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	Level:
	5

	Credit value:
	7

	Unit guided learning hours
	14

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

	
1 Understand the ethical and professional standards expected of business professionals  



	
1.1


1.2


1.3
	
Assess own work practices for meeting ethical and professional business performance standards  
Appraise feedback from colleagues to determine actions for own professional development 
Set objectives for improvements to be made to own professional work role and responsibilities 


	
2 Understand the planning for own personal professional development  



	
2.1



2.2

	
Review own continuing professional development (CPD) needs, taking into account current and future work role, responsibilities
Construct a personal development plan based on identified needs  


	
3 Be able to improve own professional practice through recognised support networks 

	
3.1


3.2


3.3
	
Review the effectiveness of own networks in supporting professional practice
Identify and describe other networks that will meet and support own professional development 
Set objectives for improving own professional development networks to achieve identified performance improvements  
 

	
4 Understand own ability to improve business/enterprise support services  

	
4.1



4.2

	
Apply performance monitoring techniques to review business/enterprise support services offered by self or employers 
Establish opportunities for improving business support services offered by self, employers and business/enterprise networks 
 




	Additional information about the unit
	

	Unit purpose and aim(s)
	To provide business professionals with the skills to manage their continuing personal and professional development.

	[bookmark: _GoBack]Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to SFEDI 2009 NOS: Common Core Business Support and Social Enterprise Support Standards 5-8


	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)
	E5.05 Personal Professional Development

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

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Reasons for reviewing performance and the limitations of self-appraisal
· Professional codes of conduct and ethics for business professionals
· Reliable sources of feedback from, for example, line managers, supervisors, peers, mentors, fellow learners and professional associations
· Methods for monitoring and recording work practices 
· Standards of performance set by professional associations, commissioning bodies, contractors and business support providers





	2
	
· The principles of continuing professional development
· Personal learning styles and preferences
· Action-planning techniques
· A range of work-based learning activities, for example:
· Learning logs
· Mentoring
· Projects
· Work shadowing
· Books, journals, videos, CDs and other media
· Sources of continuing professional development for business professionals
· The personal development policies and practices of their employer


	3
	
· Communication and interpersonal skills associated with networking
· Distinctions between formal and informal networks, and methods for extending and strengthening networks
· The ethics of using contacts and networks for the benefit of clients, and the limitations of networks in recruitment, procurement and contracting
· Policies and guidelines on client confidentiality, sharing client data, sharing access to management information systems, equal opportunities, diversity and social inclusion


	4
	
· The importance of establishing and applying appropriate measures for evaluating the performance of business support services
· Sources of information about the performance of other business/ enterprise support services
· Systems for collecting and assessing performance monitoring data
· How to use performance appraisals to identify opportunities for CPD activity 
· Customer services standards and practices used by business support providers, including practices for contracts and agreements with clients, handling complaints and disputes, client confidentiality, and professional indemnity
· Current approaches to evaluating business/enterprise support services used by and for government agencies
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