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Qualification Purpose and Aim 
Who are these qualifications for? 
The Level 4 Award, Certificate or Diploma in Leadership and Management are designed for new and aspiring middle managers. These qualifications help learners to really get to grips with their role, gain comprehensive business knowledge, and develop the technical skills they need to lead effectively at this level.
Benefits for individuals 
· Consolidate your management skills and experience
· Build knowledge of specialist business areas such as finance and marketing
· Develop the capabilities and personal awareness you need be a leader
· Accredit your experience with a nationally recognised qualification.
Benefits for employers
· Middle managers with an advanced understanding of their role and function in your organisation
· Managers who can assess and improve their own leadership styles and behaviours
· Flexible choice of units – customise this qualification to close skills gaps in your organisation.
Each unit in this qualification focuses on a specific set of skills and knowledge in six broad areas – working with people, managing yourself and personal skills, providing direction, facilitating innovation and change, achieving results, and using resources. Employers can work with learners to find the units that best fit individual and organisational requirements. 
Progression Routes
These qualifications will provide progression opportunities to a range of qualifications such as:
	Level 4 Award in Leadership and Management
	Level 4 Certificate in Leadership and Management
	Level 4 Diploma in Leadership and Management

	· ILM Level 4 Certificate in Leadership and Management
· ILM Level 4 Diploma in Leadership and Management
· ILM Level 4Extended Diploma in Leadership and Management
	· ILM Level 4 Diploma in Leadership and Management
· ILM Level 4Extended Diploma in Leadership and Management
· ILM Level 5 Award in Leadership and Management
· ILM Level 5 Certificate in Leadership and Management
	· ILM Level 4Extended Diploma in Leadership and Management
· ILM Level 5 Award in Leadership and Management
· ILM Level 5 Certificate in Leadership and Management


Qualification Specific Occupational Competency Requirements
Centres must ensure they have competent and suitably qualified staff involved in teaching, learning and assessment of ILM qualifications. 
Generic occupational competency requirements are listed in the Supporting Notes for ILM VRQs document which is downloadable from the ILM website www.i-l-m.com/centres
Qualification Structures and Details
ILM Level 4 Award in Leadership and Management
	Qualification Accreditation No:
	600/5851/1

	Planned Operational Start Date:
	01/09/2012

	Registration End Date:
	31/08/2015

	Certification End Date:
	31/08/2018

	Credit Value:
	Minimum 5 and maximum 12 credits

	Induction:
	At least 2 hours

	Tutorial Support:
	Minimum 2 hours

	Guided Learning Hours (GLH):
	The overall guided learning hours for the programme depends on the specific units selected, combined with the additional induction and tutorial support cited above.

	Duration:
	To be completed in 3 years

	Rules of Combination:
	Learners are required to attain a minimum of 5 credits from units 400-408 and 410-427 in group 1 in order to achieve this qualification.
Refer to the overview of units table.


	Assessments:
	Criterion assessment applies to all units within this qualification (i.e. the learner must adequately evidence each assessment criterion). For further details see the ILM recommended Mark-Sheet for each unit.


	Title:
	Developing people in the workplace (8605-405)

	Level:
	4

	Credit value:
	5

	Unit guided learning hours
	21

	Learning outcomes (the learner will)
	Assessment criteria (the learner can)

	1. Understand the importance of promoting personal development

	1.1
1.2
	Assess the potential benefits to the organisation of developing individuals
Assess the benefits to the individual of personal development 


	2. Be able to plan for an individual’s development

	2.1
2.2
2.3
	Assess how to manage an individual’s expectations in respect to personal development.
Evaluate development vehicles in the organisation appropriate to the development needs of the individual
Develop a plan to meet the identified development needs of an individual


	Additional information about the unit
	

	Unit purpose and aim(s)
	To be able to plan the personal development of individuals in the workplace.

	Unit review date
	31/03/2017

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to Management and Leadership 2004 NOS: A2, D7, D9

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	

	Support for the unit from a sector skills council or other appropriate body (if required)
	Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	M4.11 Developing and managing people in the workplace

	Location of the unit within the subject/sector classification system
	15.3 Business Management

	Name of the organisation submitting the unit
	Institute of Leadership & Management

	Availability for use
	

	Additional Guidance about the Unit

	Indicative Content:

	1
	· Examining the expectations and requirements of people
· Determining groups and individuals for whom the manager has responsibility
· Diversity in the workplace
· Understanding the causes of conflict in the organisation
· Promotion of work/life balance


	2
	· Administering people in accordance with guidelines and career pathways
· Being aware of and understanding organisational policies (diversity, substance and alcohol abuse etc)
· Understanding the variety of documentation required to manage people
· Managing career development of people
· Support structures within the organisation
· Techniques for managing interpersonal conflict
· Techniques for supervision and formal appraisal
· Methods of ensuring fair and objective assessment/appraisal
· Methods to monitor, evaluate and record individual feedback
· Reporting performance appraisal including the importance of confidentiality
· Promotion of a healthy life-style
· Learning styles and the range of training/development opportunities available
· Mechanisms to provide appropriate feedback to individuals
· Career development strategies
· Appropriate recording systems
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MARK SHEET –Developing people in the workplace 
	Centre Number :
	
	Centre Name :
	

	Learner Registration No :
	
	Learner Name:
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARK SHEET 
Assessment must be conducted with reference to the assessment criteria (AC). In order to pass the unit, every AC must be met.
Assessors will normally award marks for every AC and then total them into a percentage.  However, for greater simplicity, there is the option to not use marks at all and merely indicate with a ‘Pass’ or ‘Referral’ in the box (below right).  In order to pass the unit every AC must receive a ‘Pass’ 
Where marks are awarded according to the degree to which the learner’s evidence in the submission meets each AC, every AC must be met, i.e. receive at least half marks (e.g. min 10/20).  Any AC awarded less than the minimum produces an automatic referral for the submission (regardless of the overall mark achieved).  
Sufficiency descriptors are provided as guidance.  If 20 marks are available for an AC and the evidence in the submission approximates to the ‘pass’ descriptor, that indicates it should attract 10 marks out of 20, if a ‘good pass’ then ca. 15 out of 20.  The descriptors are not comprehensive, and cannot be, as there are many ways in which a submission can exceed or fall short of the requirements.

	1. Learner named above confirms authenticity of submission.
2. ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation.  By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed.  
However, if you are unwilling to allow ILM use your  script, please refuse by ticking the box: □


	Learning Outcome / Section 1:  Understand the importance of promoting personal development 

	Assessment Criteria (AC)
	Sufficiency Descriptors
[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC
 [comments not necessary in every box]

	AC 1.1
Assess the potential benefits to the organisation of developing individuals
· 
	Referral [5/20]
	Pass [10/20]
	Good Pass [15/20]
	

	
	· The potential benefits to the organisation of developing individuals has not been assessed, or the assessment is incorrect or inappropriate, or only one potential benefit has been assessed, or the potential benefits to the organisation of developing individuals are merely listed or described with no assessment to make a judgement

	· Two or more benefits to the organisation of developing individuals have been correctly and appropriately assessed to make a judgement, although the criteria for the assessment are limited or subjective

	· Two or more benefits to the organisation of developing individuals have been correctly and appropriately assessed to make a judgement using a range of appropriate and objective criteria

	

	
	
	
	
	/ 20
(min. of 10)
	Pass or Referral

	AC 1.2
Assess the benefits to the individual of personal development 
· 
	Referral [5/20]
	Pass [10/20]
	Good Pass [15/20]
	

	· 
	· The benefits to the individual of personal development has not been assessed, or only one benefit has been assessed, or the assessment is incorrect or inappropriate, or the benefits to the individual are merely listed or described with no assessment to make a judgement

	· Two or more benefits to the individual of personal development have been correctly and appropriately assessed to make a judgement, although the criteria for the assessment are limited or subjective

	· Two or more benefits to the individual of personal development have been correctly and appropriately assessed to make a judgement using a range of appropriate and objective criteria

	

	
	· 
	· 
	· 
	/ 20
(min. of 10)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):


	Learning Outcome / Section 2:  Be able to plan for an individual’s development 

	Assessment Criteria (AC)
	Sufficiency Descriptors
[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC
 [comments not necessary in every box]

	AC 2.1
Assess how to manage an individual’s expectations in respect to personal development
	Referral [3/12]
	Pass [6/12]
	Good Pass [9/12]
	

	
	· How to manage an individual’s expectations in respect to personal development has not been assessed, or the assessment is incorrect, inappropriate or deficient, or how to manage an individual’s expectations in respect to personal development is merely listed or described with no assessment to make a judgement

	· How to manage an individual’s expectations in respect to personal development has been correctly and appropriately assessed to make a judgement, although the criteria for the assessment are limited or subjective

	· How to manage an individual’s expectations in respect to personal development has been correctly and appropriately assessed to make a judgement based on a range of objective criteria

	

	
	· 
	· 
	· 
	/ 12
(min. of 6)
	Pass or Referral

	AC 2.2
Evaluate development vehicles in the organisation appropriate to the development needs of the individual
· 
	Referral [6/24]
	Pass [12/24]
	Good Pass [18/24]
	

	· 
	· Development vehicles in the organisation appropriate to the development needs of the individual have not been evaluated, or the development vehicles are incorrect or inappropriate, or the evaluation is incorrect or inappropriate, or development vehicles are merely listed or described with no evaluation to provide conclusions or recommendations

	· Development vehicles in the organisation appropriate to the development needs of the individual have been correctly and appropriately evaluated, although the conclusions or recommendations are limited or subjective and/or there is no comparison of the relative usefulness of the development vehicles

	· Development vehicles in the organisation appropriate to the development needs of the individual have been correctly and appropriately evaluated to provide objective conclusions or recommendations and a comparison of the relative usefulness of the development vehicles

	

	
	· 
	· 
	· 
	/ 24
(min. of 12)
	Pass or Referral

	AC 2.3
Develop a plan to meet the identified development needs of an individual
· 
	Referral [6/24]
	Pass [12/24]
	Good Pass [18/24]
	

	· 
	· A plan is not developed to meet the identified development needs of an individual, or the plan is incorrect, inappropriate or deficient 

	· A correct and appropriate plan is developed to meet the identified development needs of an individual, although the plan requires further work for full implementation

	· A comprehensive, correct and appropriate plan that needs no additional work for full implementation is developed to meet the identified development needs of an individual

	

	
	· 
	· 
	· 
	/ 24
(min. of 12)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):


	
	/ 100
	TOTAL MARKS

	Assessor’s Decision
	Quality Assurance Use

	Outcome (delete as applicable): PASS / REFERRAL
	Signature of Assessor:
Date of QA Check:
	Outcome (delete as applicable): PASS / REFERRAL
	Signature of QA:
Date of QA check:


	Title:
	Motivating people in the workplace (8605-415)

	Level:
	4

	Credit value:
	2

	Unit guided learning hours
	6

	Learning outcomes (the learner will)
	Assessment criteria (the learner can)

	1 Understand the factors that may affect performance and motivation in the work place


	1.1

1.2
	Evaluate theories of motivation relevant to your workplace

Evaluate the principal factors that may affect performance and motivation in the workplace



	2 Be able to improve levels of motivation and increase performance in the workplace


	2.1

2.2
	Select a theory of motivation and apply this to your workplace

Evaluate the impact of applying the theory of motivation on performance in the workplace



	Additional information about the unit
	

	Unit purpose and aim(s)
	To be able to examine how levels of motivation can be improved to increase performance in the workplace.

	Unit review date
	31/03/2017

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to Management & Leadership 2004 NOS

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	

	Support for the unit from a sector skills council or other appropriate body (if required)
	Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	M4.07 Motivating People in the Workplace

	Location of the unit within the subject/sector classification system
	15.3 Business Management

	Name of the organisation submitting the unit
	Institute of Leadership & Management

	Availability for use
	

	Additional Guidance about the Unit

	Indicative Content:

	1
	· Theories of motivation, including ‘Content’ and ‘Process’ theories, and their application to teams and individuals

· Factors that affect performance and motivation (individual differences/needs, manager behaviour, the job and organisational context etc)

· Assumptions about human behaviour and the limitations of traditional theories of motivation

· Case studies and research evidence on using motivation theory in the workplace

· Styles and patterns of behaviour at work

· Individual motivation and team motivation and potential conflicts between the two

· Incentive systems and the impact on performance



	2
	· Theories of motivation and their application to teams and individuals

· Understanding how individuals and teams are motivated

· Tools and techniques for the identification of different motivational needs

· Range of techniques to motivate individuals and monitor performance

· Positive approaches to offset negative attitudes in the workplace

· Measures for evaluating performance such as productivity, quality, cost, time 
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MARK SHEET – M4.07 Motivating people in the workplace
	Centre Number :
	
	Centre Name :
	

	Learner Registration No :
	
	Learner Name:
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARK SHEET 

Assessment must be conducted with reference to the assessment criteria (AC). In order to pass the unit, every AC must be met.

Assessors will normally award marks for every AC and then total them into a percentage.  However, for greater simplicity, there is the option to not use marks at all and merely indicate with a ‘Pass’ or ‘Referral’ in the box (below right).  In order to pass the unit every AC must receive a ‘Pass’ 

Where marks are awarded according to the degree to which the learner’s evidence in the submission meets each AC, every AC must be met, i.e. receive at least half marks (e.g. min 10/20).  Any AC awarded less than the minimum produces an automatic referral for the submission (regardless of the overall mark achieved).  

Sufficiency descriptors are provided as guidance.  If 20 marks are available for an AC and the evidence in the submission approximates to the ‘pass’ descriptor, that indicates it should attract 10 marks out of 20, if a ‘good pass’ then ca. 15 out of 20.  The descriptors are not comprehensive, and cannot be, as there are many ways in which a submission can exceed or fall short of the requirements.


	1. Learner named above confirms authenticity of submission.

2. ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation.  By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed.  

However, if you are unwilling to allow ILM use your  script, please refuse by ticking the box: □



	Learning Outcome / Section 1:  Understand the factors that may affect performance and motivation in the work place 

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 1.1
Evaluate theories of motivation relevant to your workplace
	Referral [7/28]
	Pass [14/28]
	Good Pass [21/28]
	

	
	· Theories of motivation relevant to your workplace have not been evaluated, or only one theory of motivation relevant to your workplace has been evaluated

· Theories of motivation have been evaluated incorrectly, or the theories of motivation are not relevant to your workplace

· Theories of motivation relevant to your workplace are merely identified or listed with no evaluation to provide a conclusion or recommendations


	· Two or more theories of motivation that are clearly relevant to your workplace have been correctly and appropriately evaluated to provide a conclusion or recommendations, although the evidence base for the conclusion or recommendations may be subjective and/or limited 


	· Two or more theories of motivation that are clearly relevant to your workplace have been correctly and appropriately evaluated using a wide and objective evidence base to provide a conclusion or recommendations


	

	
	
	
	
	/ 28
(min. of 14)
	Pass or Referral

	AC 1.2
Evaluate the principal factors that may affect performance and motivation in the workplace
	Referral [5/20]
	Pass [10/20]
	Good Pass [15/20]
	

	· 
	· The principal factors that may affect performance and motivation in the workplace are not addressed, or are incorrect or incomplete

· The principal factors that may affect performance and motivation in the workplace are merely identified or listed with no evaluation to provide a conclusion or recommendations
	· The principal factors that may affect performance and motivation in the workplace are correct and appropriate and the principal factors have been correctly and appropriately evaluated to provide a conclusion or recommendations, although the evidence base for the conclusion or recommendations may be subjective and/or limited
	· The principal factors that may affect performance and motivation in the workplace are correct and appropriate, and the principal factors have been correctly and appropriately evaluated using a wide and objective evidence base to provide a conclusion or recommendations
	

	
	· 
	· 
	· 
	/ 20
(min. of 10)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):


	Learning Outcome / Section 2:  Be able to improve levels of motivation and increase performance in the workplace 

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 2.1
Select a theory of motivation and apply this to your workplace
	Referral [6/24]
	Pass [12/24]
	Good Pass [18/24]
	

	
	· No theory of motivation has been selected and applied, or the theory of motivation selected is incorrect or inappropriate, or the theory of motivation has been applied incorrectly or inappropriately
	· An appropriate theory of motivation has been selected and correctly applied, although the application of the theory is limited
	· An appropriate theory of motivation has been selected and correctly applied in full


	

	
	· 
	· 
	· 
	/ 24
(min. of 12)
	Pass or Referral

	AC 2.2
Evaluate the impact of applying the theory of motivation on performance in the workplace
	Referral [7/28]
	Pass [14/28]
	Good Pass [21/28]
	

	· 
	· The impact on performance in the workplace of applying the theory of motivation has not been evaluated, or has been evaluated incorrectly or inappropriately, or the impact on performance in the workplace has merely been listed or described with no evaluation to provide a conclusion or recommendations  
	· The impact on performance in the workplace of applying the theory of motivation has been correctly and appropriately evaluated to provide a conclusion or recommendations, although the evidence base for the conclusion or recommendations may be subjective and/or limited


	· The impact on performance in the workplace of applying the theory of motivation has been correctly and appropriately evaluated using a wide and objective evidence base to provide a conclusion or recommendations


	

	
	· 
	· 
	· 
	/ 28
(min. of 14)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):


	
	/ 100
	TOTAL MARKS

	Assessor’s Decision
	Quality Assurance Use

	Outcome (delete as applicable): PASS / REFERRAL
	Signature of Assessor:
Date of QA Check:
	Outcome (delete as applicable): PASS / REFERRAL
	Signature of QA:
Date of QA check:


The full document can be found by ‘Googling’ - ILM Guide to Assessing

Appendix 7: definitions of ILM’s assessment verbs

	List

What exists?
	Presentation of specific, required information in a structured format. Essentially a recall of learnt information; although this may be quite complex information, listing does not imply significant cognitive skills.

	Identify

What are they?
	Involves some selection of subject matter from a larger set or context. Requires ability to recognise - the level of cognitive skill required depends on the context. And the degree of variation in the set from which the identified elements are being drawn.

	Describe

What does it look like?
	An account of the principal features of the topic. Involves some element of selection of the more important features. Again context and possible variation is significant, as is the degree of detail required in the description.

	Explain

How does it work?
	Involves some description of a topic with an account of the practices associated with the topic. It may also imply some reasons for those practices, depending on context. Again, the level of cognitive skill involved will depend on the complexity of the subject matter.

	Compare

How does this relate to that?
	Used with two or more examples, requires a description of their relative features, effectiveness or outcomes. Context and variation determines the level of cognition involved.

	Contrast

How good is this 
compared to that?
	Used with two or more examples, makes some assessment of their relative features, effectiveness or outcomes. By definition, this is more demanding than to compare, and the factors which determine the level for compare also apply.

	Examine

What can you find out about it?
	Examine is about exploring a topic in some detail (identifying positive and negative features of the topic) without necessarily drawing conclusions and making judgements. An examination could be used to inform decision making; in itself it will probably not be conclusive. The degree of detail and the context in which the examination takes place will determine level.

	Analyse 

What makes this work the way it does?
	To examine something in detail to discover the meaning or essential features and draw conclusions. To break something down into components or essential features, to identify possible causation and/or draw conclusions.

Analysis is not solely confined to data, but will often involve some manipulation of data to identify patterns, etc. The more complex the topic being analysed, the higher the level, but analysis will rarely be a low level activity.

	Critically analyse 

What makes this work the way it does, and why?
	Implies careful, exact, in-depth or detailed analysis. Tends to focus more on the components and to comment on their significance, causal relationships or impact on the whole. Requires informed judgement with reference to some conceptual theory, idea, practice or experience so will always be fairly high level of cognitive skill.

	Evaluate

How well does each part of this work, and what needs to be done to make it work better?
	An evaluation is a examination of complex issues, requiring higher level cognitive skills, that is more focussed (narrower area, but in more detail) than a review. An evaluation is normally detailed and normally provides a solution or conclusion and/or recommendation (perhaps for further exploration). An evaluation could include a comparative element. An evaluation tends to focus on the whole as the sum of its parts.

	Review 

Overall, how well does this work, and what may need to be done about it?
	Making a judgement about a topic which relies upon a combination of evidence and some kind of theoretical model, construct or practice. A review normally has breadth and could include a comparative element, and tends to focus more on the whole. A review may well lead onto detailed further exploration and/or recommendations for further actions

	Justify

Why do it?
	Present an argument for a particular action or choice. Will usually imply some form of assessment or analysis, and may be linked with one or other action

	Assess

Is this to the required standard?
	Examining a topic and making a judgement, based on standard criteria. An assessment will judge each element individually. An assessment does not consider any causal factors, but focuses primarily on impact or outcomes

	Appraise

Does this seem to work to the required standard?
	Less detailed but broader and more comprehensive than an assessment

Looking at the whole and making judgements about qualitative aspects. Appraisal in its broader sense requires a judgement about the subject, identifying its strengths and weaknesses and/or how well something or someone performs in a particular context, or how well they are likely to do the job. Appraisal is more subjective than an evaluation, although it will refer to appropriate criteria.

	Research

What can you find out about it?
	Identifying and collecting data or information about a subject and presenting it in a codified or structured form. Research does not imply any analysis of the data collected, although that may be implied by the context. Research does not imply any judgement about the data collected, but may well be combined with related verbs (analyse, evaluate) to ensure that these actions take place.


Command Leadership and Management (CLM) guidance for completion of the assessment as part of the ILM qualification

General, ‘but very important’ guidance

1.
This guidance is based on a review of the first assessments that have been marked by ILM, please ensure you read these carefully as they will help you achieve a first time pass.
2.
Submissions should be presented as an essay with headings, following those on the task sheet, do not answer on the task sheet itself. When templates are recommended these should be used.  If appendices/annexes are used they should be clearly referenced on the main document and on the attachment. 

3.
The word counts given are ‘suggested and in some cases you may need to exceed that slightly. However, check the material being presented is relevant to the assessment criteria.  Don’t waffle; it adds limited value and detracts from the work.

4.
If source materials are used – including material copied from the internet  - these must  be referenced. The assessor is interested in your knowledge and understanding and your ability to apply this to real life situations.  References should be placed at the back of your assignment under the heading of References.  It is recommended that the Harvard referencing method is used and a guide can be found here (http://www.library.dmu.ac.uk/Images/Selfstudy/Harvard.pdf).  If you would prefer you can use footnotes as means of referencing
.

5.
The ‘verbs’ in the assessment criteria e.g. ‘assess’, ‘evaluate’ are very important and reflect the level of the qualification and the cognitive skills you are expected  to demonstrate. To ‘critically evaluate’ something is not the same as ‘describing’ it, (Further guidance is to be found in Appendix 7 of the ILM guide to assessing, available here). If the link doesn’t work Google ‘ILM Guide to Assessing’ and it’s the top result.

6.
The ILM Authenticity statement must be attached (page 45 on the ILM Guide to Assessing); or available below.
7.
Plagiarism, copying directly from the internet or someone else is unacceptable, unless, it is correctly reference as described above in paragraph 2.  ILM have robust systems in place to identify plagiarism and ILM policy will be followed when dealing with instances of plagiarism.  If you copy from a source and it is not your own words, then reference it, or it is plagiarism.
Assignment submission

8.
Each assignment must comprise of only one file (including appendices, case studies etc) of less than 2MB in size and within the suggested word count, otherwise it may be returned.

9.
Please only submit assignments in Word format.  Email the assignment to ilmassessment@i-l-m.com
10.
Use the following file naming protocol: Initial Surname – Enrolment number (ENR) – Centre No – ILM Unit Product Code – Submission Number (original = (1) or resubmission = (2)).

11.
Attach an ILM submission cover sheet to the front of every assignment along with the

appropriate mark sheet (page 10-12 of this document) with the centre and learner name completed. Make sure that you confirm authenticity by completing the document below and submitting it with your assignment..

12.
Ensure mark sheets are submitted in a format which we can edit ie in Word rather than JPEG or PDF.

Submission Cover Sheet

Instruction to the learner: This cover sheet must preface every assessment submission, for assessments being carried out by the centre or through the ILM Assessment service.  It is a regulatory requirement that every assessment submission is authenticated as the work of the named learner. Hence any submission not carrying this cover sheet will not be verified. 

	Centre name
	Directorate of Educational Capability (DEd Cap)

	Centre number
	011908L

	Learner name


	

	Learner reg. number
	

	Unit(s) covered in this submission
	8605-405 and 8605-415

	Date submitted
	

	Statement of confirmation of authenticity

By the act of making this submission, the learner declares that this is the work of the learner named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it hs been properly acknowledged. If this statement is untrue, the learner acknowledges that an assessment offence has been committed.

Attention is drawn to the plagiarism and cheating policies of both the centre and of ILM. Plagiarism can result in a learner being withdrawn from a qualification. 



	Permission for ILM to use this script

ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation. By submitting, both the centre and the learner agree that ILM may use this script on condition that identifying information is removed.

However, if you are unwilling to allow ILM use this script, please refuse by ticking this box: ☐



© The Institute of Leadership and Management (ILM) 2012











� This is a footnote and it can be found under references in MS Word






