................ 8 

Professional Recognition as a FEO ................................................................................... 9 

Continuing professional development (CPD) ................................................................... 9 

Quality Assurance .............................................................................................................. 9 

Quality assurance requirements ...................................................................................... 10 

 

  

  



 
OFFICIAL 

Firearms Enquiry Officer Programme Specification 

ENPS_FAL_PS_001_PDF  
Page 4 of 10  Version 1.0 
 

Purpose of this document 

This programme specification is intended to assist police forces to deliver the firearms 

enquiry officer (FEO) learning programme, by providing all the relevant high-level information 

needed to manage and plan the delivery and assessment of the FEO learning standards.  

Programme Definition 

The FEO learning programme has been developed by the National Police Chiefs Council  

and the College of Policing (CoP) to drive consistency and professionalisation in a high risk 

business area which has been subject to much scrutiny.  The HMIC report (2015)  ‘Targeting 

the risk: An inspection of the efficiency and effectiveness of firearms icensing in police forces 

in England and Wales’ recommended the introduction of a consistent national approach to 

firearms licensing learning and development. This programme starts to address this 

recommendations. 

This programme specification, developed through collaboration between the NPCC, various 

constabularies and the college, has created national learning standards for the FEO and 

those exercising delegated authority (DA) for firearms licensing decisions. 

These national standards will help forces focus learning delivery and ensure their staff are 

equipped with the appropriate skills to deliver the priorities contained within the Firearms 

Licensing Approved Professional Practice: 

 Protecting public safety by preventing foreseeable or avoidable harm. 

 Delivering an efficient licensing process that is proportionate, rigorous, cost effective, 

fair and timely. 

 Provide a fair and transparent service to the public. 

Where does the Firearms Licensing learning sit within the wider 

Major Investigation and Public Protection learning? 

 Firearms Licensing provides a key role in delivering public safety by ensuring that 

only those people who are deemed suitable may have access to firearms.  This 

includes exhaustive assessments of the individual in question, their associates and 

security arrangements. Previous incidents involving licensed firearms have and 

continue to result in deaths.  Continual learning and development in this field is key to 

ensuring ongoing public safety. 
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 There are also areas within this learning programme which link directly to other public 

protection learning including domestic violence, vulnerable adults, gun crime, modern 

slavery, extremism and terrorism.  A skilled Firearms Licensing practitioner may be 

the first to identify these vulnerabilities and should be able to take appropriate action.   

Relationship to other inter-related policing 

specific educational resources  

This specification is to be used with other firearms licensing specific supporting documents 

that collectively define the national identity of this product that are accessible via the College 

of Policing’s managed learning environment, MLE at http://mle.ncalt.pnn.police.uk. 

These supporting documents are: 

 Learning Standards for firearms enquiry officer (FEO)  

 Learning Standards for delegated authority for firearms licensing decisions (DA) 

 Firearms Enquiry Officer (FEO) Assessment guidance 

Other supporting documents include: 

 Policing Principles in the College of Policing Code of Ethics 

(http://www.college.police.uk/What-we-do/Ethics/Documents/Code_of_Ethics.pdf) 

• Home Office Guide on Firearms Licensing Law 

• National Decision Model (NDM) 

• CoP Risk Principles 

• Firearms Security handbook  

• Good Practice Guide for Registered Firearms Dealers  

In addition there are associated e-learning/distance learning packages linked to the National 

Policing Curriculum which are accessible from the College of Policing’s managed learning 

environment: http://mle.ncalt.pnn.police.uk. 

Programme aim 

The overall purpose of this programme is to: 

• Ensure consistency in the delivery of firearms licensing. 

http://mle.ncalt.pnn.police.uk/
http://www.college.police.uk/What-we-do/Ethics/Documents/Code_of_Ethics.pdf
http://mle.ncalt.pnn.police.uk/
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• Protect public safety by ensuring all applications are assessed to the same high 

 standards regardless of force area. 

• Improve efficiency in the licensing process by aligning practices and procedures 

 across forces. 

• Integrate the National Decision Model and CoP Risk Principles into all decision 

 making to ensure transparency and consistency. 

• Provide a high standard of service to the public which is in line with the Code of 

 Ethics and Competency and Values framework. 

What does this learning provide? 

The aims of the learning is to provide police officers and staff with the knowledge and 

understanding to enable them to deliver the primary accountabilities of the role: 

• Undertake a detailed investigation into a person’s suitability to hold a shotgun 

 certificate or firearms licence including enquiries relating to the applicant, their 

 application and their security arrangements in line with firearms legislation and Home 

 Office guidance. 

• Document investigations and prepare reports based upon the National Decision 

 Model making recommendations and decisions in line with the Code of Ethics and 

 the College of Policing Risk Principles. 

• Develop and maintain a specialist working knowledge in order to advise the public 

 and police on the legal possession, security and safe shooting of firearms and 

 ammunition.  

• Inspect Registered Firearms Dealers (RFD) and Shooting Clubs premises and 

 provide advice or action as necessary 

• Serve notice of revocation or refusal of certificate for firearm and shotgun, seizing 

 firearms/shotguns and certificates when required. 

• Identify breaches of legislation, vulnerable persons or signs of extremism and take 

 appropriate action in accordance with force policy. 

• Provide management and administrative functions to support the above roles..  
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Programme summary  

This learning and development programme will provide learners with the skills, 

understanding and knowledge to deliver all functions of a FEO within a firearms licensing 

team.   

This programme consists of a set of national learning standards which define learning 

outcomes and indicative content for the role of FEO.  

The learning is underpinned by the Authorised Professional Practice (APP) for firearms and 

explosive licensing and Home Office guidance. 

Programme entry requirements 

It is expected that a learner wishing to embark on FEO learning and development would 

have the following minimum entry criteria: 

Education/ Qualifications 

 5 GCSE passes including Maths and English or other equivalent qualifications or work 

experience which demonstrates comparable skills. 

 IT literate including competence in Microsoft Office applications.   

 Current driving licence  

Experience 

 Ability to manage own workload with minimal supervision. 

 Able to summarise information, make recommendations, compile reports and carry out 

appropriate risk assessments based on the National Decision Model. 

 Interpersonal communication skills including experience of interviewing applicants and 

carrying out difficult conversations. 

Target audience 

The programme is aimed at all police officers and staff engaged in the business of firearms 

licensing and in particular aspiring or recognised FEOs.  This may include officers and staff 

who carry out all or part of these duties in a part time or ad hoc capacity. 
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Programme Progression 

The learner’s progression through the programme must be managed by the employing force 

and successful completion requires learners to have achieved all the required knowledge 

and understanding of the learning outcomes and therefore all the FEO role and 

responsibilities. 

The force must ensure there are learning opportunities to ensure full coverage of all the 

learning outcomes. Examples of appropriate programme progression, delivery and 

assessment approaches are available in the assessment guidance. 

The Programme learning outcomes 

The curriculum learning outcomes are supported by statements of indicative content to 

inform the development of training or coaching/mentoring sessions.  

Equality Impact Assessment (EIA) 

Each force who offer FEO training should conduct an equality impact assessment (EIA). This 

will include equality considerations in terms of the facilities, where learning takes place and 

its proximity (e.g. reasonable adjustments for disabled students), the duration over which it 

takes place, assessment and the educational support needed, as appropriate, to each 

individual learner. The EIA should be a living document to be reviewed and updated as part 

of the ongoing management of the programme.  

The EIA should address equality, diversity, inclusion and widening participation. 

Policing professional context 

The College of Policing  works with national leads for firearms licensing and the Chief 

Constables’ Council firearms and explosives licensing working group to design and develop 

national learning standards and authorised professional proactice (APP). 

Professional recognition as a FEO 

Successful completion of a professional development portfolio (PDP) for FEO and sign off by 

the firearms licensing manager as providing suffient evidence to demonstrate competence in 

that role will result in the learner being recognised by the assessing force for delivery of that 
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specified role within Firearms Licensing.  They will have demonstrated knowledge and 

competence within that role to a national standard.   

Continuing Professional Development (CPD) 

All officers and staff engaged in delivery of firearms licensing are required to demonstrate 

their ongoing occupational and operational effectiveness by means of a programme of 

Continuous Professional Development (CPD).   

This will take the form of an annual summary of work based on training related to the 

learning outcomes.  Learners must demonstrate an evidential trail of learning and 

development.  The format of this evidence can be at the discretion of individual forces but 

should be available for inspection as required. 

Individual managers should adopt a CPD programme for their staff to ensure they are up to 

date with the latest legislation and guidance.  This should be recorded by the individual in a 

way which can be assessed during annual performance reviews.   

The NPCC and the College will provide updates via regional representatives and 

opportunities to attend CPD events which will support individual CPD and should be 

recorded.  

All those involved in firearms licensing should seek to involve themselves in a range of 

learning activities through which they can maintain or enhance their capacity to practice 

legally, safely, ethically, and effectively. 

Quality assurance 

The Police Service Quality Assurance (PSQA) Scheme is a multi-functional quality 

assurance scheme, based upon a devolved model of responsibility for application of quality 

assurance processes, supported by national requirements and guidance. It was designed 

and developed by forces for forces, and currently all Home Office forces participate in the 

scheme. The overall aim of the scheme is to promote quality and consistency right across a 

force’s learning and professional development provision. The ethos of the scheme is of local 

ownership, with forces self-assessing their own learning and professional development 

provision against six key themes: 

• Strategic Governance  

• Strategic Planning and Commissioning  



 
OFFICIAL 

Firearms Enquiry Officer Programme Specification 

ENPS_FAL_PS_001_PDF  
Page 10 of 10  Version 1.0 
 

• Design  

• Delivery  

• Assessment  

• Evaluation and Performance Outcomes  

As part of the consolidated licence issued by the College, there is an expectation that forces 

delivering the firearms licensing programme will participate in PSQA. 

For further details on the PSQA scheme and its use, please refer to the PSQA Handbook, 

available via POLKA and the force learning and development department. 

Quality assurance requirements 

Quality assurance of the Firearms Licensing programme is provided by the National Police 

Chiefs’ Council (NPCC) Firearms and Explosives Licensing Working Group (FELWG), who 

meet on a quarterly basis. All issues regarding the provision of training are discussed and 

reviewed at these meetings.  
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Purpose of this document 

This assessment guidance document is intended to support forces, mentors, assessors and 

learning development staff with assessing an individual’s skills, competence and knowledge 

against the Firearms Enquiry Officer (FEO) learning standards. 

This guide has been designed to explain the purpose, process and methods of assessing for 

an individual to be a recognised FEO within a force. 

There are exemplars of good practice and template documents which are optional but 

provide forces with a range of approaches and provide learners with a clear understanding 

of the expectations of their mentor/assessor. 

This assessment guidance is a tool for forces to use and is not mandatory. Forces can adapt 

it flexibly and are able to contextualise any of the contents, provided the FEO meets the 

requirements of the learning standards.  

 Benefits to a force of adopting clear assessment protocols against the learning standards 

are: 

• Managers taking responsibility for their staffs’ ongoing development in the FEO arena 

• Measurement of progress against objectives 

• Managing individual performance 

• Encouraging evidenced based assessment 

• Learners feeling supported 

• Improved staff performance 
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Introduction 

This assessment guidance accompanies the learning standard and programme specification 

for a Firearms Enquiry Officer (FEO). 

The aim of the assessment guidance is to provide a handbook which supports the learning 

standard and assists a force in providing training and support to officers and police staff who 

wish to become FEOs.  

Throughout the programme the learner is supported by a mentor and/or assessor whose role 

is to assess the evidence presented by the learner. The assessor should ensure there is an 

audit trail showing how the judgement of the learner’s overall achievement has been arrived 

at. It is important to ensure consistency so that assessment standards are comparable within 

and between forces. A number of assessment methodologies can be used and this guidance 

provides suggested approaches, although the list provided is not exhaustive.  

The advice given in this document is for guidance and is intended to meet the following 

aims: 

• To summarise and suggest recommended assessment methods. 

• To give examples of how and when they can be best used. 

• To provide the templates for collecting and recording the information required.  

• More generally, to provide a consistent national framework within which to assess 

competence and capability in firearms licensing.  

In order to allow forces flexibility there is no requirement to attend a formal course in 

Firearms Licensing. The training element can be delivered ‘on the job’ if appropriate, for 

example by observing a mentor or assessor carrying out the role or by simply carrying out 

the role under observation (in which case the assessment would take place at the same 

time). Suitable approaches are outlined in the assessment methodologies section. 

The expected duration for the assessment of the learning outcomes is approximately one 

year.  

It is advised a plan is agreed at the beginning of the programme to provide the learner with 

clarity about ongoing mentoring, learning activity and required assessments. This is further 

outlined in the assessment plan section of this document. 
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The assessment methodology selected for each of the learning outcomes can be agreed but 

please note that the plan need not be a rigid schedule but can be flexible according to 

changing circumstances and need. 

There is no grading system for the assessment, the aim being to confirm that the required 

standards of competence have been met. Forces may, however use a rating scale as a 

record of achievement and it is recommended that a red/amber/green rating be used for 

each learning outcome, which can subsequently be used to produce a profile of overall force 

skill level. This is further explained in the tracking section later on in the document. 

It is anticipated each force will contextualise the learning according to local requirements. 

Relationship to other inter-related policing 

specific educational resources  

This assessment guidance is to be used with a suite of policing specific supporting 

documents that collectively define the role of Firearms Enquiry Officer (FEO). They are all 

accessible via the College of Policing’s managed learning environment (MLE). 

These supporting documents are: 

Learning standard for Firearms |Enquiry Officer (FEO) Ref ENPSX079 

Learning standard for Delegated Authority for Firearms Licensing Ref ENPSX083 

Programme Specification for Firearms Enquiry Officer (FEO) 

In addition, the following documents are useful for supporting the management of this and 

similar programmes:  

Good Practice Guide for Registered Firearms Dealers (RFD), NPCC Firearms Licensing 

Good Practice Guide for Shooting Clubs, NPCC Firearms Licensing 

Policing Professional Profile Firearms Enquiry Officer  

Policing Professional Profile Firearms Licensing Manager  

Police Sector Standard for the Training of Assessors, ‘Assessor Standard’ Version 3.1, 

College of Policing 2014 
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Guidance on the Principles of Assessment Practice for Vocational Police Knowledge and 

Competence Based Qualifications in England and Wales, Skills for Justice and the College 

of Policing, May 2014. 

Associated e-learning/distance learning packages linked to the National Policing 

Curriculum which are accessible from the College of Policing’s Managed Learning 

Environment: http://mle.ncalt.pnn.police.uk.  

It is advisable for each force’s learning and development department to highlight relevant 

courses and direct learners to any required additional learning. 

Role of the mentor/assessor 

As the mentor and key supporter of learners the role of assessor naturally falls into the same 

remit and so it is advised that the mentor is the assessor for the FEO and this is overseen by 

an internal verifier as outlined in the quality assurance section. This role will now be 

referred to as the ‘assessor’. 

The following list summarises the key aspects of the role of the assessor, however it is not 

exhaustive. 

• Induction of learners  

• Planning assessments 

• Supporting learners 

• Carrying out planned assessment 

• Creating and supporting the creation of audit trails which is further explained under the 

section recording an audit trail  

• Reviewing learner progress  

• Keeping own continuous professional development (CPD) up-to-date  

Assessors have to use their professional judgement to make assessment decisions. They 

have to decide whether the evidence meets the standard(s) or not. When making 

assessment decisions, they should ask themselves the following:  

Valid Is the assessment method chosen appropriate to the standards being 

assessed?  

Will it produce evidence relevant to the standards? 

http://mle.ncalt.pnn.police.uk/
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Authentic Is it the learner’s own work? 

Current Does the evidence exemplify the current level of the learner’s 

performance?  

Was it produced, for example, within the last two years? 

Reliable How does the assessment decision compare with other assessors within 

the same force?  

Is there a consistent approach? 

Sufficient Sufficiency does not mean lots of evidence – it is having an appropriate 

balance between Performance Evidence and Supporting Evidence.  

The evidence should demonstrate competence over time. 

Performance Evidence is first hand evidence of a learner carrying out 

their job role such as observation. It is the principal and fundamental 

method of demonstrating competence. 

Supporting Evidence is evidence that underpins Performance such as 

witness statements. Supporting Evidence plays a key part in 

triangulation and can be a useful way of proving competence over time. 

Evidence should not show the same process multiple times, e.g. three 

examples covering the same learning outcome. It should demonstrate 

the learner’s competence in different ways i.e. via a mix of evidence 

types. This demonstrates breadth of scope. 

Safe Good Triangulation of evidence (i.e. a range of different evidence types) 

enables secure assessment decisions. 

 

The assessor’s role is to:  

• ensure learners understand what is to be assessed and how it is to be assessed 

• ensure the conditions and materials required for assessment tasks are available 

• observe and record learners carrying out the activities described in the learning outcome. 

The records should say what has been observed, how it was carried out and what it 

demonstrated 

• question learners and record results 
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• authenticate the evidence learners provide 

• help learners to gather and present evidence 

• judge evidence 

• record achievement 

• identify gaps in learners’ knowledge and skills 

• provide feedback to learners. 

The learner’s role is to: 

• prepare for assessment by being familiar with the learning outcomes, what is being 

assessed and how it is to be assessed 

• carry out activities and/or answer questions, and gather and present evidence for 

assessment 

• receive feedback from the assessor. 

Portfolio 

The learning portfolio supports a flexible, evidence-based process which combines work-

based learning with continuous improvement. It can be used in conjunction with separate 

working documents (such as action plans or learning logs) as the basis of recognised FEO 

progress and review discussions. 

Assessors should ensure that the evidence collected is at the required standard and advise 

learners on suitable evidence and how to put the portfolio together.  

Learners can use an objective-setting model to organise themselves, such as the SMART 

method. Whichever objective-setting method is used, it is important for assessors to check 

that all assessments are: 

Sufficient  – in that the evidence fully covers the scope of the learning outcome 

Robust – by being reliable across different contexts and situations 

Authentic  – in that only the work of the learner is represented 

Relevant – by being clearly related to the learning outcomes 

Putting together a portfolio  

The portfolio is the way to collect evidence systematically with support from the assessor.  
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The learner is responsible for collating the portfolio and needs to demonstrate, through the 

presentation of evidence, that they meet the requirements of the learning outcomes to 

become a recognised FEO.  

Suitable evidence can be divided into two main categories – direct and indirect. 

Direct evidence could include a variety of the following: 

• Performance that is observed by an assessor 

• Projects or work based assignments  

• Personal reports 

• Minutes of meetings, action plans, progress reports 

• Internal and external correspondence 

• Prior qualifications which relate directly to the FEO role  

• Product evidence e.g. examples, samples, photographs 

• Responses to oral or written questions 

• Video or authenticated audio tapes 

It is expected that there will be a diversity of evidence types to support a learner’s 

demonstration of competence. The list above is not exhaustive. 

Indirect evidence could include: 

• Witness testimonies from people within or outside the police force 

• Achievement in related areas 

• Attendance on courses/training activities relevant to the learning outcomes  

• Membership of related committees or outside organisations 

Such indirect evidence will be used mainly to support or confirm direct evidence. 

The assessor will advise on the most suitable evidence to include in the portfolio.  

The portfolio is an important resource which many learners will hopefully find useful to retain 

once they have achieved the recognition of being a FEO, particularly as part of their ongoing 

continuous professional development activities, appraisal systems and even when applying 

for future jobs. It is advisable to keep the evidence up-to-date and as current as possible and 

it is the responsibility of the learner to maintain their portfolio going forwards. 

Whilst the portfolio will take effort and time to complete it is also a means of focusing and 

demonstrating particular strengths and achievements to others. 
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The portfolio should develop along with the learner’s achievements and take on a dynamic 

role as a: 

• record of achievements to date 

• proof of competence and knowledge 

• resource bank of abilities 

• reference tool for PDR 

• a basis for career development 

• a record of CPD 

In relation to the FEO role the portfolio provides a: 

• clear demonstration of competence and knowledge against learning outcomes 

• focus for assessment 

• means to bring together evidence for more than one learning outcome 

• focus for the identification of training/learning needs 

Types of evidence  

The more current the evidence, the more useful it is for the purposes of competence or skills 

recognition. However, there is no hard and fast rule about currency; it depends on the 

specific competencies. The assessor should be able to advise on how recent the evidence 

needs to be. They will also probably provide suggestions for evidence for the portfolio.  

Other evidence for the portfolio may include: 

Formal documentation: 

• Certifications, formal qualifications, internal training: 

• Evidence of courses or training completed in or outside work.  

These could be certificates, diplomas or degrees, diplomas or certified transcripts of 

grades and subjects/courses undertaken (certified statements of results). These may 

have been gained through formal training, skills recognition or internal training within 

an organisation. An example includes recognised First Aid certificates.  

• Licences or tickets held e.g. Form 122 authorising inspection of clubs and dealers 

• Workshop, conference or training programmes e.g. certificates of attendance, 

handouts etc. that evidence attendance as a participant. 
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Workplace documents: 

• Logbooks, existing portfolios or e-portfolios: listing work history, key responsibilities, 

current skills, and other relevant experience. 

• Policing professional profiles. 

• PDR documentation. 

• Case reports: photographs or audio-visual recordings of activities conducted. 

• Notebook evidence, emails or correspondence written by learner, minutes of meetings 

relating to duties, completed worksheets (task-sheets, job-sheets), attendance records, 

logbooks. 

• Documentary evidence for skills obtained through unpaid or voluntary work e.g. member 

of a shooting club. 

• Relevant experiences in community organisations or professional bodies 

Third party evidence 

• Feedback or letters of appreciation from external parties or employers. 

• Supporting documents: emails or letters of support from employers, colleagues or 

community groups. 

• Membership of professional associations or community groups. 

The more clear and organised the portfolio of evidence is the easier it is to access, build and 

ultimately for the assessor and quality assurance which is outlined later. 

Assessment  

During the assessment it is important that all learners’ evidence is: 

• Accurate, current and authentic 

• Clearly related to Learning Outcomes 

• Relevant and appropriate in both depth and breadth 

• Clear in demonstrating a grasp of concepts and the ability to link theory to practice 

• Robust and reliable 

• Presented clearly and concisely 

Many terms are used in judging and giving feedback on a learner’s performance and two 

terms which are commonly in use: 
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By evaluation we mean: the process in which on-the-job learning is evaluated by, for 

example, the learner himself or herself. 

By assessment we mean: the process in which the learner is judged, and the judgement is 

used for recognition as a FEO. 

A key factor with assessment on the FEO programme is that the learner is a self-dependent 

learner and so ultimately responsible for his/her own learning results. 

Assessment process 

Stage 1: Getting to know the learning outcome 

Assessors and learners need to be familiar with what is being assessed and, in particular, 

the evidence requirements. It is not expected all learners will produce the same evidence, 

but it is important that the evidence they do produce meets the requirement to demonstrate 

fully meeting the learning outcome(s) specified. 

Stage 2: Consider the learner’s previous experience/learning and the scope for using 

it 

For learners who are already competent in some or all learning outcomes (e.g. because they 

have worked as a FEO for many years), consider using existing evidence or supplementing 

it where possible. 

Stage 3: If there is a shortfall of evidence, plan where additional evidence will come 

from 

Evidence may be generated by a specific activity, or, it may be that the role does not 

naturally generate sufficient evidence for the learning outcome. In this case, specially-

devised assessment tasks will be needed. This is covered more in the assessment plan 

section. 

There should be agreement between assessor and learner what will be assessed, and how, 

where, and when it will be assessed. Remember, though, that assessment can occur 

naturally and every opportunity should be taken to record this when possible. 

It is worth considering assessment methods and the section on assessment 

methodologies later in this document provides guidance on this. 

Target dates should be set for completing all the learning outcomes which encompass the 

FEO programme and the assessment plan should be reviewed each time the assessor and 

the learner meet, and should be amended where necessary. It may take the learner longer 
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to achieve some learning outcomes or some might be achieved before the planned date. 

The plan is purely a guide and should not prevent the learner from presenting evidence 

which occurs in a natural context. See assessment plan section for more information. 

The approach to assessment needs to be holistic, focusing on the entire role of FEO rather 

than its various aspects. Sometimes, a learner will not be fully competent in a learning 

outcome(s) and specific training or coaching will be required. Sometimes the training itself 

can be used as an opportunity to collect evidence. For example, an induction programme for 

new or promoted members of staff, can provide opportunities to gather evidence. Similarly 

generic training courses, such as team-building exercises or dealing with the public 

workshops, could provide opportunities to develop and assess a learning outcome. 

Once the planning issues are decided, and learners are confident about their ability to meet 

the requirements learners can begin the process of gathering, presenting and recording 

evidence for assessment. 

The assessor should review the learner’s progress and give advice and encouragement 

where it is needed. Reviewing and monitoring the work of the learner is a normal part of the 

training and assessment process (e.g. by observing and questioning and providing feedback 

to help learning). 

Learners should be free to express any doubts they might have and to ask for help without 

worrying that by displaying lack of knowledge to carry out a task they will be penalised. 

Remember this is not a pass or fail programme it is about meeting the standards and at any 

point a learner may not have acquired or collated sufficient evidence to have met a learning 

outcome(s). 

Assessors should always make it clear when assessments are being made so the learner is 

aware and can learn from the process. 

As evidence is presented the assessor will have to decide whether or not learners have met 

the standard of the learning outcome and so the evidence should be measured against the 

learning standards.  

Key questions are: 

(1)  Has the learner demonstrated their knowledge and skills as set out in the learning 

outcome? 

(2) Do they have sufficient evidence for the assessor to make a judgement about their 

competence — have all the requirements specified in the learning outcome(s) been met? 

(3) Is the evidence authentic — is it the learner’s own work? 
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If the same evidence is being used for more than one learning outcome the assessor may 

have to make two separate assessment decisions, it cannot be assumed that because the 

standard of one has been met, the requirements of the second or others are met 

automatically. The assessor must check the evidence against each learning outcome. 

As soon as possible after the assessment the assessor should let learners know how they 

have performed, and then record the assessment decision as:  

Green – the learning outcome has been fully met 

Amber – some of the learning outcome has been met but more evidence is required 

Red – there is insufficient evidence and the learning outcome has not been met 

Initial review meeting 

An initial review meeting will be required to establish the strengths and development areas of 

the learner and to discuss scheduling, assessment activities, reviews, roles and other 

relevant practical arrangements, including an agreement on timescales and assessment 

methodologies.  

Assessor and learner together should plan how assessment will take place. The learner 

should be able to identify tasks and activities which he or she is already involved in, and 

which could be used to produce evidence. The assessor will agree these and suggest 

evidence and assessment opportunities which fill the gaps in naturally occurring evidence. 

In designing the individual tasks and activities, assessors should ensure that all selected 

assessment tasks or activities are: 

• Relevant to the specific learning outcome(s) being assessed and indicative content 

• Clearly explained to the learner 

• Comply with the programme specification 

• Develops the learner’s understanding of the FEO role and how the programme fits 

together 

• Linked with the College principles of assessment, particularly the avoidance of 

subjectivity and bias (see Guidance on the Principles of Assessment Practice for 

Vocational Police Knowledge and Competence Based Qualifications in England 

and Wales noted in other inter-related policing specific educational resources 

section) 
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Assessment plan  

An assessment plan aligns the learning outcomes with the learning process and the 

acquisition of knowledge and skills, and indicates how and when the learning outcome will 

be assessed.  

In the FEO programme of learning which consists of a number of learning outcomes it is 

likely that a range of assessment methods will be used. 

An assessment plan should address most, if not all of the following points. It should: 

• provide a calendar or timetable for learning outcomes assessment 

• name the assessment methods to be used 

• provide a rationale for the chosen assessment methods to ensure that that the skills, 

knowledge and understanding defined in the learning outcome(s) will actually be 

assessed 

• allocate learning outcome(s) to particular assessors (if appropriate) 

• describe how the assessments are to be administered taking account of practical issues 

e.g. observing a sensitive interview 

• note arrangements that need to be made to take account of additional support needs 

• note arrangements that need to be made to take account of prior learning 

• describe the measures to be taken to ensure that the evidence produced is authentic 

and current 

• describe how and when requirements for record-keeping and quality assurance 

processes will be met 

• identify points for a review of assessment practice and its impact on the learner. 

Naturally-occurring evidence 

Learners may generate evidence toward a learning outcome without undertaking a formal 

assessment task. Such naturally occurring evidence may arise from their day-to-day learning 

and is perfectly acceptable but it must be clearly identified and recorded so that it also may 

go through the internal verification process which is part of quality assurance and covered 

in more detail in that section. 
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The assessments do not need to be completed in order so that as opportunities for 

assessment occur they can be conducted and recorded on completion of an activity. This 

makes the portfolio and assessment relevant and current to the FEO role. 

Combined assessment  

It is not always necessary to design an assessment activity to assess each learning outcome 

one at a time. There will be opportunities for a combined approach that allows evidence for a 

range of learning outcomes to be collected in one assessment. 

Advantages mean that one assessment covering more than one learning outcome can: 

• take less time 

• avoid over-assessment and improve motivation 

• make the assessment process more meaningful for learners 

• benefit learning. 

A combined assessment can arise from identifying similar assessment requirements for 

different learning outcomes and so a carefully chosen assessment method will remove the 

need for duplicate assessment. 

Alternatively, it may be possible to identify an overarching task that allows evidence for more 

than one learning outcome to be gathered by a single coherent activity. 

When developing an assessment across learning outcomes, the content must be sufficiently 

related to make the assessment coherent and meaningful to learners. Some assessment 

methods lend themselves more easily to combining learning outcomes than others.  

Combined assessments should not make the assessment task more difficult for the learner. 

The activities of the combined assessment should be included in an assessment plan and 

cross-referenced back to the learning outcomes.  

It is important to keep continuous track of the assessment(s) towards eventual completion of 

the portfolio and this is further explained in the tracking section. 

Developing the plan 

The following questions will help with designing an assessment plan for a FEO: 

• What learning outcome(s) is the focus on? 

Select only one or two learning outcomes to assess. 
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• What evidence is required to determine how well the learner has achieved the 

selected learning outcome(s)? 

There are techniques such as utilising a curriculum or outcome map but these should not 

detract from the assessment itself, they are just tools to help with planning assessments. 

Once the evidence to be used has been determined, then plan when, where, and how 

the learner will collect this evidence. 

If all aspects of a learning outcome is satisfactorily achieved it is good practice to plan to 

reassess the outcomes at a later time during the programme to determine if they are still 

meeting the requirement. This is optional and at each force or mentor’s discretion. The 

portfolio requires evidence of meeting a learning outcome only once. 

If all aspects of a learning outcome is not satisfactorily achieved, then there needs to be a 

plan to improve learner’s knowledge or skills in that area of learning. The learning outcome 

will need to be reassessed at a later time to determine if improvement in learning has 

occurred and the learning outcome has been met. 

Documenting the plan 

Documenting your assessment plan will help the learner stay organised and on-track while 

collating portfolio evidence to meet all the learning standards.  

There is no one right way to make a written record of your plan or if one is required. There is 

a template that can be used in Annex 1. 

Ideas for effective planning 

• Focus on only one or two learning outcomes at a time 

• Pick or prioritise the learning outcomes  

• Be sure to allow for sufficient time for each assessment  

• Allow one year to complete all of the assessments for all learning outcomes 

• Successful work-based learning combines assessment with coaching and mentoring to 

enable knowledge and practical skills to develop 

• Keep focussed that the purpose of assessment is to improve learning.  
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Assessment methodologies 

The aim is to ensure that all the learning outcomes are fully assessed by using the most 

appropriate assessment methodology. 

Generally, assessment measures can be grouped into two categories: direct and indirect. 

Direct methods of assessment 

These provide direct evidence of learner’s progress against learning outcomes. 

Direct methods of assessment include:  

• work-based observations  

• reviews of documentation such as case-files 

• recording and review of peer reviews  

• self-assessments by checklist completion or recording own reflections on case 

experience  

• personal observations and practical suggestions 

• communications and sharing of good practice 

• review of shadowing and mentoring. 

Indirect methods of assessment 

These can be used in combination with direct methods contributing to the interpretation of 

their results.  

Indirect methods of assessment include:  

• completion of case-study exercises and the application of national decision model (NDM) 

• 360 degree feedback 

• discussions within PDR meetings 

• assignments  

• action plans 

• reports 

• specific projects 

• presentations and oral contributions to review meetings 
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• peer reviews. 

Knowledge, skill and professional approach 

The areas of learning to be assessed can be split theoretically into the three main categories 

of learning, which are:  

• Knowledge  

• Skill  

• Professional approach  

In practice, activities will often involve a combination of knowledge and skills but it is useful 

to select those assessment approaches particularly suited to specific types of learning. 

Annex 2 contains a table which lists the types of assessment exercise which best suit 

particular categories of learning. Where activities combine several types of learning, the 

table can be used as a reference for selecting the assessments to apply. It is also possible 

to measure competence across a number of learning outcomes in this way. 

The ‘suitable methods’ listed are the preferred methods for each type of learning but other 

suitable methods can be applied under certain local circumstances if deemed appropriate by 

assessors. 

Recognition of prior learning (RPL) 

Where learners can produce evidence to show that they have acquired knowledge, 

understanding and skills for any of the learning outcomes, this evidence must be assessed 

as from any other source. Recognition of prior learning (RPL) is only valid if learners can 

provide sufficient and authentic evidence that their competence in the areas claimed is still 

up-to-date. 

Observation record 

Direct observation by the assessor of the learner’s natural performance at work is a valid 

and very reliable method of assessment. Performance can be assessed during the normal 

course of work, or while the learner is carrying out a specific project or assignment. 

The assessor should complete an observation checklist to record that the learner’s 

performance has met the required standard. It is not essential that this be done then and 

there if this might affect the learner’s performance. For example an interaction with a 

Recognised Firearms Dealer (RFD) with a learner undergoing assessment. 
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The checklist should show how a decision was reached on the learner’s competence, giving 

details of the activity, the date observed and how the observation relates to the requirements 

of the learning outcome. See Observation Record in Annex 5. 

Witness statement 

There may be some activities which an assessor would like to observe but they are not 

available. It is possible to get an opinion from someone else who can make a valid comment 

using a witness statement (see annex 6) about a learner’s performance. Witness statement 

should be viewed as supporting evidence and not sufficient by itself for an assessment 

decision to be made. The witness cannot be expected to judge the learner’s skills against 

the requirements of the learning outcome, it is the responsibility of the assessor to do that. 

If a witness statement is used, it should ideally identify the witness and opportunities for 

using a witness as part of the assessment planning, see assessment plan section in this 

document. 

The statement should record what the learner has demonstrated, how, and in what 

circumstances. It should also say who witnessed the learner, including a description of the 

person’s job role or relation to the learner, and whether he or she is familiar with the learning 

standards. 

The assessor should consider the value of the evidence from a witness statement in relation 

to each learning outcome and if it is supplemented by other evidence especially where it is 

important that the assessor can see the learner’s skill in action, such as in the oral 

communication example above with a RFD. 

A witness statement template is in annex 6. 

Questioning 

On some occasions there might not be the opportunity to assess all aspects of performance 

during a work based observation or it may not be feasible to do so. Questioning may also be 

needed to confirm something for example has the work actually been carried out by the 

learner? Has the learner made accurate statements in a log? 

In order to make an assessment decision it may help to ask the learner questions which test 

their knowledge. For example, if the learner was assessing a person’s suitability to be 

licensed for firearms and so they were carrying out a risk assessment the assessor may 

need to check that correct risk management techniques were used. In this situation, an 
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assessor may wish to confirm an assessment decision by asking the learner some specific 

questions.  

Where evidence is gathered from questioning, the assessor record must show how the 

questions relate to the requirements of the learning outcomes. Where oral questioning is 

used, the assessor must provide notes on the questions asked and the answers given by the 

learner. Written responses to questions could also be used. 

Logs and personal statements 

A log is a learner’s record of their own performance and if carefully constructed it can be 

used for assessment and also capture evidence of actions and skills to show that skills have 

been effectively used. The log, if maintained over a period of time, can also provide evidence 

of consistent performance. 

Specially-set assessment tasks 

Learners can be given specially-set assessment tasks to fill any evidence gaps. 

Simulation 

Simulation is any structured task that reproduces real situations and is helpful when it’s 

difficult to find a suitable opportunity to observe the learner and/or sufficiently detailed 

reports from witnesses do not allow for a valid assessment. In this kind of situation 

simulation can be used effectively. This may be useful for forces where there is limited 

opportunity to demonstrate licensing of historic guns for example. 

Tracking 

Throughout the programme the learning and progress should be tracked so it is transparent 

and any areas not yet assessed or requiring development are clear. 

Tracking should be done using the tracking documents in annexes 3 and 4. 

There should be regular meetings between the assessor and learner to discuss progress 

and the tracking documents used to aid further assessment plans and progress checks. 

There are two types of tracking template that together provide a complete picture of the 

learner’s assessment at any given time. 
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They are: 

• The learning portfolio tracker (annex 3) which summarises the activities and evidence 

for successful achievement of the learning outcomes.  

• The progress tracker (annex 4) which displays the current status of assessments. 

Both should be used in combination throughout the programme.  

These trackers require: 

• The assessor to record the results of the assessment immediately after it has been 

done. 

• The learner to reflect on the assessment (see self-reflection section) and to make 

summary notes and details in the learning portfolio against the learning outcome. 

This could mean for combined assessments summarising several learning outcomes 

at the same time. 

It is the responsibility of the learner to maintain the learning portfolio and to record their 

progress. 

Regular reviews between the assessor and verifier enable RAG ratings (described in 

assessment section) to be discussed and decisions made on further activity and support. It 

is advised these reviews are held at least every 3 months to keep the learning current and 

relevant. 

Learner portfolio tracker  

The template is available at annex 3. 

The first column lists the specific learning outcome.  

In each case the learning outcome definition describes what the learner must be able to 

provide, which is the criterion to be assessed e.g. Explain safe shooting requirements so 

learner must be able to ‘Explain…’ 

The second column is where the learner summarises the evidence which is supplied to the 

assessor. There is no need to include a lot of detail. 

Information required includes: 

• Date of the event, activity or operation 

• A brief explanation of the event or activity 

• Details of the learner’s role and what was done 
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• How this met the learning outcome 

The learner may be able to evidence more than one learning outcome from a single activity 

or case and they need to specify the evidence against each learning outcome so it is clear to 

the assessor where the evidence is.  

The third and fourth columns are for the assessor to sign and date when sufficient evidence 

at the required standard has been identified and assessed as meeting the learning outcome. 

Progress tracker 

The progress tracker (annex 4) consists of two columns, the first being the learning outcome 

and the second for the RAG (red, amber, green) rating. 

Full explanation of the RAG rating is attached to the progress tracker which should be 

updated at least every 3 months to demonstrate progress and provide a snapshot of learner 

progress at any given time. 

It is important that the progress tracker is kept current and following each assessment is 

updated and is regularly reviewed. 

Learning outcomes can be completed in any order so overall progress can be quickly 

assessed using the progress tracker. 

Evidence 

Two aspects of evidence-based assessment that need to considered are:  

• learning to identify, gather and use evidence in making assessments 

• the use of evidence to support and evaluate given approaches to assessment.  

First, it is necessary to provide a brief context for this portfolio evidence-based approach. 

The growing promotion of evidence-based or knowledge-based approaches in the UK has 

been associated with a number of developments related to the goal of improved quality in 

services and professional decision-making.  

It is not essential to use only the list of learning outcomes as the subject for assessment. 

Any part of a learner’s policing professional profile accountabilities can be used as a source 

of assessment or as a mentoring opportunity. For example, if a learner is to review 

applications for certification or licence there are decisions around the applicants’ suitability to 

be made and the skills and knowledge behind the decision-making process can be 

assessed. There are opportunities for combining several assessment methods. For instance, 
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a review of casework through discussion between assessor and learner can be combined 

with a self-assessment and a self-reflective exercise. 

An example could be:  

‘Use a risk-based approach and provide recommendations as to the grant, refusal or 

revocation of shotgun, firearm and explosive certificates…’  

In this case evidence of the learner having applied the NDM and having assessed risk can 

be examined through a combination of PDR discussion, peer review and observation of 

records. 

Feedback 

Rather than simply telling a learner if they have ‘met the learning outcome’ or ‘not yet met 

the requirement’, feedback should help them understand why the assessor has made a 

particular decision. 

Feedback also helps learners and their managers or team leaders plan further training and 

development. 

It is encouraging for the learner if the assessor can begin the feedback by explaining what 

was positive about the assessment before moving onto any areas where further learning or 

development may be needed. 

If possible the assessor should record the feedback in writing and provide the learner with a 

copy. 

To be the most effective, feedback should take place at the time of the activity or as soon as 

possible after so that the learner can remember the events accurately. The feedback should 

be positive and specific, focusing on the learner’s strengths and helping to reinforce 

desirable behaviour: ‘You maintained eye contact with Mrs. X during the meeting, I feel this 

helped to reassure her…’  

Negative feedback should also be specific and non-judgmental, possibly offering a 

suggestion: ‘Have you thought of approaching the person in such a way…’.  

Focus on some of the positive aspects before the areas for improvement: ‘You picked up 

most of the key points in the history, including X and Y, but you did not ask about Z…’ Avoid 

giving negative feedback in front of other people, especially colleagues.  

Keep the dialogue moving with open-ended questions: ‘How do you think that went?’ which 

can be followed up with more probing questions. Hesketh and Laidlaw (2003) also suggest 
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that learners should be encouraged to ‘seek feedback themselves from others… feedback 

actually works best when it is sought’.  

There are several resources available on the managed learning environment to assist with 

feedback and these do provide more detailed guidance on this topic. 

Self-reflection 

A key goal of formative assessment and feedback is to help learners develop as 

independent learners capable of monitoring and regulating their own learning. Simply 

providing feedback does not achieve this. It’s only when learners actively engage with the 

assessment and process of evaluating performance that they are able to use feedback in a 

way that leads to improvement. 

Research shows that a combination of learner self-reflection and peer review is most likely to 

result in deeper learning. Helping learners better understand their own level of achievement 

creates a learning experience in which learners can take responsibility for setting their own 

learning goals and evaluating progress in reaching those goals.  

Online dialogue through email and internet messaging can provide opportunities to test and 

correct understanding, enabling the incremental development of self-monitoring and self-

evaluative skills.  

For example, E-portfolios facilitate peer-to-peer, peer-to-tutor dialogue and private reflection 

and audio and video feedback which frequently offer richer, more personalised feedback.  

Each force can contextualise how best to use formative assessment and self-reflection 

according to their resources and requirements. 

Good practice 

Principles of good assessment 

Workplace assessments should always be completed face-to-face between the learner and 

the assessor, using real-life situations where possible. 

Assessment must cover both knowledge and ability as both are required for competence. 

Different assessment methods are required for knowledge and ability the latter being based 

on observation of either actual practice or simulation, depending on the activity. 
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The assessor must ensure that evidence they record of the learner’s competence is valid, 

authentic, current, reliable and sufficient. 

The assessor must ensure that the learner is fully briefed on what is required of them, and 

during any observations others are aware of and satisfied with what is going on, too. 

It is important to be able to differentiate the different skills and knowledge being 

demonstrated, so that any gaps can be identified. 

Case study 1: Experienced FEO wanting to utilise RPL  

The learner needs to provide evidence of past achievements to prove that he or she has 

already reached the standards. The process of assessment is different here only in the 

preparatory stages. The learner would take responsibility for collecting the evidence. It must 

still be current, and they must also be able to prove that it is their own work. 

When the learner presents the evidence, it is the assessor’s role to decide whether it meets 

the standards. Looking at work samples is a good source of evidence, but it might also rely 

heavily on witness statement — signed statements from other people — that the samples 

are solely the work of the learner.  

Alternatively, the learner’s line manager could provide a statement saying that they have 

observed the learner carrying out duties competently over a period of time. It would also be 

appropriate to view the learner’s own personal account of their performance, reflecting on 

what they did and why. The learner’s response to questions would provide further evidence 

of competence. 

Quality assurance 

Assessor requirements 

Assessors should be experienced FEOs with at least one year’s background of operating as 

a force recognised FEO. They are responsible for mentoring and assessing learners 

throughout the process. 

Internal verification process 

As part of each force’s assessment strategy an internal verification process for portfolios 

should be provided by the learning and development department of each force. Internal 

verification should include procedures for: 
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• Dip-sampling of FEO evidence portfolios  

• Evaluating internal assessment and quality assurance systems  

• Monitoring the quality of assessors’ performance  

• Standardising the assessment of FEO evidence portfolios 

• Meeting relevant external quality assurance requirements  

Appeals process 

Each force should also provide an appeal process for learners. This should ensure fairness 

and equality within the assessment process, and the robustness of this process would form 

part of any dip-sampling carried out by peer review which is the external verification 

requirement.  

External verification process 

A process of peer review will be the basis of the external verification process and effectively 

the firearms policing community will be self-regulating and quality assuring to ensure 

consistency and robustness in the recognition of force FEO.  

Requirements will include: 

• Each force must participate in external verification by peer review. 

• Maintaining records of the quality assurance activities that have been undertaken. 

• Any additional specific quality assurance requirements determined by the firearms 

licensing working group. 

Providers who have access to the Police Service Quality Assurance (PSQA) via a licence, 

should use it as part of their force quality assurance arrangements. Providers who cannot 

access PSQA but wish to utilise it will need to contact the College. For further details please 

contact; Frank.Pike@college.pnn.police.uk  

Recording an audit trail 

Recording an audit trail helps the assessor, the learner, the internal verification and the 

external verification processes. 

It is important that evidence is signed and dated by both assessors and learners. This helps 

prove authenticity and also competence over time. 

mailto:Frank.Pike@college.pnn.police.uk
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Where audio or video footage is used for observation, questioning, professional discussion 

or witness statement a record should be taken of the points in the recording where specific 

learning outcomes are covered. 

The onus is on the learner to demonstrate where learning outcomes have been met 

therefore it is in everyone’s interests that this is clearly and accurately recorded. 
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Annex 1: Assessment plan 

Learner:       Assessor:       

Date:       

The assessment plan should be completed by both the assessor and learner. 

Both assessor and learner need a copy of this plan. 

Tick as completed  

Learner Assessor 

            Learning outcome explained and understood 

            Evidence of how learner will demonstrate coverage of learning 

outcome identified  

            Explanation and understanding of how assessment will be carried out 

            Any additional support required or identified  

 

Learning outcome  Assessment process Agreed 

completion 

date 

Example: 

22. Describe the process to 

be granted a museum 

firearms licence 

 

Initial mentor interview with Assessor 10/06/18 

Witness Statement from Team Leader for process 

to be carried out for case X34 on 14/06/18 

Diagram to be produced by learner indicating key 

points and questions to ask in process 13/06/18 

Interview with assessor bringing together on 

learning 20/06/18 

20/06/18  
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Annex 2: Possible assessment methods for 

types of learning 

Type of learning to 

assess/demonstrate 

Where learning 

outcome definitions 

begin with: 

Suitable methods 

Knowledge A description of…. 

An understanding of 

An identification of…. 

A definition of…. 

A summary of…. 

Self-assessment exercises 

Discussions and questioning 

Examination of documentation 

Performance in training 

Production of reports and presentations of cases 

Specific assignments 

Reflection of own learning through use of a learning 

log 

Skills An illustration of…. 

A demonstration 

of…. 

A description of….. 

Ensuring that…. 

Showing that….. 

The evaluation of…. 

The recording of…. 

The completion of…. 

The handling of…. 

Case study completion and review  

Demonstration of applying NDM 

Direct observation/shadowing and review of 

caseload work activity 

Completion of specific projects 

 

Professional 

approach 

Application of code of 

ethics 

 

Feedback from stakeholders 

360 degree feedback 

General performance management data e.g. PDR 
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Annex 3: Firearms Enquiry Officer (FEO) learner portfolio tracker 

Learner:       Assessor:       

Learning outcome Evidence 

Each learning outcome must be evidenced even if several 

LOs are grouped together for evidence, individual references 

should be repeated if necessary 

Assessor 

verification/ 

signature 

Date 

What you need to be able to do? The location of documents or evidence to show your ability to meet 

the learning outcome (e.g. Reference numbers, document links, 

CCTV etc.) 

Assessor 

confirmation that 

you have met the 

learning outcome 

When 

assessment 

was carried 

out 

1. Describe the role and function of the 

firearms licensing function including 

firearms definitions, naming 

conventions and classifications 

                  

2. Outline all the relevant legislation and 

guidance relating to Firearms 

Enquiries 

                  

3. Explain the reasons for possession of 

firearms and the role of Registered 

Firearms Dealers (RFDs) 
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Learning outcome Evidence 

Each learning outcome must be evidenced even if several 

LOs are grouped together for evidence, individual references 

should be repeated if necessary 

Assessor 

verification/ 

signature 

Date 

4. Outline the firearms licensing 

application process 

                  

5. Explain the application process for 

firearm and shotgun certificates 

                  

6. Describe the various sources of 

information used for vetting purposes 

for firearms licensing 

                  

7. Describe the key risk indicators and 

how to determine them 

                  

8. Describe and assess security 

requirements for firearms and 

ammunition 

                  

9. Explain safe shooting requirements                   

10. Explain the key aspects of a firearms 

licensing investigation 

                  

11. Describe the process of revocations 

of firearm and shotgun certificates 
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Learning outcome Evidence 

Each learning outcome must be evidenced even if several 

LOs are grouped together for evidence, individual references 

should be repeated if necessary 

Assessor 

verification/ 

signature 

Date 

12. Describe the key risk management 

techniques in firearms licensing 

                  

13. Explain the application process for 

section 7 permits (Firearms Act 1968) 

(Temporary) and a European firearms 

pass (EFP) 

                  

14. Explain the process to be granted 

visitors firearm and shotgun permits 

                  

15. Describe the exemptions from the 

need to hold firearm and shotgun 

certificates  

                  

16. Explain what constitutes an antique 

firearm 

                  

17.Describe section 7 (1) and (3) of the 

Firearms (Amendment) Act 1997 

(historic handguns) 

                  

18.Explain the application and 

assessment process required to be a 

registered firearms dealer (RFD) 
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Learning outcome Evidence 

Each learning outcome must be evidenced even if several 

LOs are grouped together for evidence, individual references 

should be repeated if necessary 

Assessor 

verification/ 

signature 

Date 

19. Describe the Home Office criteria to 

be an approved target shooting club  

                  

20. Explain the process to grant an 

auctioneers firearm and shotgun 

permit 

                  

21. Describe the exemptions and 

obligations placed on carriers and 

warehousemen to store firearms and 

ammunition securely 

                  

22. Describe the process to be granted a 

museum firearm licence 

                  

23. Explain the process to be issued with 

an article 7 authority (EC Weapons 

Directive)  

                  

24. Demonstrate safe handling of 

firearms and ammunition 

                  

25. Outline key considerations for 

incident management regarding 

firearms licensing 
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Learning outcome Evidence 

Each learning outcome must be evidenced even if several 

LOs are grouped together for evidence, individual references 

should be repeated if necessary 

Assessor 

verification/ 

signature 

Date 

26. Explain evidence and procedure in a 

firearms licensing investigation  

                  

27. Describe the importance of 

managing firearms licensing 

information accurately and ensuring 

data is stored, used and shared 

lawfully 

                  

28. Apply the Code of Ethics and 

National Decision Model (NDM) in 

firearms licensing 
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Annex 4: Firearms Enquiry Officer (FEO) progress tracker 

Learner:       Assessor:       

Status  Explanation RAG 

(Red, Amber, Green) 

rating  

The learning outcome has been fully met and to 

the required standard 

Evidence meets all aspects of the learning outcome and there is 

coverage to the required standard 

 

The learning outcome has not yet been met There is some evidence available to show coverage of either:  

(i) some of the learning outcome to the required level or  

(ii) there is insufficient evidence currently 

 

The learning outcome has not yet been met There is no appropriate evidence to show that the learning outcome has 

been met 

 

 

Learning outcome RAG rating 

1. Describe the role and function of the firearms licensing function including firearms definitions, naming 

conventions and classifications 

 

2. Outline all the relevant legislation and guidance relating to Firearms Enquiries  

3. Explain the reasons for possession of firearms and the role of Registered Firearms Dealers (RFDs)  

4. Outline the firearms licensing application process  
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Learning outcome RAG rating 

5. Explain the application process for firearm and shotgun certificates  

6. Describe the various sources of information used for vetting purposes for firearms licensing  

7. Describe the key risk indicators and how to determine them  

8. Describe and assess security requirements for firearms and ammunition  

9. Explain safe shooting requirements  

10. Explain the key aspects of a firearms licensing investigation  

11. Describe the process of revocations of firearm and shotgun certificates  

12. Describe the key risk management techniques in firearms licensing  

13. Explain the application process for section 7 permits (Firearms Act 1968) (Temporary) and a European firearms 

pass (EFP) 

 

14. Explain the process to be granted visitors firearm and shotgun permits  

15. Describe the exemptions from the need to hold firearm and shotgun certificates   

16. Explain what constitutes an antique firearm  

17. Describe section 7 (1) and (3) of the Firearms (Amendment) Act 1997 (historic handguns)  

18. Explain the application and assessment process required to be a registered firearms dealer (RFD)  
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Learning outcome RAG rating 

19. Describe the Home Office criteria to be an approved target shooting club   

20. Explain the process to grant an auctioneers firearm and shotgun permit  

21. Describe the exemptions and obligations placed on carriers and warehousemen to store firearms and 

ammunition securely 

 

22. Describe the process to be granted a museum firearm licence  

23. Explain the process to be issued with an article 7 authority (EC Weapons Directive)   

24. Demonstrate safe handling of firearms and ammunition  

25. Outline key considerations for incident management regarding firearms licensing  

26. Explain evidence and procedure in a firearms licensing investigation   

27. Describe the importance of managing firearms licensing information accurately and ensuring data is stored, used 

and shared lawfully 

 

28. Apply the Code of Ethics and National Decision Model (NDM) in firearms licensing  
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Annex 5: FEO observation record 

Learner:       Assessor:       Date:       

Learning outcome 

      

Description of activity undertaken 

      

How the activity meets the requirements of the learning outcome 
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Annex 6: FEO observation record 

Learner:       Assessor:       Date:       

Learning outcome 

      

Description of activity undertaken 

      

How the activity meets the requirements of the learning outcome 
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