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Specification builder guidance

Create a tailored specification for an ILM qualification from
the ILM website



Find the qualification you want to know the
specification for by clicking on the
Quialifications tab on the ILM website
homepage

Scroll down the page selecting the level (click
the plus sign on the right to open the
accordian) and then select the specific
qualification you are looking for

I l m Show me information for Contact us
Home Working with (eNEIIT=ILEN Apprenticeships Trainers and Recognition Assessment &

ILM Centres Services Resources
Home = Qualifications * Leadership and management

Leadership and management qualifications

Develop the skills, knowledge and personal abilities you need to succeed

ilm

Level 2: Team Leader/Supervisors
Level 3: Junior managers (First-line manager or Supervisor) .

Leadership and Management: For those who have management responsibilities but no formal training. Ideal for team
leaders who will be leading people through organisational change, budget cuts or other pressures.

Leadership: For those who have management experience but no leadership training. Ideal for those looking to enhance

their people-leading skills.

Principles of Leadership and Management: For new and aspiring junior managers. |deal for those who want to build their
core management skills and develop as a leader.

Management: Ideal for those taking their first step into line management and those who already have some management
responsibilities. For those who want to get an in-depth understanding of management, leadership and business.

Level 4: Middle managers



Once you are on the correct qualification page,
scroll down and select Information for [LM : :

centres
For each qualification select the units you want to deliver using the qualification specification builder. The builder does NOT verify if
your selection of units meets the ‘rules of combination’. Rules are displayed at the top of each qualification page. If you have any
And then CI'Ck on Create qua“ﬁcat'on questions about unit combinations please contact LM Customer Services or your EV.
SpeCIflCathn Create qualification specification

This will open up another window like the - B _
Award Certificate Diploma

Close
image on the right and show all the units
available for that qualification - click on the Level 3 Award in Leadership and Management (FPR)
H H Level 3 Award in Leadership and Management
Award Certlflcate or Dlploma tab to ensure ® Time commitment: minimum 11 hours structured learning, plus self-study, project work and assignments
H H ¢ A minimum of 4 credits and a maximum of 12 Credits.
you have a” the unlts ShOWIng ® A minimum of 2 units, with all units taken from Group 1
Level 3 Certificate in Leadership and Management
¢ Time commitment: minimum 29 hours structured learning, plus self-study, project work and assignments
* A choice of optional units from Groups 1 and 2, with a maximum of 6 credits from Group 2.
Level 3 Diploma in Leadership and Management
¢ Time commitment: minimum 97 hours structured learning, plus self-study, project work and assignments
¢ A choice of optional units from Groups 1 and 2, with a maximum of 18 credits from Group 2.
Select units for creation of specification
8600-324 Level 3 Understanding Costs and ... - ki S e S

8600-325 Level 3 Understanding How to M...
8600-326 Level 3 Understanding the Comm. ..
8600-327 Level 3 Understanding Negotiati...

| 2600378, evel 3 Understand How to lead .. ~

N = NN =
B O NN



8600-326 Level 3 Understanding the Comm... 2 7 Unit Title CvV  GLH

Select the unltS you reqU|re by dragg]ng to the 8600-327 Level 3 Understanding Negotiati... 1 6 8600-324 Level 3 Understanding Costs and 1 7
. ht h d d Y h |d I I t P rt 8600-328 Level 3 Understand How to Lead ... 2 4 Budgets in an Organisation
rl n iae. w standi kplace
g a side ou shou a ayS selec a 8600-330 Level 3 Understanding Marketing... 1 4 FEs Lenel 3 Qndergtandlng Werkplege: | 8
B to receive the specification, assignments and 8033 Level S Undersianding Suppos... & 7 fermefion Systens
! 8600-332 Level 3 Understanding Sustainabi... 3 10 8600-333 Level 3 Understanding Procurement 2 7
results sheet for each unit showing in the right , sl Supplicy Managemesitin e
8600-334 Level 3 Understanding and Devel... 2 8 Workplace
hand bOX and Can aISO Select part A (if you 8600-335 Level 3 Understand How to Mana... 2 8 860033 Level 3 Understanding Incident 5 7
. . . : ; Management and Disaster
8600-337 Level 3 Understanding Security M... 2 7 .
require generic supporting notes about ILM oS B N PO Recovery in the Workplace
8600-341 Level 3 Leading and Motivating a... 2 7
VRQS) 8600-342 Level 3 Developing Own Leaders... 10 30
8600-343 Level 3 Understanding Mental He... 2 5 =
And finally click Create qualification B ot A Supporting notes
SpeC|f|Cat|on here = RestaBiTachnical specs (recommended) Drag to remove
Remove all units Create qualification specification >>
Crem T T T T T T T T T neluding [~ R B e
You will then be shown a summary of what |
Unit Title CV_ GLH
you have Selected ||ke the |mage to the r|g ht 8600-324 Level 3 Understanding Costs and Budgets in an Organisation 1 7
8600-329 Level 3 Understanding Workplace Information Systems 1 6
8600-333  Level 3 Understanding Procurement and Supplier Management in the Workplace 2 7
1 8600-336  Level 3 Understanding Incident Management and Disaster Recovery in the Workplace 2 7
And if all correct select Download

specification as a Word document

Drag to remove

Back to specification builder Download specification as a Word document



A document will then be produced tailored to your selections that will look like this

I lm Table of Contents

Qualification Purpose and Aim
Progression Routes

. . - Qualification Specific Occupational Compets Requirements
Technical specifications for pe pat petency feq

Clty & GU"dS Level 3 g::i::‘ti::jlchmesﬂnd Detsils

Award, Certificate and Diploma Hemstus assesementithoss
in Leadership and Management
(8600)

Wersion: 2.0 (Movember 2020
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Hofe: This a qualification specific dooument and shoud shways be read in conjunction with the Supparting
Motes for ILM YRGS dooument avalable al Wik H-m.com ar from ILM Customer Serdces |CUsfomenmi--
m.com| and the ILM Custamer Handbook. All ILM gqualifications ane awarded by The City and Guilds of
Lordon Instiiuee.

Aowarded by Oy & Gl ds
Level 3 Award, Certifloate and Digloma In Leadership and Manage me

Warsion 2.0 (Movembar 2020} Fowarded by Ciy & Gullds

Lewel 3 dwward, Carificate and Digioma in Leadership and Manage ment
Warsion 2.0 [Movembar 2020}




Example specification

Tita: 4 =nd
ragowery In the workplaoa

Lewal: £

Cradit valus: 2

Unit guided laarming kowrs | 7

L [ ithe learmer will)

it ortbaria (the lsamer gan)

1 Understand busingss risk management
prooe<s and polentiad threads o the
organsatian

1.1 Explainthe process of beiness sk
e

1.2 Describe polential threats and major
Incidents thal cou'd coour inown
warkziace

1.3 Descibe polential culcomes § hazards
and incidents ane nol manaed

2 Understand now 1o reouce the impact
of business intemaption on pecple and
the crgansatian

2.1 Explain how bo reduce the impact of
business indemapiion on people and the
organksatian

2.2 Lisimtigation measures umed 1o
prevent majer incidents in ihe
organksatian

2.3  Descrbe monioring and review
Processes thal are used in own
organksatian

3 Unaerstand how 10 recover afer a
major inddent has ocoured inine
workpl aos

3.1 Explain he recoseny procedures in cwn
organkation

3.2 Describe a mapor incident that coud
ocour in own workplace and explain
your roke sheuld this incident ooour

Adgetions] Information abowt the unit

Unit purpose and almis)

To develop knowtedge and undersianding of
Incident managenent and disasber recovery in
az weoTkniace.

Dwiails of the mlationship between the unk
and rebzvant national cooupational
slandards or peolessional slandards or
curricula | appropriabe)

Links to Faciies Managemen 2008 NOGE:
FmMazn

Assessment requiremants or guadance
specfied by a secior or regulaiany body (F
appropriaie)

ehnary 20

aall Gl (N SRS MECORAETY | i Workpl aoe

itm

Suppod for the unit from a seclor ckils
coundci or oiher appropriabe body (i
required)

Asnet SKIk

Equivalences agrasd for the uni {1
required)

B3 42 < Understanding incklent management
and dsasher recovery 0 the worsplace

Lication of e unk within the
subjectisecior clasciication sysiem

153 - Business Managemen

Addstional Guidamoe sbout tha Unit

indicailve Contant:

1

Euxplanafion of busness risks {lor examphe fnancial, loss of market, operational,
compatiior acivity, supply chaim fallure, non-avaliabi ity of business premies
andior worklonoe, legal proosedngs, koss of reputation)

dentify a range of business Tveals and thelr consequences (for caamphe none
complance resufing in proseouiion andior ohl proceed inds, fine, explcsion, oot of
termorsm, thefl, falure of major cusiomer oF suppder, major power oufage or plant
P bur, Thoecedd

wdandify The peopke and the'r business processes thal ooud b affecied by polendal
threals

dendily ine robe ol Tad iies management in busingss conlinuity PIo0esses

2
Explanation of risk mitigaton flor example business confnuily planning, emengency
PrEparciness, Securty, miligaton [rooesses. raning, surance. preventon
canins)
Fisk managemen nooesses {for example polloy, procedunes, recond keeping and
reviews, fraining exercises)

3

Explanation of business continuity and disasher recoeery planning {lor esampie
identifcation of polerdal threaks 1o the business, seledion and training of reomweny
teans, avalabiity of altemalive premises indormal arangements. "hol’ and “cold
slart looatons, lalson with enwergency sendcis, communioadon equioment and
‘cascatn’ Systens) (supgesl ihat Wines work hrough exampies and case studics)
The rele of fackties management in business candnuity of disasier recovery lgams

il Gl O SSSheT MOy |n i workolaoe




Example assignment

iim

ilm

Assignment Task for Unit: Understanding incident r g t and disast
recovery in the workplace

Centre Humber: Centre Hame:

Learner Regiciration Mo: Learnar Hames:

TAEK

The purpcse of this unit & to develop knowledge and understanding of incident management and disasier
recovery and how H mighi be anobed within e conlzx] of yoor oen organsalion.

The lask requines vou o show your Jeaneness of the main concents and manaoeTen processes Tl
apply 4o miigating the consequences. of an Incdent that leads o business inderasion.

MOTE:

Yow Iy Want i PR YOUT BNSWERS &0 & CYJRNISAnan At pou Wk b, & FoU ars nod cumenny wonking
witkin an aroeaisation, dthen you may oomvene Mis sk reladion o an orosoisabicn W which you o
familer. This could Incivde i e working in s capaciy.

Wiow! should pian oo spang’ aporonimalaly 71 AoUTS rESEARTRINg pow workoiaoe confext areparing for and
wrting or prezanfing the owlcomes of s assignment for assascment. The nomina¥ sond counf for ds
assipoment is 1200 words: fie suppesied mnge s Sefwesn S0J and 1530 wond's.

Chack pour assignmenf canefiily onor io 0 wsing the e crifera.

shoukd such an incldent oocur. processes that are u=ed inown
arganisaiion 12 mars]

By reflecting on your leaming, demaonsirabe your
understanding of the monioring and reviewing sysiens
thak should be inplace o ensure the processes and
mesasures taken would be efleciive I @ major Incident
Cooumed. Yo Shoukl Show you understand both the
‘hard bullk ervirmnmint Bsues and e sofl’ coeonie
aspacis of business inbermupiion.

Recovering afer 2 major Incddent In the workplace
*  Explain e Mecavery Proceoures (0 own

Frovde a summary of fhe key processes that are in anganisaion {12 manks)

place, or shou'd be in place, In your own organisation. ®  Doscrbe o major incident thad could oocur
I own workplace and explain your role

Seleot one of e potental fsk facions thal cowd impact Snouid this Incdent coour (12 mans)

wour crgantsation and descrbe the sk and
respons iilifes of the TadBes managemend or disasier
recoveny tfeam.

Fizase use e sub-headings shown below whan
SIFRACILTATG FourAssignment Agsesament Criera

EUGINALE M5E MANAGEMAnT [TO02CE 2N0 DCABN
threate fo the organication

Show that you understand the keoy aspecis of business
rsk managemeni process by explaining the types of risk
an orpankation may be exposed 1o and the measaes
haad mayy b used 1o prevent or minivise Eposune i
thoge risks.

i thez Conlizxt O your o organisation, briefly describe
the nabure of polential rsk fcioes thal could Impact the
business.

Demonsirade your undersianding of Dusiness rss by
CONSOEnng the: possble DUICoTEs IT no busingss rsk
managenmen syshems ane In place You should provide
examphes of possble scenaros and Bkely oulcomes i
hazards and inddenis ane not managed appropriaie by,

Explain the process of business risk
managemant (20 marks]

Dascribe potendal treals and majer
IneCkde Nl thal coukd Socur in own
worsplaoe (13 manks)

Desoribe pobendial oulcomes i harands,
and incidenis are nol managed (3 manks)

Fedusing the Impaot of bucinect Inbsrruntion

Brafty describe the measures thal should be In place
and eaplain how Ty would wer e impact of an
Incidient ucaon B cegankatian.

Brafty explain what would be considered io be a major
incident in your angand saton and lisk the measures that

are, or shoukd be, in place o mitigale the consequences

Explain hiow o reduce the imnack of
business intemruption on Deaphe and e
organisaton (12 marnks)

List mifigaficn measares used bo prowen
majar incidenis in the crgansation (12
mai

Dhescrbs monitodng and resos

fwarded by Oy & Guikds

Assgnimant — Undersianagng incident managemant and disasier modeery (0 he sorEpans

Warsion 1.0 [haroh Z077]

35

Ey cunmisling | poafirm ihat Hie Stcignment Ic my can wors

Awarded by Gy & Guikds
Assignment — Understand ng incident managemant and disaster reooery In the workplaoe
Wersion 1.0 [haroh Z017] 38




Example mark/results sheet

MARK SHEET - Underetanding Incidant menagement and dizaster recovery In the workplace

ilm

Cenfee Humber :

| Czrtre Hame :

Leamer Registamion Ha -

[ Leamer Hame:

- 3.1 .0

INSTRUCTIONS FOR ASSESSMENT AKD USE OF MARE SHEET
Azse=sen FLEt be condscies mit refenenre b e pEsemmTEn Dofteri (A in arrer b pee The e, eveny A0 must be met
Arye=nyrs wlll roreally swed reris for sy A5 and Hhee iodel therr nio a peeeniage. Hosewer, Forgeesier sirplicy, here e oolon
oot e ek b ol ne sy Insieese wih e e o Releral in the b (hesiom right]. In oner oo e e uni seesy G0 e

WVihase marks an awsrded sceording 12 the mhmnm EviSEROE in T2 submission mests each AC, ey WD
L e met, L. reosive ot least il Men (eg. min 1020, Any AC awarted b s the minimem produes a1 atandti
refterral for fhe SUSMmIS5ION regariss of the cversl menk aohieved),
Egificiznry desripion ar= prosided s puidance. X1 rerks s seslisbie formn AC and the =ikdence in e =sbmission spprosimel=s in
e e’ i, e inchicees A -hould sitesct 10 e ot o X, Ha-pood pese? fhen ez 15 outof 20 The descripiors e nat
corpreherste, and O3t be, B thase sem Ay WS I WY 8 Subrdsion o meees or el ot of e PequisTEREL

1. Learmer namead abawe cominms suthemisiy of
submissian

2 ILN uess leamers” Submissicns - on an

anomymous besis - for assessment
standardization. By submiting, | agree thatILN
may =se this sonipt on condidion Tt 2
information

wihtich may identiy me is remawed.

Hivemper, if you are urvsling b allow ILM us: your
soript, plazss refuse by Hoking Be bax: 0

Learning Duteoma i Saokkon 1: Undersiand busness risk managemant process and pobential fhreals o the aganisstion

Bufficiency Descn
Aszacoment D‘I‘lbﬂir-m:l _Tmc-.ﬁ'ﬁfm.?wm:nhﬂwwt\mxnmlm ovoieion pEar orgood pem Aszessor faedback on AC
W
FEtemal [oa EE0 Pazs MO o0 Fazs e 160
AL 1A W TS e O e ran D W TNE oneen o D e
Expkin the prooess of FEECETET: b mersly it peoce=y o besin=se ik (20, FEECETAT: b Torseghy
biss Iness s = opposed 10 explained i, b= of ek, =plan, i oelnl phas
m X '.c':': ® I mcgeneion g et ol pemone, Comper = W WD RS
b croceas of Egsipmes piak iy, =amply chain Pxlue :ume meking cieer e
3 noa-eeliahilty of e At
FEEpE bl ‘I:.I:r :\CI'EHIHE

23
[ e Frem or Refera
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