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	Level:
	2

	Credit value:
	2

	Unit guided learning hours
	10

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

	
1 Understand the importance of continuous quality and performance improvement within the workplace
32
	
1.1




 1.2




	
Explain why continuous quality and performance improvement are important for an organisation
16

Explain how the team could be encouraged to adopt continuous improvement techniques
16

	
2      Know how to use business improvement tools and techniques to continuously improve the workplace
44
	
2.1



2.2



2.3




2.4


	
Identify a problem within the team or own area of the organisation
8

Explain two possible causes of the problem 
8

Explain how to address the problem using a recognised business improvement technique and/or tool 
16

Outline one method they could use to measure the effectiveness of the proposed improvement tool or technique
12


	
3      Know how to communicate the benefits of the identified improvement for implementation
24
	
3.1



3.2


	
Outline the reason(s) for selecting an identified improvement
12

Describe how the benefits of the identified improvement could be reported 12

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop a basic knowledge of business improvement techniques required by a practising or potential team or cell leader.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to MSC 2004 NOS: F5, F7

	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)
	M2.18 Business improvement techniques

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

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· The importance of quality and continuous improvement at work
· Awareness of product/service standards
· Suggestion schemes/role models
· Ways of building commitment and loyalty to organisation


	2
	
· Range of techniques available (at least two from Lean Process Improvement, Visual Management, Kaizen, Six Sigma, Quality Circles, Quality Improvement Groups, Benchmarking, and Problem Solving)
· Use of tools for improvement (at least two from: Cause and Effect/Fishbone Diagrams, Pareto Charts, Process Flow Charts, Scatter Graphs, Control/Run Charts)
· Promotion of creative ideas and innovative solutions to problems
· Methods to evaluate effectiveness of quality measures
· How to evaluate effectiveness of quality measures
· What other factors need to be considered in making decisions about a proposed improvement


	3
	
· How to assess the financial costs and benefits of a proposed improvement
· What other factors need to be considered in making decisions about a proposed improvement
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