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Qualification Purpose and Aim 
Who is this qualification for?
The Level 4 Diploma in School Business Management is designed for SBM professionals who are moving into a leadership role. Professionals working outside the education sector may also find this qualification a useful starting point for their SBM professional development. 
Few professions have risen as fast as that of School Business Manager. It is now an integral part of senior leadership teams in many schools, with its importance only likely to grow as schools become more and more autonomous. The School Business Manager (SBM) role has evolved from that of the school bursar. SBMs are now senior members of non-teaching staff responsible for managing non-teaching activity in a school. They oversee the business management of schools – all the administrative and logistical aspects of running a school so that these are done in the most effective and efficient way possible. Through this, they free up the school’s headteacher to focus on leading teaching and learning. 
School Business Managers bring specialist expertise on a range of support functions, such as liaising with external partners to secure additional funds for the school, managing budgets, looking after health & safety, premises and project management, negotiating contracts and ensuring the environment of the school is encouraging students to maximise their potential.
This qualification builds core skills in school management through the three mandatory units. In the first unit the role of the school business manager is examined, the second unit builds project management skills and the third core unit looks at school finances. Learners then work with their employer and training provider to find the best-fit optional units to complete the qualification.
Benefits for Individuals 
· Manage resources within a school more efficiently, effectively and sensitively. 
· Develop an understanding of the purpose of business management in a school context and be able to evaluate the efficiency and effectiveness of business management within a school. 
· Demonstrate leadership and management decision-making skills. 
· Undertake business management strategies that will support a school’s curriculum and learning development. 
· Understand the nature of schooling in the 21st century. 
· Understand the political, economic, social, legal and technical environment in which schools operate. 

Benefits for Schools
· Professional school business staff which will enhance your school.
· Managers who understand the importance of their role and its scope.
· Allows headteachers to focus on teaching, learning and student attainment.
· Helps to develop your school business team and gain specialist expertise in the management of a school. 

Progression Routes
This qualification will provide progression opportunities to a range of ILM qualifications including: 
· Level 5 Diploma in School Business Management
· Level 4 Award/Certificate/Diploma in Leadership and Management 
· Level 5 Award/Certificate/Diploma in Leadership and Management 











Qualification Specific Occupational Competency Requirements

Centres must ensure they have competent and suitably qualified staff involved in the teaching, learning and assessment of ILM qualifications. 
ILM requires that a Level 4 School Business Management delivery team will be comprised of individuals who have: 
· Qualifications and/or middle management experience in an educational setting. 
· At least one member of the delivery team should preferably hold the School Business Manager qualification or equivalent (at Level 4 or above). 
· Experience of managing a budget in an educational setting at middle manager level or higher.
· ILM Accredited Trainer status is desirable but not essential. 



Internal Verifiers

ILM requires that Level 4 School Business Management assessments are internally quality assured by appropriately qualified staff or consultants. Internal verifiers employed or contracted by the learning provider must meet the criteria specified above for the delivery team. Each centre’s Internal Quality Assurance (IQA) processes must follow best practice principles to ensure their rigour. 
Effective internal quality assurance (IQA) must be all embracing from the conception and design of programmes, recruitment of learners and team members, to delivery, assessment and evaluation through to certification. 


Qualification Structure and Details

Level 4 Diploma in School Business Management 

	Qualification Accreditation No:
	601/5603/X

	Planned Operational Start Date:
	01 February 2015

	Credit Value:
	Minimum 46 credits, Maximum 48 credits 

	Induction:
	3 hours 

	Tutorial Support:
	Minimum of 4 hours

	Guided Learning Hours (GLH):
	The overall guided learning hours for the programme is a minimum of 101 GLH or Max of 108 GLH including the induction and tutorial support hours cited above.

	Duration:
	To be completed in 3 years

	Rules of Combination:
	Learners are required to undertake a minimum of 46 credits or a maximum of 48 credits to achieve this qualification: 24 credits from the Mandatory Group and a minimum of 22 credits or maximum of 24 credits from the Optional Group. 

Refer to the overview of units table.

	Assessments:
	Learning Outcome section 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.




Overview of Units for the Level 4 Diploma in School Business Management

	Ref
	Unit Title
	Level
	CV*
	GLH**

	
	Mandatory Group 
	
	
	

	8627-400
	Understanding school business management
	4
	8
	15

	8627-401
	Planning and leading projects in schools 
	4
	8
	10

	8627-402
	Managing school finances 
	4
	8
	20

	
	Optional Group 
	
	
	

	8627-403
	Managing human resources in schools
	4
	8
	23

	8627-404
	Managing school facilities 
	4
	8
	20

	8627-405
	Managing risk in schools
	4
	6
	16

	8627-406
	Managing office services 
	4
	8
	20

	8627-407
	Managing the school environment 
	4
	8
	20



*Credit Value
** Guided Learning Hours



Unit Specifications for the Level 4 Diploma in School Business Management

Understanding School Business Management
	Title:
	Understanding school business management

	Level:
	4

	Credit value:
	8

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

	1 Understand the school setting and the role of the SBM

	1.1


1.2


1.3



1.4
	Describe the school and the community it serves

Identify the key characteristics and type of the school

Analyse the organisation of business management in the school setting and the professional roles within this

Describe own professional role in the school and relationship with other school staff, including the school leadership team


	2 Understand how to establish own professional needs

	2.1


2.2


2.3


2.4
	Review own personal skills and characteristics as a learner

Review own competency in school business management

Analyse own professional role and challenges 

Produce a professional development plan based on a review of own professional needs

	3 Understand the political and organisational context of school business management

	3.1


3.2



3.3


3.4
	Research the current policy context of school business management

[bookmark: OLE_LINK3]Identify key drivers behind the development of the profession to date and key challenges for the future

Analyse key trends and factors impacting on a school

Explain how a range of different analytical tools can be used to investigate and address key management issues within a school

	4 Understand how to evaluate own professional skills and impact on the workplace

	4.1


4.2




4.3



4.4

	Assess own leadership and management skills in the SBM role

Identify further required improvements to professional skills and competence in leading and managing as a school business manager

Review learning about school business management and relate this to own school setting

Identify priorities for further career development and professional learning 

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of the school setting and the role of the School Business Manager within the political and organisational context of school business management and to establish and evaluate professional skills and their impact on the workplace as required by a practising or potential school business manager.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	

	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)
	National College for Teaching and Leadership (NCTL)

	Location of the unit within the subject/sector classification system
	

	Unit guided learning hours
	15




Planning and Leading Projects in Schools
	


Title:
	Planning and leading projects in schools

	Level:
	4

	Credit value:
	8

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

	1 Be able to identify and negotiate development projects

	1.1


1.2


1.3


1.4





1.5




1.6


1.7

	Identify and negotiate a development project of benefit to a school

Describe the school setting and explain the significance of the project

Analyse the needs of the school and the key issues to be addressed

Explain how the project contributes to the vision for learning and improvement plans and relates to different operational areas of school business management 

Devise a project proposal for a school development project that summarises the purpose, focus and scope of the proposed project 

Identify potential risks and likely rewards of the project

Secure commitment of key stakeholders to the project

	2 Be able to develop project plans

	2.1

2.2


2.3


2.4



2.5


2.6 
	Negotiate key objectives for the project

Identify key phases, tasks and deadlines for the project

Prepare a project management plan and assign roles and responsibilities

Assess the risks related to the project and outline proposals for risk management

Determine resource implications and other associated project costs

Explain how to involve others in the project planning process

	3 Be able to lead and manage development projects

	3.1


3.2


3.3

3.4



3.5



3.6


3.7
	Explain how to lead and manage the project team

Explain how to involve the project team in decision making

Explain how to delegate tasks to others

Explain how to monitor progress against the project plan and take corrective action

Explain how to analyse and respond to issues that emerge as the project unfolds

Explain how to monitor costs against the budget for the project

Explain how to report on progress to stakeholders

	4 Be able to evaluate projects and reflect on project management skills

	4.1


4.2



4.3





4.4


4.5
	Analyse the key enablers and barriers impacting upon the project

Evaluate the impact of the project outcomes on staff, students and the school

Evaluate own competences and professional learning developed through the leadership and management of a school development project

Summarise the professional learning arising from completing the project

Review own professional development plans and identify priorities for further learning in relation to planning and leading projects in schools

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability to be able to identify and negotiate a development project of benefit to the school; to develop a detailed plan for the project, to lead, manage and evaluate the project, and to reflect on own professional learning and management skills as required by a practising or potential school business manager.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	

	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)
	National College for Teaching and Leadership (NCTL)

	Location of the unit within the subject/sector classification system
	

	Unit guided learning hours
	10





Managing School Finances
	
Title:
	Managing school finances

	Level:
	4

	Credit value:
	8

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

	1 Understand the principles of school financial management

	1.1




1.2



1.3



1.4





1.5
	Describe the different roles and responsibilities of the key individuals responsible for the management of your school’s finances 

Explain whether these roles and responsibilities ensure that the school’s finances are managed effectively 

Evaluate the systems and processes your school has in place to ensure that the finances are managed with probity
 
Identify any areas in which controls are inadequate and make recommendations to rectify these problems in line with the school’s financial regulations

Explain how very small schools with only one member of staff who works in the school office can ensure probity and separation of duties

	2 Understand how to plan and set the budget

	2.1


2.2


2.3



2.4



2.5
	Analyse the major sources of funding for the school

Identify potential changes to funding sources in the future

Describe how the budget planning cycle links to the school’s development or improvement planning 

Describe the information used to evaluate past financial performance and to set budgets 

Recommend improvements to the budget planning process 

	3 Understand how to manage the budget

	3.1




3.2




3.3



3.4
	Evaluate the effectiveness of your school’s finance team in monitoring and reporting on the progress of the budget to governors during the year

Evaluate the effectiveness of your school’s finance team in monitoring the school’s cash flow position and its bank account 

Evaluate the effectiveness of your school’s finance team in managing debt and credit control 

Describe the challenges that school finance teams can face in providing appropriate information to governors. 

	4 Understand Procurement and Value for Money

	4.1



4.2




4.3



4.4



4.5
	Analyse the procurement process the school went through for the purchase of a physical resource

Explain how well the school followed the advice described in the 4 ‘C’s model for the purchase of a physical resource 

Analyse the procurement process the school went through for the purchase of a service 

Explain how well the school followed the advice described in the 4 ‘C’s model for the purchase of a service

Evaluate the extent to which the purchases of a physical resource and a service represented good value for money 

	5 Be able to provide a summary of learning on the management of school finances 

	5.1


5.2



5.3




5.4
	Evaluate own professional competence in relation to managing school finances

Reflect on the learning gained through completion of the ‘managing school finances’ module assessment tasks and learning activities 
Summarise insights gained into current policy and practice in a school and the impact of work undertaken on these to date 

Identify areas for further professional learning and the improvement of policy and practice in a school

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding of the principles of school financial management and the planning and setting of the school budget; the management of the school’s finance team, and procurement and value for money as required by a practising or potential school business manager.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	

	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)
	National College for Teaching and Leadership (NCTL)

	Location of the unit within the subject/sector classification system
	

	Unit guided learning hours
	20




Managing Human Resources in Schools
	Title:
	Managing human resources in schools

	Level:
	4

	Credit value:
	8

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

	1 Understand the principles and procedures for recruitment and selection in schools

	1.1



1.2


1.3




1.4

	Identify  the key concepts and techniques related to the recruitment and selection of staff in schools

Research government policy related to safer recruitment and equality rights

Assess a school’s policies and practices against legislation and guidance related to safer recruitment and equality rights

Identify areas for improvement in current recruitment and selection practices within a school

	2 Be able to design a development programme for staff within a school

	2.1



2.2




2.3


2.4

	Identify the key concepts and techniques related to staff development in schools

Describe how to put in place a staff development programme for teaching and support staff whose roles and responsibilities are changing.

Describe a technique to evaluate the quality and impact of staff development

Explain how you would ensure maximum benefit from a staff training budget

	3 Understand the principles and procedures of employee relations and collective bargaining

	3.1




3.2




3.3


3.4



3.5


3.6


3.7
	Explain the role of effective management of employee relations in a school and their impact on its working environment

Identify collective bargaining in a school context and any collective agreements that apply in a school in terms of contractual terms and conditions 

Describe the benefits available to employees

Compare the differences between benefits available to teachers and the benefits available to support staff

Evaluate the effectiveness of employee benefits in motivating staff

Recommend alterations to the range of benefits available to staff

Describe how the proposed changes in contractual terms and conditions should be managed

	4 Understand payroll administration
	4.1


4.2



4.3



4.4
	Analyse the different methods for administering a school’s payroll

Explain the advantages and disadvantages of each of these methods of payroll administration

Describe the main features of an efficient payroll system linked to the needs of a school

Describe the implications of implementing a new payroll system in a school

	5 Be able to provide a summary of learning on the management of human resources

	5.1



5.2




5.3




5.4
	Evaluate own professional competence in relation to managing human resources

Reflect on the learning gained through completion of the ‘managing human resources’ module assessment tasks and learning activities 

Summarise insights gained into current policy and practice in a school and the impact of work undertaken on these to date 

Identify areas for further professional learning and the improvement of policy and practice in a school

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding of the principles of human resource management in schools as required by a practising or potential school business manager.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	

	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)
	National College for Teaching and Leadership (NCTL)

	Location of the unit within the subject/sector classification system
	

	Unit guided learning hours
	23






Managing School Facilities
	
Title:
	Managing school facilities

	Level:
	4

	Credit value:
	8

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

	1 Be able to conduct a review of a school’s current and future site facilities requirements
	1.1


1.2


1.3


1.4


1.5
	Explain the principles and processes of strategic facilities planning in schools 

Conduct an evidence-based review of a school’s current site facilities

Describe changes that may impact on  a school’s future facilities requirements

Identify potential development projects for inclusion in a strategic facilities plan

Produce a client brief for a potential minor capital works project

	2 Be able to contribute to the management of a school’s assets

	2.1



2.2



2.3



2.4


2.5
	Explain the importance of facilities management to the achievement of the school’s objectives

Describe how a school’s assets are managed and how asset registers are used in the process 

Describe a school’s arrangements for the inspection and servicing of its facilities

Evaluate a school’s processes for its facilities management

Recommend  improvements to the management of a school’s facilities

	3 Be able to contribute to the management of a school’s ICT facilities
	3.1




3.2


3.3

	Identify the key factors to be considered with regard to the design, installation and safe use of ICT facilities in a school

Evaluate the key features of a school’s ICT facilities 

Identify and set priorities for the development or improvement of a school’s ICT infrastructure

	4 Be able to contribute to the management of  a school’s catering 
provision







	4.1



4.2


4.3



4.4

4.5
	Identify the key aspects of government policy relating to school catering and food standards for schools

Describe the different methods of catering provision in schools
 
Describe the key responsibilities with regard to health and safety within school catering provision

Evaluate a school’s catering provision 

Recommend improvements in the management of a school’s catering facilities

	5 Be able to provide a summary of learning on the management of school facilities





	5.1


5.2




5.3




5.4
	Evaluate own professional competence in relation to managing school facilities

Reflect on the learning gained through completion of the ‘managing school facilities’ module assessment tasks and learning activities 

Summarise insights gained into current policy and practice in a school and the impact of work undertaken on these to date 

Identify areas for further professional learning and the improvement of policy and practice in a school


	
Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability to be able to contribute to the management of a school’s facilities including the identification of areas for improvement or development. The module concerns understanding strategic site management in a school; being able to manage the operation of a school's facilities; being able to manage a school's Information and Communication Technology (ICT) facilities and healthy catering in a school as required by a practising or potential school business manager.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	

	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)
	National College for Teaching and Leadership (NCTL)

	Location of the unit within the subject/sector classification system
	

	Unit guided learning hours
	20




Managing Risk in Schools
	
Title:
	Managing risk in schools

	Level:
	4

	Credit value:
	6

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

	1 Understand how the school manages risk

	1.1



1.2


1.3




1.4




1.5
	Identify  the key concepts and techniques related to the management of risk in schools

Explain how the school avoids and/or accepts risk

Identify examples of actual risks in the school and describe the probability of their occurring and their potential impact

Explain how the school applies control measures, implements changes needed, and monitors the effectiveness of the changes

Explain how the school could improve its risk management policy and practices, including putting in place practices where none currently exist

	2 Understand the school’s approach to health and safety

	2.1



2.2



2.3


2.4

	Identify the key legislative requirements and government policies related to health and safety in schools 

Evaluate the school’s written health and safety policy and its compliance with current legislative requirements

Evaluate an area of risk which directly impacts on support staff

Evaluate the school's approach to safeguarding children and safer recruitment


	3 Understand the school’s approach to fire safety

	3.1


3.2


3.3

	Identify the fire safety laws and regulations impacting on schools

Explain how the school currently complies with fire safety regulations

Recommend areas for improvement in the school’s approach to fire safety

	4 Understand school emergency and contingency planning

	4.1



4.2



4.3




4.4



4.5

	Evaluate the effectiveness of the ways in which your school plans for emergencies and contingencies

Evaluate the measures the school currently has in place regarding loss prevention

Evaluate the extent to which the risks associated with matters such as security, fire and disruption to key services are assessed

Evaluate any disaster recovery plan which may be in place, including guidance on dealing with the media

Evaluate the appropriateness of undertaking a disaster exercise

	5 Be able to provide a summary of learning on the management of risk in schools

	5.1


5.2




5.3




5.4
	Evaluate own professional competence in relation to managing risk in schools

Reflect on the learning gained through completion of the ‘managing risk in schools’ module assessment tasks and learning activities 

Summarise insights gained into current policy and practice in a school and the impact of work undertaken on these to date 

Identify areas for further professional learning and the improvement of policy and practice in a school

	

Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of the management of risk in schools, including health and safety, fire safety, and emergency and contingency planning as required by a practising or potential school business manager.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	

	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)
	National College for Teaching and Leadership (NCTL)

	Location of the unit within the subject/sector classification system
	

	Unit guided learning hours
	16








Managing Office Services
	
Title:
	Managing office services

	Level:
	4

	Credit value:
	8

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

	1 Understand the principles and procedures of a school’s management information system


	1.1




1.2



1.3




1.4


1.5
	Identify the key legislation, regulations, policies and procedures relevant to the operation of a school management information system

Conduct a review of a school’s management information system to
Identify key strengths and weaknesses 

Evaluate the effectiveness of a school’s system for storing data and transmitting it safely and in line with government guidelines

Evaluate how effectively a school manages its software licences 

Recommend improvements to be made to a school’s existing management information system

	2 Be able to contribute to the management  of communications within a  school setting
	2.1



2.2



2.3



2.4


	Evaluate the effectiveness of a school’s methods and techniques for communicating with parents

Identify the systems and processes required to  put in place an effective reception facility

Evaluate the effectiveness of a school’s management of its reception facilities and identify any areas for improvement

Analyse the implications of a ‘paperless’ form of communication with stakeholders as it applies to a school setting.


	3 Be able to contribute to the management of stakeholder services within a school setting

	3.1



3.2



3.3



3.4
	Explain the range of administrative services a school office is able to provide for school stakeholders

Evaluate the quality and effectiveness
of the services a school’s office team delivers to its stakeholders

Design a system to provide a specific office service to a group of stakeholders

Describe the ways a school business manager can improve the understanding and awareness of the role the  school office team plays in helping the school to achieve its overall goals and objectives

	4. Be able to contribute to the organisation of a school office

	4.1


4.2


4.3



4.4




4.5
	Identify the key concepts and techniques of school office design 

Review the current layout and design of a school office

Review the effectiveness of a school office’s provision for employee safety and comfort

Evaluate the extent to which office equipment, and its use in a school office setting, supports effective sustainability practices

Make recommendations for improvements based on a review of office layout, systems and practices within a school office.

	5 Be able to provide a summary of learning on the management of the school office

	5.1


5.2




5.3




5.4
	Evaluate own professional competence in relation to managing a school office

Reflect on the learning gained through completion of the ‘managing the school office’ module assessment tasks and learning activities 

Summarise insights gained into current policy and practice in a school and the impact of work undertaken on these to date 

Identify areas for further professional learning and the improvement of policy and practice in a school

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop an understanding of the principles and practice of school office management including the management of information systems, communications management, provision of school office services and the design and organisation of the office as required by a practising or potential school business manager.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	

	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)
	National College for Teaching and Leadership (NCTL)

	Location of the unit within the subject/sector classification system
	

	Unit guided learning hours
	20



Managing the School Environment
	
Title:
	Managing the school environment

	Level:
	4

	Credit value:
	8

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

	1 Understand the role of environment and sustainable development systems in schools

	1.1


1.2



1.3




1.4


	Identify which activities in schools are governed by environmental legislation

Research the national guidance related to environmental matters and sustainable schools

Use benchmarking tools to review a school’s current position  as a sustainable school and its commitment to sustainability
 
Recommend developments  to improve a school’s  current performance as a sustainable school

	2 Understand whole-school approaches to school sustainability
	2.1



2.2




2.3



2.4
	Identify the principles underpinning whole-school approaches to sustainability

Explain how to involve stakeholders in surveying and  developing a sustainable and environmentally friendly school environment

Complete a sustainability survey for a school designed to identify areas for development

Recommend developments based on a sustainability survey

	3 Be able to contribute to the management of water and energy resources in a school

	3.1



3.2


3.3


3.4

	Identify the statutory requirements relating to energy and water management that impact on schools

Benchmark a school’s energy and water costs against government standards
Evaluate the effectiveness of a school’s energy and water policies

Recommend improvements to a school’s monitoring policies in order to reduce energy consumption in a school

	4 Be able to contribute to the effective  management of school grounds 
	4.1


4.2




4.3



4.4


	Identify good practice in schools’ grounds management

Review the contribution  a school business manager can make to the management and development of school grounds

Analyse the effectiveness and appropriateness of a school’s grounds management contract.

Recommend improvements for the current management and use of school grounds

	5 Be able to provide a summary of learning on the management of the school environment 

	5.1



5.2




5.3




5.4
	Evaluate own professional competence in relation to managing the school environment

Reflect on the learning gained through completion of the ‘managing school environment’ module assessment tasks and learning activities 

Summarise insights gained into current policy and practice in a school and the impact of work undertaken on these to date 

Identify areas for further professional learning and the improvement of policy and practice in a school

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop an understanding of the principles and practice of school environment management as required by a practising or potential school business manager. This concerns understanding sustainable development in a school; whole school approaches to sustainability; energy and water management in a school and the management of a school environment and grounds.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	

	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)
	National College for Teaching and Leadership (NCTL)

	Location of the unit within the subject/sector classification system
	

	Unit guided learning hours
	20





Overview of Assessment Methodology

Overview of Assessment Methodology 

The general features of the assessment of the Level 4 Diploma in School Business Management programme are as follows: 
· Each unit is individually assessed on completion of that unit. 
· In order to complete the ILM Level 4 Diploma in School Business Management programme, participants are required to complete two development units and four operational units, with the operational Managing School Finances unit being mandatory. 
· A range of assessment techniques is used to ensure rigorous coverage of the learning outcomes of each unit and a clear focus on the development of professional and occupational skills. 
· Each unit is made up of a number of learning outcomes. Each learning outcome is assessed against four key areas and assigned a grade. 
· Participants are required to achieve at least a ‘pass’ grade in each learning outcome to gain a pass for the unit as a whole. Participants receiving a ‘referral’ for a unit may resubmit their work for assessment. 
· Successful completion of the ILM Level 4 Diploma in School Business Management programme (and award of this qualification) is dependent on the achievement of a pass grade in each of the six units completed.
· The qualification may be assessed using NCTL assignments and assessment forms. Alternatively, centres may use their own assessment instruments but these must be approved by ILM. 

Overview of Programme Assessment Requirements
	Development module 1: Understanding school business management
	Professional learning portfolio (PLP) 


	Development module 2: Planning and leading projects in schools
	Written project report, plus an executive summary (200 words)


	Operational modules: 
· Managing school finances 
· Managing school facilities 
· Managing the school environment
· Managing risk in schools 
· Managing human resources in schools 
· Managing office services
	Participants complete four of the six operational units





ILM provides ready-made assessment instruments/vehicles (e.g. assignment tasks) for every unit.  These are not mandatory.   Using ILM’s flexible assessment approach, centres can develop their own assessment instruments.  Please note this does not include changing the criteria, just the method by which they are assessed.  
There is a range of alternative methods (please refer to the ‘ILM Guide to assessing’, currently Sections 6 and 7).  It might be as minor as adjusting the ILM assignment task to contextualise it to a specific employer/situation.  More significantly, a centre might use assessed presentations or professional discussions in order to reduce the writing requirement.  However, before using a centre-developed assessment instrument, you first need approval from your ILM Quality & Compliance Manager.














Suggested Assessments for the Units in Level 4 Diploma in School Business Management 
Provided by National College of Teaching and Leadership

Disclaimer
The following assignments have been provided by the National College of Teaching and Leadership (NCTL) and incorporate terminology that differs slightly from that commonly used by ILM. Centres are advised to seek clarification when needed from their ILM Business Development Manager or Quality and Compliance Manager. 
Summary of Learning for each Operational Unit 
For each of the operational units the learner is also required to complete a summary of learning. This is focused on the professional learning gained through completion of the unit. You should analyse and discuss your learning and its impact on the workplace.   This task focuses on the ability to manage one’s own professional learning, reflect on experience, develop insights into self and take action to enhance one’s knowledge and skills. It also concerns the ability and willingness to be accountable for outcomes in a professional role and to make decisions in a context of limited supervision.
Please note that centres may use their own assessment instruments but these must be approved by ILM.

Assessment Tasks: Understanding School Business Management
Task 1: Describing the school setting and the role of the SBM
1. A description of the school and the community it serves
Your description should cover:  
· The location, size and type of school
· The social and economic characteristics of the community it serves
· The profile of the pupil population (for example: the percentage of pupils with free school meals, additional learning needs, English as a second language)
· The performance of the school
· Its links with other schools
· Its relationship with different stakeholder groups
· Anything particularly distinctive about its ethos, culture or achievements

You should also include key points from a recent Ofsted report in an appendix, and perhaps extracts from articles that provide a community viewpoint of the school or information from the school’s prospectus. Be very selective about the information you choose to include.
Word count for this item: 750 words (+/- 10%)
2.  A description of your professional role in the school and your relationship with other school staff
This should include a description of your role and responsibilities set within an overview of the way in which the business of the school is organised at the school.  
Your summary should cover:  
· A summary of the way in which the business of the school is managed
· A brief summary of the key personnel involved in conducting the business of the school and their specific roles within this
· A line-management chart, or ’organogram’, showing the organisational structure of business management at the school including key personnel and the lines of accountability
· A description of your role and the scope of your responsibilities*
· A description of your relationship to the school’s leadership group, and the contribution that you make to its work)*


You might also include relevant documents (such as your job description) in the appendix and extracts from relevant documents containing information about the school’s management of its business. Be very selective about the information you choose to include.
*If you are an ‘aspiring SBM’ who is not currently employed in a school business management role, briefly outline your relationship with the school and describe how the SBM role functions within your link school.
Word count for this item: 500 words (+/- 10%)
Task 2:  Establishing your professional needs
1. A review of your personal skills and characteristics as a learner
Your review should cover:  
· Key findings from your review of your professional competence in ‘managing self and personal skills’ (refer to managing self and personal skills diagnostic)
· Your reflections on your dominant learning style(s), and the implications for your work with others and completing this programme (refer to learning styles diagnostic)
· Your analysis of your time management skills and the key issues you face in managing your time effectively (refer to any suitable time management diagnostic)
· A summary of your strengths and development needs in ‘managing self and personal skills’
You should make reference to the relevant activities you have completed for this unit. 
Word count for this item: 500 words (+/- 10%)
2.  An analysis of your professional role and the challenges you face
Your analysis should cover:  
· Your reflections on your professional role and career development
· Your evaluation of your professional competence in key aspects of school business management
· Your analysis of the overall pattern of your leadership, management and administrative roles (refer to professional role analysis) *
· A summary of your strengths and development needs in leading and managing the business of the school

*  If you are an ‘aspiring SBM’ who is not currently employed in a school business management role, you should use the ‘professional role analysis’ as the starting point for a more general analysis of your experience as a leader, manager and administrator in other organisational settings.  
Word count for this item: 500 words (+/- 10%) 
Task 3: Exploring the political and organisational context of school business management
1. Report on the policy context of school business management
Summarise your research into the current policy context of school business management, identifying key drivers behind the development of the profession and key challenges for the future. You should also summarise the key implications for a specific school setting.
Word count for this item: 600 words (+/- 10%)
2.  Report on the use of analytical tools in a school setting
Prepare a report on the way in which you have used different analytical tools from the module to investigate aspects of the school and address key issues. You may refer to other analytical tools but should focus on at least two from the module. You should also briefly summarise what you have learned in the process.  
Word count for this item: 650 words (+/- 10%)
Task 4: Evaluating your professional skills and impact on the workplace
1. Reflections on your professional skills 
Summarise your reflections on your professional skills in leading and managing as a school business manager.  You should focus on the 3 following areas: 
· Negotiation skills and managing conflict (refer to negotiation skills diagnostics)
· Communicating effectively using presentation skills
· Evaluating systems for professional development

In summarising your reflections, focus on the following questions: 
· What have you learned about your skills in each area?
· What have you learned about the school?
· How can you extend your competency further? 
· In what ways could you contribute to the improvement of the school’s systems and processes?*

*If you are an ‘aspiring SBM’ who is not currently employed in a school business management role, outline any potential improvements you may have identified or improvements you would make if you were a SBM in that setting.
 Word count for this item: 500 words (+/- 10%)
2.  Summary of professional learning through the module
· Summarise your learning about school business management
· Relate this to your own school setting
· Assess yourself in relation to the SBM role, focusing particularly on leadership and management skills
· Evaluate your progression against your professional development plan 
· Identify your priorities for further career development and professional learning 

Word count for this item: 750 words (+/- 10%)

Assessment Tasks: Planning and Leading Projects in Schools
Task 1: Identifying and negotiating development projects
Section 1 of the project report
This section of the report summarises how you identified and negotiated a development project of benefit to the school.
Your report should:
· Summarise the purpose, focus and scope of your proposed project
· Describe the school setting and explain the significance of the project
· Summarise your research into relevant government policy and good practice in other schools
· Relate the project to the school’s vision for learning and development plans
· Analyse the needs of the school and the key issues to be addressed
· Relate the project to 2 key operational areas of school business management
· Set out an initial analysis of the risks and rewards of the project
· Describe how you secured the commitment of key stakeholders to the project

You should also complete a project proposal (for inclusion as an appendix item to your project report), together with any others items for inclusion as appendices.
Word count for this section of the report: 700 words (+/- 10%)
Task 2: Developing project plans
Section 2 of the project report
This section of the report summarises how you developed a detailed plan for your project.
Your report should explain how you:
· Negotiated the key objectives for the project
· Identified key phases, tasks and deadlines
· Prepared a project management plan and assigned roles and responsibilities
· Assessed the risks related to the project and proposals for risk management
· Considered the resource implications and researched the costs of the project
· Involved others in the project planning process

You should also complete a project plan (for inclusion as an appendix item to your project report), together with any others items for inclusion as appendices.
Word count for this section of the report: 700 words (+/- 10%)
Task 3: Leading and Managing Development Projects
Section 3 of the project report
This section of the report summarises how you led and managed the project over time.
Your report should explain how you:
· Led and managed the project team
· Involved the project team in decision making 
· Delegated tasks to others 
· Monitored progress against the project plan and took corrective action 
· Analysed and responded to issues that emerged as the project unfolded
· Monitored costs against the budget for the project
· Reported on progress to stakeholders 

You should also complete any items for inclusion as appendices to your report.
Word count for this section of the report: 700 words (+/- 10%)
Task 4: Evaluating projects and reflecting on project management skills
Section 4 of the project report
Prepare the final section of your project report. This section of the report summarises your evaluation of the project and your reflections on your professional learning and management skills.  You should include:
· An evaluation of the outcomes of the project 
· An analysis of the key enablers and barriers impacting upon it
· An evaluation of the impact of the project on staff, students and the school
· A professional commentary appraising the competences developed through the leadership and management of the project 
· A statement of the personal learning arising from its completion

You should also complete any items for inclusion as appendices to your report. 
Word count for this section of the report: 700 words (+/- 10%)

Assessment Tasks: Managing School Finances
Task 1: The principles of school financial management
Describe the different roles and responsibilities of the key individuals responsible for the management of your school’s finances (you may wish to use a diagram to illustrate the relationship between key individuals). Comment upon the effectiveness of these arrangements.  For example, is everyone clear about their particular responsibilities? Do these arrangements ensure that the school’s finances are managed effectively?
Investigate the systems and processes your school has in place to ensure that the finances are managed with probity. Identify any areas in which controls are inadequate and make recommendations to rectify these problems. You may find it helpful to refer to your school’s financial regulations for this question.
Very small schools, e.g. a primary school with only one member of staff who works in the school office, can find it difficult to meet model financial regulations. What practical advice would you give to such schools on how they can ensure probity, separation of duties etc.?
Task 2: Planning and setting the budget
The governors’ Finance Committee has asked you to prepare a report for them on the school’s process for drawing up its 3-year budget forecasts. They would like your report to include the following:
· An analysis of the major sources of funding for the school, with brief comments on whether or not you expect these funding sources to change in the future
· A description of the budget planning cycle which shows how this links to the school’s development or improvement planning
· A summary of the information used to evaluate past financial performance and to set budgets
· Suggestions for improvements to the process

You may wish to illustrate your report with graphs, tables or figures if appropriate. 

Task 3: Managing the budget 
1.  Evaluate how effectively your school’s finance team:
· Monitors and reports on the progress of the budget to governors during the year – you should indicate the frequency of reporting, the types of reports provided etc.
· Monitors the school’s cash flow position and its bank account
· Manages debt and credit control

2.   Briefly describe some of the challenges school finance teams can face in providing appropriate information to governors.
Task 4: Procurement and Value for Money
Choose two recent items your school has purchased. One item should be a physical resource and the other should be a service. For both items analyse:
· The procurement process the school went through, tracing the process as far back as possible, e.g. to the earliest discussions about the item
· How well the school followed the advice described in the 4 ‘C’s model
· If these purchases represent good value for money


Assessment Tasks: Managing HR in Schools
Task 1: Personnel management
Research the recruitment and selection process in your school and write a report for the governors’ Personnel Committee which assesses how effectively your school complies with both safer recruitment and equality rights guidance. Your report should make recommendations for improvement where appropriate. Use the following headings to structure your report:
· Advertising and the application pack
· Pre-employment checks
· The interview and selection
· Induction

You may find it helpful to visit the CWDC website http://www.cwdcouncil.org.uk/safeguarding/safer-recruitment 
Task 2: Staff development
Scenario Activity
For this activity you should choose either the secondary or the primary scenario at the end of this document. You should read the scenario first then respond to the task.  
There are three parts to this task:
· Describe how you would put in place an appropriate staff development programme for teaching and support staff who continue their employment in the school but with significant changes to their role and/or responsibilities.
· How would you evaluate the quality of the staff development provided?
· How do you ensure maximum benefit is derived from any budget made available for that training?

N.B. You MUST use one of the two scenarios provided and you should identify which one you have used. Work which relates only to practice within your own school will not be eligible for a pass grade.

Task 3: Employee relations and collective bargaining
Provide a commentary on the employee relations in a school and their impact on its working environment.
Identify the tangible and intangible benefits available to staff in your school. Produce a report for the governors’ Personnel Committee which:
· Summarises the school context in terms of collective bargaining and any collective agreements in terms of contractual terms and conditions
· Describes the benefits available
· Comments upon any differences between benefits available to teachers and benefits available to support staff
· Evaluates how effective these benefits are in motivating staff
· Makes recommendations for alterations to the range of benefits available to staff
· Describes how the proposed changes to contractual terms and conditions should be managed

Task 4: Payroll administration
Read the scenario below then complete the task which follows.
Scenario: Over the last 12 months your school has experienced substantial difficulties with the processing of payroll information. As a result, the salaries budget was significantly overspent and the school was forced to cut its spending in other areas.
Task: The governors’ Personnel Committee has asked you to produce a report for them which outlines the advantages and disadvantages of each of these methods for managing the school’s payroll function:
· Contracting with a local authority
· Managing in-house
· Outsourcing to a specialist private company

You should also describe what an efficient system would look like for monthly, quarterly and annual global payroll reconciliations.
In compiling your report you may wish to consider the following:
· Links between salary administration and the payroll function
· Understanding of the school’s requirements
· The cost of the service
· The level of specialist expertise required
· Any training and development needs

Task 2 Scenarios
Secondary
ABC High School is an 11-16 mixed gender sports college situated in the north of England.  In 2010 the school had approximately 1,400 pupils on roll and employed eighty-five teaching and forty support staff.  Each year the number of pupils on roll has steadily decreased due to a fall in numbers at feeder primary schools. In March 2013 the local authority informed the school that in September 2013 the pupil number would reduce to approximately 700. The number of teachers has also steadily decreased, (mainly due to natural wastage) and there are currently seventy-five full-time equivalent teaching staff employed by the school. However, in recent years, support staff numbers have increased to forty-five. The school business manager (SBM) produced a three-year budget forecast which predicted that the lower pupil numbers will lead to a reduction in the school’s income and result in a deficit budget of approximately £250,000 at financial year end 31 March 2015, if current staffing levels are maintained. 
The headteacher, and governors, in consultation with the local authority human resources team, have decided that a staffing restructure should be undertaken possibly leading to voluntary/compulsory redundancies. They have agreed that a three-year plan should be developed to include the following:
· A curriculum plan taking into account any changing requirements to the National Curriculum
· A staffing budget – including a comparison of the existing and proposed new structures to determine the impact of pay and grading issues
· A skills needs analysis of existing teaching and support staff in relation to changing school requirements in order to identify shortfalls
· Pupil projections for numbers on roll (provided by the local authority)

Staffing requirements will be analysed and predictions made as to the future demands for different types of staff. An analysis of the current workforce against the desired future workforce highlighting shortages, surpluses and competency gaps will be produced. These gaps will become the focus of a detailed plan, identifying the required changes and implementing strategies that will build the relevant skills and capacity needed for the school to succeed. If the decision is made that staffing levels should be reduced, every endeavour will be made by the governing body and the local authority to achieve reductions by means other than compulsory redundancy. The process will be undertaken at the earliest opportunity and will involve full consultation with affected staff and their trade union representatives. Only as a last resort will staff be dismissed on the grounds of compulsory redundancy.  Other methods of reducing staffing levels include:
· Resignation
· End of contracts
· Voluntary reduction from full-time to part-time hours
· Long-term leave of absence without pay
· Restructuring of teaching and learning responsibilities within school by negotiation or when a post becomes vacant
· Premature retirement of teachers at the age of 50 years or over on the grounds of efficiency of service
· Premature retirement at the age of 50 years or over on the grounds of voluntary redundancy
· Retirement on the grounds of voluntary redundancy for members of staff who have already acquired full pension rights, that is, forty years’ service
· Voluntary redundancy where an employee is below the age of fifty and is not eligible for premature retirement
· Reduction from full-time to part-time when filling existing vacancies
· Adoption of a job-sharing scheme to reduce full-time equivalent hours
· The use of temporary/fixed-term contracts if falling rolls are projected in the future
· The use of contracts with variable hours clauses
· Arrangements for voluntary transfer to a vacancy, either within this school or in another school, subject to approval of that school’s governing body and the local authority

As a result of the re-structuring process, it may become apparent that although some areas of the school are over-staffed, others may require additional support.  Therefore, it may be necessary to develop a programme to provide school-based re-training and updating of skills and expertise. In areas where there is a substantial lack of expertise it may be necessary to recruit new staff for specific posts.
The headteacher, governors and local authority are aware that once the new structure is in place it will be necessary to rebuild positive relationships within the school team. It was agreed that the actions outlined below would be initiated:
· Continuous personal development (CPD) programmes for staff who remain employed by the school but with some changes in their roles and responsibilities
· Induction programme for new staff
· A programme to rebuild the school team, especially to integrate the new staff with those remaining in post after the re-structure – including team CPD sessions and social events

Throughout this very difficult time, it is essential that effective communication and engagement takes place as early as possible and through all stages with the local authority human resources team, governors, staff and trade unions.

Primary
Hardcastle Primary School is situated in the north of England.  In 2010 the school had 378 pupils on roll, and employed 15 teaching and 9 support staff.  Each year the number of pupils on roll has steadily decreased due to a fall in numbers in the catchment area. In March 2013 the local authority informed the school that in September 2013 the pupil number would reduce to approximately 215. The number of teachers has also steadily decreased, (mainly due to natural wastage) and there are currently 9 full-time equivalent teaching staff employed by the school. However, in recent years, support staff numbers have increased to 14. The school business manager (SBM) produced a three-year budget forecast which predicted that the lower pupil numbers will lead to a reduction in the school’s income and result in a deficit budget of approximately £60,000 at financial year end 31 March 2015, if current staffing levels are maintained. 
The headteacher and governors, in consultation with the local authority human resources team, have decided that a staffing restructure should be undertaken possibly leading to voluntary/compulsory redundancies. They have agreed that a three-year plan should be developed to include the following:
· A curriculum plan taking into account any changing requirements to the National Curriculum
· A staffing budget – including a comparison of the existing and proposed new structures to determine the impact of pay and grading issues
· A skills needs analysis of existing teaching and support staff in relation to changing school requirements in order to identify shortfalls
· Pupil projections for numbers on roll (provided by the local authority)

Staffing requirements will be analysed and predictions made as to the future demands for different types of staff. An analysis of the current workforce against the desired future workforce highlighting shortages, surpluses and competency gaps will be produced. These gaps will become the focus of a detailed plan, identifying the required changes and implementing strategies that will build the relevant skills and capacity needed for the school to succeed. If the decision is made that staffing levels should be reduced, every endeavour will be made by the governing body and the local authority to achieve reductions by means other than compulsory redundancy. The process will be undertaken at the earliest opportunity and will involve full consultation with affected staff and their trade union representatives. Only as a last resort will staff be dismissed on the grounds of compulsory redundancy.  
Other methods of reducing staffing levels include:
· Resignation
· End of contracts
· Voluntary reduction from full-time to part-time hours
· Long-term leave of absence without pay
· Restructuring of teaching and learning responsibilities within school by negotiation or when a post becomes vacant
· Premature retirement of teachers at the age of 50 years or over on the grounds of efficiency of service
· Premature retirement at the age of 50 years or over on the grounds of voluntary redundancy
· Retirement on the grounds of voluntary redundancy for members of staff who have already acquired full pension rights, that is, forty years’ service
· Voluntary redundancy where an employee is below the age of fifty and is not eligible for premature retirement
· Reduction from full-time to part-time when filling existing vacancies
· Adoption of a job-sharing scheme to reduce full-time equivalent hours
· The use of temporary/fixed-term contracts if falling rolls are projected in the future
· The use of contracts with variable hours clauses
· Arrangements for voluntary transfer to a vacancy, either within this school or in another school, subject to approval of that school’s governing body and the local authority

As a result of the re-structuring process it may become apparent that although some areas of the school are over-staffed, others may require additional support.  Therefore, it may be necessary to develop a programme to provide school-based re-training and updating of skills and expertise. In areas where there is a substantial lack of expertise, it may be necessary to recruit new staff for specific posts.
The headteacher, governors and local authority are aware that once the new structure is in place it will be necessary to rebuild positive relationships within the school team. It was agreed that the actions outlined below would be initiated:
· Continuous personal development (CPD) programmes for staff who remain employed by the school but with some changes in their roles and responsibilities
· Induction programme for new staff
· A programme to rebuild the school team, especially to integrate the new staff with those remaining in post after the re-structure – including team CPD sessions and social events

Throughout this very difficult time, it is essential that effective communication and engagement takes place as early as possible and through all stages with the local authority human resources team, governors, staff and trade unions.

Assessment Tasks: Managing School Facilities
Task 1: Strategic site management
Conduct a review of your school’s current and future facilities requirements. As part of your review you may wish to consider the following:
· Age, condition and fitness for the purpose of the current site, grounds and buildings
· Demographic trends in the local population – are pupil numbers likely to rise, fall or stay the same?
· Possible changes to the status of the school e.g. is it considering becoming an academy or free school?
· Planned changes to the school curriculum that will impact on the facilities needed 
When you have completed your review, write a brief report for the school governors which outlines:
· Your findings
· 3 key areas for development in the next 5 years; these might be investment in new buildings, refurbishment of inadequate items such as window frames, re-equipment of under-utilised spaces, and so on.
· A draft client brief for a minor capital works project you would like the school to undertake in the next 12 months. 

Task 2: Operational management
Your school is about to appoint a new site manager who will report to the SBM.  Draft a short briefing paper that you can use to explain to him/her the following:
· How effective management of the school’s facilities contributes to the achievement of its educational targets and goals
· How assets are managed in school
· Which facilities are covered by regular inspections and how this process is managed and monitored
· The arrangements for the management of the school’s grounds and any improvements you would wish to implement in these arrangements


Task 3: ICT facilities
Access guidance on the use of ICT facilities and the design, installation and safe use of school ICT infrastructure:

· The Department for Education guidance on developing an ICT infrastructure
· http://www.education.gov.uk/schools/adminandfinance/procurement/b0069801/buying/ict/developing-an-ict-infrastructure 

· Health and Safety Executive http://www.hse.gov.uk/services/education/index.htm

· National Union of Teachers (Guidance on ICT safety in schools) http://www.teachers.org.uk/node/17550

Then compare the guidance offered on these websites, together with the guidance contained in this unit, with current practice in your school. When you have done this write a report for your ICT manager which identifies:

· Strong features of your school’s current ICT facilities
· Priorities for development or improvement

N.B. Do not refer to software or curriculum issues. Your focus should be on the infrastructure used to support the delivery of the school’s ICT requirements for both curriculum and administrative purposes.
Task 4: Healthy schools and catering
Produce a report for the governors on the strengths, weaknesses, and areas for development of the catering provision in your school. In compiling your report you should cover the following questions:
· Service provision – is catering provided in-house or outsourced? 
· Nutritional standards – how does the school ensure it meets any national guidelines?
· Healthy Schools Initiative – how has the school responded to this?
· Free school meals – what is the take up and how is this administered?


Assessment Tasks: Managing Risk in Schools
Task 1: Management of risk
Write a critique of how your school manages risk. This critique should:
· Illustrate how your school avoids and/or accepts risk 
· Use examples of actual risks in your school and describe the probability of their reoccurring and their potential impact 
· Illustrate how your school applies control measures, implements changes needed and monitors the effectiveness of the changes

Where appropriate, the critique should illustrate how your school could improve its policy and practice, including putting in place practices where they do not exist – e.g. with regard to applying control measures, implementing changes, and monitoring the effectiveness of the changes.
Task 2: Health and safety 
Write a report to the governor body which evaluates your school’s approach to health and safety.  In doing so:
· Consider your school’s written health and safety policy and its compliance with current legislative requirements
· Evaluate those areas of risk which directly impact on support staff, focusing on one of the five risks discussed in the module unit
· Consider your school's approach to safeguarding children and safer recruitment

Task 3: Fire safety
In preparation for an external inspection, write a brief report for the Senior Leadership Team which identifies: 
· How the school currently complies with fire safety regulations
· Areas for improvement

Task 4: Emergency and contingency planning
Evaluate the effectiveness of the ways in which your school plans for various emergencies and contingencies. In doing so:
· Consider the measures your school currently has in place regarding loss prevention
· Consider the extent to which the risks associated with matters such as security, fire, disruption to key services etc. are assessed
· Evaluate any disaster recovery plan which may be in place, including guidance on dealing with the media; if no plan exists, consider the merits of establishing one and the key people you would need to contact in order to formulate your plans
· Consider the appropriateness of undertaking a disaster exercise




Assessment Tasks: Managing Office Services
Task 1: Management information systems
Review your school’s current MIS provision using the following questions as prompts:

· What are the strengths and weaknesses of your school’s MIS system? (You may find it useful to refer to the questions in the section on ‘Choosing an MIS system’ in Unit 1 of the online module).
· What measures does your school have in place to ensure that all data is stored and transmitted safely between schools and other organisations in accordance with government guidelines? Do you consider these measures to be sufficient and effective?
· How effectively does your school manage any software licences it holds? Make recommendations for any changes to the school’s processes or procedures you feel are necessary to ensure legal compliance.

Submit your review in the form of a report to the governing body.

Task 2: Communications management
Write a report to your school’s Senior Leadership Team outlining the strengths and weaknesses of your school’s current methods for communicating with parents, both electronically and in writing. 
Also consider how the school’s reception facility is managed and how it might be improved.  
At the end of your report outline the implications of changing to using only ‘paperless’ forms of communication.


Task 3: Stakeholder services
· Evaluate the quality and effectiveness of the services the office team delivers to its stakeholders, and how that service is perceived by them
· Design a system to provide a specific office service to a group of stakeholders
· Describe ways in which you might, as the SBM, improve understanding and awareness of the role the office team plays in helping the school achieve its overall goals and objectives

Task 4: Office systems and organisation 
Carry out a review of the organisation of your school office in the following areas:
· The suitability of the layout and design of the office
· Provision for employee safety and comfort
· Sustainable practices in the choice and use of office equipment

Your review should be written up in the form of a report to the office staff team, for discussion at the next team meeting. The report should also make recommendations for improvements. You may wish to include in your recommendations sketches or diagrams to show improvements to the layout.

Assessment Tasks: Managing the School Environment
Task 1: Sustainable development and schools
Every school should have an environment and sustainable development system in place. Few schools have developed these fully, but most will probably have many of the components in place. Read over the benchmarking tool to familiarise yourself with its operation then undertake a gap analysis (downloadable Word document in the online resources).  This deals with assessing commitment to being a sustainable school. 
When you have completed your analysis, present your findings in the form of a report to the school’s Eco committee. 
Task 2: Whole-school approaches
· Use the Eco-Schools’ environmental review checklist (www.eco-schools.org.uk), or the checklist in Table 1.4, to describe how you would recruit and organise volunteers (other staff, parents and learners) to conduct a sustainability survey 
· Choose two of the doorways (A-F) from the checklist in Figure 1 and assess your school's current practice against them
· Explain how you might involve learners in this activity as part of their curriculum (e.g. could energy use be monitored as part of the science curriculum?)

Task 3: Energy and water management 
For this task you will need to use the School Financial Benchmarking site: https://www.education.gov.uk/sfb/login.aspx.  When you have logged on, benchmark your school's energy and water costs against other similar schools.  In the light of your findings, and your own observations of your school, write a report for your school's site management team which:
· Explains the statutory requirements in relation to heating, lighting and hot water in the school
· Evaluates the effectiveness of your school's energy and water management policies 
· Makes recommendations for more effective monitoring processes designed to reduce energy consumption in the school (this should be possible even for schools which are already very efficient in their usage)

Aspiring SBMs who are not based in a school will have to ask their link school for a Username and password or use the Guest login on the School Financial Benchmarking site.


Task 4: The school environment
The governing body’s General Purposes Sub-committee has asked you to prepare a report for on the school grounds. They have asked you to provide them with the following information:
· How effectively the school currently uses the grounds to meet the needs of ‘community, curriculum and campus’, with any suggestions for future developments
· An analysis of  your current grounds maintenance contract which highlights strong features and aspects you would wish to change in the new contract
· How you, as school business manager, can contribute to the management and development of the grounds and how this will benefit the school


How to use the Assessment Matrices and Forms

Assessment Methodology 
Assessors should note that the level matrices are the primary reference point in the assessment of the units. There are specific level matrices for each of the Development Units (see pages 62-67) and a generic matrix that can be used for each of the Operational units (page 68).   
Each learning outcome from the units should be assessed against the requirements set out by the level matrices and a grade (referral, pass, good pass, excellent pass) awarded for each element (knowledge and understanding of key concepts and techniques, application of learning to professional practice, analysis, refection and professional accountability and communication skills) and these should be recorded on the assessment forms (see page 69 onwards). 
Once each learning outcome has been assessed in turn, then the overall grade for the unit can be calculated. The learning outcome assessments from the forms are summarised on a unit mark sheet which also provides the facility for specific feedback (page 69 onwards). 
You should first check that the participant has achieved at least a pass grade for each of the learning outcomes making up the unit.  If not, the grade for the unit as a whole is a referral.
In most cases, the grade for the unit as a whole will be self-evident.  Where there is a split across learning outcome grades, the assessor must make a judgement call as to the overall unit grade.
Preparing feedback
The feedback section of the assessment form covers both key strengths and areas for development in relation to each of the following: 
· Development unit 1: Professional Learning Portfolio 
· Development unit 2: Project Report 
· Operational units: Unit assessment tasks 
Length of the feedback
Assessors should write between 150-200 words in total for each unit deemed a referral as a whole and then the assessor needs to use his or her professional judgement to provide sufficient scaffolding so that the participant knows exactly what to do in order to recover the unit on resubmission.

Level Matrices

The following Level matrices have been provided by NCTL and utilise a different assessment methodology from that currently used by ILM. Centres are advised to seek clarification, if needed, from their Quality and Compliance Manager or the specialist ILM Product and Quality Advisor.
Level Matrix for Assessment of Development Unit 1: Understanding School Business Management 
Professional Learning Portfolio
	Level of performance
	Level 1: 
Refer
	Level 2: 
Pass
	Level 3: 
Good pass
	Level 4: Excellent pass

	Knowledge and understanding of key concepts and techniques
	No evidence of knowledge and understanding of school business management and the role of the SBM.
No evidence of research to underpin this.
No or limited evidence of engagement with the module.
	Demonstrates emerging knowledge and understanding of school business management and the role of the SBM.
Limited evidence of research to underpin this.
Shows some evidence of understanding the module content.
	Demonstrates secure knowledge and understanding of school business management as a field of professional practice and the role of the SBM in schools.
Evidence of engagement with relevant literature to develop knowledge and understanding.
Substantial evidence of engagement with module content.
	Demonstrates deep knowledge and understanding of school business management as a field of professional practice.
Has researched the role of the SBM in schools in depth.
Evidence of engagement with broad range of relevant literature to deepen knowledge and understanding.

	Application of learning to professional practice
	No evidence of the application of knowledge and understanding of school business management to a specific setting and to their own professional role/skills.
Limited evidence of the use of specialised, technical and operational skills relevant to the SBM role in their own professional practice. Has not applied tools and techniques from the unit.
	Some evidence of the application of knowledge and understanding of school business management to a specific setting and to their own professional role/skills.
Evidence of emerging specialised, technical and operational skills relevant to SBM role and some use of these in their own professional practice,
Has applied some of the tools and techniques from the unit but may not have fully answered the question.
	Secure evidence of the application of knowledge and understanding of school business management to the analysis of a specific setting and their own professional role/skills.
Demonstrates mastery of specialised, technical and operational skills relevant to SBM role and the use of these in their own professional practice. 
	Makes informed and critical use of knowledge and understanding of school business management to analyse a specific setting and their own professional role/skills.
Demonstrates high-level mastery of specialised, technical and operational skills relevant to SBM role and the use of these to analyse issues and inform improvements in the workplace.

	
Analysis, reflection and personal accountability 
	No evidence of ability to evaluate own skills, plan for professional learning and take action to meet development needs.
Little or no evidence of ability to analyse the workplace and identify issues.
PDP may be very weak or inappropriate. Tools if used are not analysed or reflected upon in terms of their use.
	Some evidence of ability to evaluate own skills, plan for professional learning and take action to meet development needs.
Demonstrates emerging ability to analyse the workplace, identify issues and suggest improvements.
	Demonstrates ability to evaluate own skills, plan for professional learning and take action to meet development needs.
Demonstrates ability to analyse the workplace, identify issues and propose improvements.
	Demonstrates ability to engage in critical self-evaluation and take action as a self-directed learner to meet development needs.
Demonstrates ability to engage in critical analysis of the workplace, address complex and non-routine issues and propose improvements, providing a well-argued rationale for actions taken.

	Communication skills
	Failure to present information and reflections in a clear, objective and professional manner.
Writing style shows inconsistencies in use of spelling, punctuation and grammar.
Limited or inappropriate use of different techniques to communicate information, with unacceptable standard of presentation.
Has not answered the question as set.
	Some evidence of ability to present information and reflections in a clear, objective and professional manner.
Observes the mechanics of language and makes correct use of spelling, punctuation and grammar.
Acceptable standard of presentation, with some use of different techniques to communicate information.
Answers at least half the question set.
	Presents information and reflections in a clear, objective and professional manner.
Secure in the mechanics of language, with accurate use of spelling, punctuation and grammar.
Effective use of different techniques to communicate information with high standard of presentation.
Answers the question in full.
Adheres to word count.
	Presents information and reflection in a fluent, clear, objective and professional manner.
Sophisticated observation of the mechanics of language, with accurate use of spelling, punctuation and grammar.
Creative use of a range of techniques to communicate information, with highly professional standard of presentation.



Level Matrix for Assessment of Development Unit 2: Project Management
Project Report
	Level of performance
	Level 1: 
Refer
	Level 2: 
Pass
	Level 3: 
Good pass
	Level 4: Excellent pass

	Knowledge and understanding of key concepts and techniques
	No evidence of knowledge and understanding of concepts and techniques related to the planning, leadership and management of projects.
	Demonstrates emerging knowledge and understanding of concepts and techniques related to the planning, leadership and management of projects.
	Demonstrates secure knowledge and understanding of concepts and techniques related to the planning, leadership and management of projects.
	Demonstrates deep knowledge and understanding of concepts and techniques related to the planning, leadership and management of projects, with evidence of engagement with broader literature.

	Application of learning to professional practice
	No evidence of application of skills relevant to project planning, leadership and management.
Project selected is inappropriate and does not offer enough scope for the participant to meet the assessment criteria.
	Evidence of emerging skills relevant to project planning, leadership and management.
Evidence may be seen in project proposal and plan but may not have been carried across to the usual entries.
Project selected may have limitations for development.
	Demonstrates mastery of skills relevant to project planning leadership and management.
Project identified is important to the school and offers good scope for professional development.
	Demonstrates high level of expertise in skills relevant to project planning, leadership and management.




	
Analysis, reflection and personal accountability 
	No evidence of ability to analyse issues in the workplace, solve problems and evaluate own performance.
Does not reflect upon use of project management tools or techniques.
	Demonstrates emerging ability to analyse issues in the workplace, solve problems and evaluate own performance.
Has identified issue in project proposal and plan but the summary of key points in the unit text is weak.
Tools, if used, are described but not reflected upon in terms of their use.
	Demonstrates ability to analyse complex and non-routine issues, solve problems and evaluate own performance.
Analyses effectiveness of tools and techniques used.
Good summary of key issues backed by reference to appropriate evidence in appendices.
Good identification of impact and importance of the project.
	Demonstrates ability to analyse complex and non-routine issues, solve problems in the workplace and engage in critical self-evaluation of own performance.

	Communication skills
	Communicates in format and style not appropriate for a professional audience, with low standard of presentation.
Has not answered the question as set. 
	Communicates in writing in a format and style that is broadly appropriate for a professional audience, with acceptable standard of presentation.
Answers at least half of the question as set. 
	Communicates in writing fluently in a format and style appropriate for a professional audience, with a high standard of presentation.
Answers question in full.
	Communicates in writing with fluency and creativity in a style that engages a professional audience, with highly professional standard of presentation.




Level Matrix for Assessment of Operational Units
	Level of performance
	Level 1: 
Refer
	Level 2: 
Pass
	Level 3: 
Good pass
	Level 4: Excellent pass

	Knowledge and understanding of key concepts and techniques
	No evidence of knowledge and understanding of concepts and techniques related to an operational area.
	Demonstrates emerging knowledge and understanding of concepts and techniques related to an operational area.
	Demonstrates secure knowledge and understanding of concepts and techniques related to an operational area.
	Demonstrates deep knowledge and understanding of concepts and techniques related to an operational area. Evidence of engagement with broader literature.

	Application of learning to professional practice
	No evidence of specialised, technical and operational skills relevant to this aspect of the SBM role.
	Evidence of emerging specialised, technical and operational skills relevant to this aspect of the SBM role.
	Demonstrates mastery of specialised, technical and operational skills relevant to this aspect of SBM role.
	Demonstrates high level of expertise in specialised, technical and operational skills relevant to this aspect of SBM role.

	
Analysis, reflection and personal accountability 
	No evidence of ability to analyse issues in the workplace, solve problems and exercise good judgement.
	Demonstrates emerging ability to analyse issues in the workplace, solve problems and exercise good judgement.
	Demonstrates ability to analyse complex and non-routine issues and solve problems in the workplace.
	Demonstrates ability to analyse complex and non-routine issues and solve problems in the workplace.
Provides a well-argued rationale for actions taken.

	Communication skills
	Written communication in format and style not appropriate to the given audience, with low standard of presentation.
	Communicates in writing in a format and style that is broadly appropriate to the given audience, with acceptable standard of presentation.
	Communicates in writing fluently in a format and style appropriate to the given audience, with high standard of presentation.
	Communicates in writing with fluency and creativity in a style that engages the audience, with highly professional standard of presentation.



Unit Assessment Forms

The following Unit Assessment Forms are based on the forms provided by the National College for Teaching and Leadership (NCTL).

Assessment Form Development Unit 1: Understanding School Business Management
	LO 1: Understand the school setting and the role of the SBM
	Level of achievement

	
	Referral
	Pass
	Good pass
	Excellent pass

	Knowledge and understanding
	
	
	
	

	Application of learning
	
	
	
	

	Analysis and reflection
	
	
	
	

	Communication and key skills
	
	
	
	

	Overall level of achievement for LO 1
	Referral / Pass / Good Pass / Excellent Pass 



	LO 2: Understand how to establish own professional needs
	Level of achievement

	
	Referral
	Pass
	Good pass
	Excellent pass

	Knowledge and understanding
	
	
	
	

	Application of learning
	
	
	
	

	Analysis and reflection
	
	
	
	

	Communication and key skills
	
	
	
	

	Overall level of achievement for LO 2
	Referral / Pass / Good Pass / Excellent Pass 



	LO 3: Understand the political and organisational context of SBM
	Level of achievement

	
	Referral
	Pass
	Good pass
	Excellent pass

	Knowledge and understanding
	
	
	
	

	Application of learning
	
	
	
	

	Analysis and reflection
	
	
	
	

	Communication and key skills
	
	
	
	

	Overall level of achievement for LO 3
	Referral / Pass / Good Pass / Excellent Pass 



	LO 4: Understand how to evaluate own professional skills and impact on the workplace
	Level of achievement

	
	Referral
	Pass
	Good pass
	Excellent pass

	Knowledge and understanding
	
	
	
	

	Application of learning
	
	
	
	

	Analysis and reflection
	
	
	
	

	Communication and key skills
	
	
	
	

	Overall level of achievement for LO 4
	Referral / Pass / Good Pass / Excellent Pass 




Development Unit 1: Understanding School Business Management – Unit Assessment

Participant					Assessor
Provider					Date

	Learning Outcomes
	Level of achievement

	LO 1: Understand the school setting and the role of the SBM
	Referral / Pass / Good Pass / Excellent Pass

	LO 2: Understand how to establish own professional needs
	Referral / Pass / Good Pass / Excellent Pass

	LO 3: Understand the political and organisational context of school business management
	Referral / Pass / Good Pass / Excellent Pass

	LO 4: Understand how to evaluate own professional skills and impact on the workplace
	Referral / Pass / Good Pass / Excellent Pass

	Overall level of achievement of Unit 1
	Referral / Pass / Good Pass / Excellent Pass



Assessor’s comments

Assessment Form Development Unit 2: Planning and Leading Projects in Schools
	LO 1: Be able to identify and negotiate development projects

	Level of achievement

	
	Referral
	Pass
	Good pass
	Excellent pass

	Knowledge and understanding
	
	
	
	

	Application of learning
	
	
	
	

	Analysis and reflection
	
	
	
	

	Communication and key skills
	
	
	
	

	Overall level of achievement for LO 1
	Referral / Pass / Good Pass / Excellent Pass 



	LO 2: Be able to develop project plans

	Level of achievement

	
	Referral
	Pass
	Good pass
	Excellent pass

	Knowledge and understanding
	
	
	
	

	Application of learning
	
	
	
	

	Analysis and reflection
	
	
	
	

	Communication and key skills
	
	
	
	

	Overall level of achievement for LO 2
	Referral / Pass / Good Pass / Excellent Pass 



	LO 3: Be able to lead and manage development projects

	Level of achievement

	
	Referral
	Pass
	Good pass
	Excellent pass

	Knowledge and understanding
	
	
	
	

	Application of learning
	
	
	
	

	Analysis and reflection
	
	
	
	

	Communication and key skills
	
	
	
	

	Overall level of achievement for LO 3
	Referral / Pass / Good Pass / Excellent Pass 



	LO 4: Be able to evaluate projects and reflect on project management skills

	Level of achievement

	
	Referral
	Pass
	Good pass
	Excellent pass

	Knowledge and understanding
	
	
	
	

	Application of learning
	
	
	
	

	Analysis and reflection
	
	
	
	

	Communication and key skills
	
	
	
	

	Overall level of achievement for LO 4
	Referral / Pass / Good Pass / Excellent Pass 




Development Unit 2: Planning and Leading Projects in Schools – Unit Assessment

Participant					Assessor
Provider					Date

	Learning Outcomes
	Level of achievement

	LO 1: Be able to identify and negotiate development projects
	Referral / Pass / Good Pass / Excellent Pass

	LO 2: Be able to develop project plans
	Referral / Pass / Good Pass / Excellent Pass

	LO 3: Be able to lead and manage development projects
	Referral / Pass / Good Pass / Excellent Pass

	LO 4: Be able to evaluate projects and reflect on project management skills
	Referral / Pass / Good Pass / Excellent Pass

	Overall level of achievement of Unit 2
	Referral / Pass / Good Pass / Excellent Pass



Assessor’s comments

Assessment Form Operational Unit (insert unit name)
	LO 1: 
	Level of achievement

	
	Referral
	Pass
	Good pass
	Excellent pass

	Knowledge and understanding
	
	
	
	

	Application of learning
	
	
	
	

	Analysis and reflection
	
	
	
	

	Communication and key skills
	
	
	
	

	Overall level of achievement for LO 1
	Referral / Pass / Good Pass / Excellent Pass 



	LO 2: 
	Level of achievement

	
	Referral
	Pass
	Good pass
	Excellent pass

	Knowledge and understanding
	
	
	
	

	Application of learning
	
	
	
	

	Analysis and reflection
	
	
	
	

	Communication and key skills
	
	
	
	

	Overall level of achievement for LO 2
	Referral / Pass / Good Pass / Excellent Pass 



	LO 3: 
	Level of achievement

	
	Referral
	Pass
	Good pass
	Excellent pass

	Knowledge and understanding
	
	
	
	

	Application of learning
	
	
	
	

	Analysis and reflection
	
	
	
	

	Communication and key skills
	
	
	
	

	Overall level of achievement for LO 3
	Referral / Pass / Good Pass / Excellent Pass 



	LO 4:
	Level of achievement

	
	Referral
	Pass
	Good pass
	Excellent pass

	Knowledge and understanding
	
	
	
	

	Application of learning
	
	
	
	

	Analysis and reflection
	
	
	
	

	Communication and key skills
	
	
	
	

	Overall level of achievement for LO 4
	Referral / Pass / Good Pass / Excellent Pass 





	LO 5: Summary of Learning
	Level of achievement

	
	Referral
	Pass
	Good pass
	Excellent pass

	Knowledge and understanding
	
	
	
	

	Application of learning
	
	
	
	

	Analysis and reflection
	
	
	
	

	Communication and key skills
	
	
	
	

	Overall level of achievement for LO 5 
	Referral / Pass / Good Pass / Excellent Pass 





 Operational Unit Assessment (insert unit name)

Participant					Assessor
Provider					Date

	Learning Outcomes
	Level of achievement

	LO 1: 
	Referral / Pass / Good Pass / Excellent Pass

	LO 2: 
	Referral / Pass / Good Pass / Excellent Pass

	LO 3:
	Referral / Pass / Good Pass / Excellent Pass

	LO 4: 
	Referral / Pass / Good Pass / Excellent Pass

	LO 5: 
	Referral / Pass / Good Pass / Excellent Pass

	Overall level of achievement for unit 
	Referral / Pass / Good Pass / Excellent Pass



Assessor’s comments
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