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Qualification Purpose and Aim 
Who is this qualification for? 
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. 
The Level 5 Diploma in School Business Management is designed for experienced SBMs who want to develop their leadership and management skills.
The Level 5 Diploma in School Business Management qualification is designed to enable the professional school business manager to understand and develop professional learning, and to experience a genuine sense of ownership, with the senior leadership team, of the management and leadership of the learning environment. The qualification also introduces participants to the strategic dimension of the school business manager’s role. Theoretical perspectives on leadership and management are also explored and participants are expected to demonstrate their application of these to their current role.


Progression Routes
This qualification will provide progression opportunities to a range of ILM qualifications including: 
Level 6 Diploma in School Business Management
Level 6 Award/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 5 School Business Management delivery team will be comprised of individuals who have:
Qualifications and/or substantial middle management experience in an educational setting at RQF Level 5 or above. 
At least one member of the delivery team should preferably hold the School Business Manager qualification or equivalent (at Level 5 or above). 
[bookmark: _GoBack]Experience of managing a budget in an educational setting at RQF Level 5 or above.
ILM Accredited Trainer status is desirable but not essential. 

Internal Verifiers
ILM requires that Level 5 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 5 Diploma in School Business Management 
	Qualification Accreditation No:
	601/5604/1

	Planned Operational Start Date:
	01 Feb 2015

	Credit Value:
	56 credits 

	Induction:
	3 hours 

	Tutorial Support:
	Minimum of 10 hours

	Guided Learning Hours (GLH):
	The overall guided learning hours for the programme is 134, including the induction and tutorial support hours cited above.

	Duration:
	To be completed in 3 years

	Rules of Combination:
	Learners are required to complete all units totalling 56 credits to achieve this qualification. 

Refer to the overview of units table.

	Assessments:
	Learning Outcome section assessment applies to all units within this qualification (i.e. the learner must satisfy every Learning Outcome as articulated by the assessment criteria). For further details see the ILM recommended Mark Sheet for each unit. 






Overview of Units for the Level 5 Diploma in School Business Management
	Ref
	Unit Title
	Level
	CV*
	GLH**

	
	Mandatory Group 
	
	
	

	8628-408
	Leading and managing teams
	4
	6
	14

	8628-409
	Personal effectiveness
	4
	5
	14

	8628-500
	Leading and managing the business of schools 
	5
	20
	46

	8628-501
	Managing school improvement
	5
	17
	40

	8628-502
	Stakeholder engagement
	5
	8
	20



*Credit Value
** Guided Learning Hours











Unit Specifications for the Level 5 Diploma in School Business Management


Leading and Managing Teams
	Title:
	Leading and managing teams

	Level:
	4

	Credit value
	6

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

	1 Understand the role of the team, team building and team effectiveness


	1.1 Identify the nature and characteristics of effective teams

1.2 Describe a range of factors that influence team development and performance

1.3 Review the current performance of a team working in a school setting using a range of appropriate tools and techniques

	2 Be able to propose improvements to the effectiveness of a team working in a school setting
	2.1

	Produce a report outlining proposals for improving the effectiveness of a team working in a school setting that is based on a review of its current performance

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding of tools and techniques for reviewing team performance and improving the effectiveness of a team 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 of Teaching and Leadership (NCTL)

	Location of the unit within the subject/sector classification system
	

	Unit guided learning hours
	14




Personal Effectiveness
	Title:
	Personal Effectiveness

	Level:
	4

	Credit value:
	5

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

	1 Understand the key concepts that 
  contribute to personal effectiveness as a 
  school business manager

	1.1


1.2

1.3

	Demonstrate knowledge and understanding of key concepts and techniques related to personal effectiveness 
Provide evidence of engagement with literature focused on personal effectiveness. 
Demonstrate recognition of the importance of personal effectiveness and continuing professional development for the school business manager

	2. Be able to develop and undertake a      strategy for improving personal    effectiveness in the workplace
	2.1



2.2


2.3

2.4


2.5

	Critically reflect on and evaluate own personal and professional effectiveness in order to identify an area of personal development that would be of benefit to the role of  a school business manager
Assess own current position with regard to the chosen area of personal effectiveness in order to identify  and justify an area for undertaking planned personal development activities
Prepare a viable action plan for the development of the selected aspect of personal effectiveness
Implement an action plan for the development of own personal effectiveness
Complete a reflective log that demonstrates the ability to reflect on the implications of learning gained through the implementation of a personal development action plan

	3. Be able to review and reflect on the     process of personal effectiveness     development and its effect on workplace performance
	3.1

3.2
	Evaluate own success in developing a selected personal effectiveness skill over time
Summarise  future development needs, either in  the area of focus or in other area(s)

	Additional information about the unit
	

	Unit purpose and aim(s)
	The purpose of this unit is to provide the school business manager with the opportunity to develop knowledge and understanding of the personal effectiveness skills that underpin that role, the process for the development of those skills and how that process can be evaluated, including enabling the school business manager to develop own personal effectiveness through the preparation and implementation of a personal development action plan.

	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 of Teaching and Leadership (NCTL)

	Location of the unit within the subject/sector classification system
	

	Unit guided learning hours
	14




Leading and managing the business of schools
	Title:
	Leading and managing the business of schools

	Level:
	5

	Credit value:
	20

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

	1 Understand strategy in schools




	1.1

1.2


1.3

1.4

1.5
	Describe key concepts and techniques associated with the strategic direction and development of schools
Explain the changing policy context in which schools operate and the implications of this for their strategic planning processes
Evaluate a school’s strategic planning process
Evaluate the contribution of the school business manager to the strategic direction and development of schools

Explain own contribution to the strategic leadership and management of the school and plans to enhance this contribution in the future

	2 Understand the strategic direction in the school




	2.1

2.2


2.3

2.4

	Explain the application of the tools and techniques of strategic analysis in the school setting
Evaluate the school’s current position in relation both to its external environment (‘positioning view’) and to its internal characteristics (‘resource-based view’) in order to identify priorities for development

Establish priorities for development in relation to the school’s adaptation both to its external environment and to a selected internal area 

Explain how analyses and proposals for understanding the strategic direction of schools have been informed by own reading about the key concepts and techniques of strategic analysis 

	3 Be able to plan a strategic initiative in schools

	3.1

3.2

3.3

3.4


3.5


3.6

3.7

3.8

3.9
	Produce an outline business case to address an identified internal or an external key priority for development
Describe the strategic need which the business case is intended to address in terms of the work of the school 
Analyse the way in which the project may affect, or be affected by, other initiatives
 
Evaluate options and select a recommended course of action from the options available to achieve the strategic goals of the project

Identify the project objectives of the recommended course of action and assess their potential impact on the school 
Assess the risks facing the proposed project and identify strategies for managing those risks
Assess  the costs and benefits of the proposed project
 
Demonstrate that the financing of the selected project option is affordable, offers value for money, and is sustainable in the long term
 
Summarise key project deliverables and their due dates 

	4 Understand key aspects of a school’s strategic and financial management

	4.1



4.2



4.3



	Assess the school’s approach to options appraisal and the approval of strategic initiatives and development projects and through this identify current strengths, areas for development and priorities for action
Assess the school’s approach to risk management and the management of strategic and financial risks and business continuity planning and through this identify current strengths, areas for development and priorities for action
Assess a school’s approach to strategic financial management and the alignment of financial forecasting and budget setting processes to the strategic direction of the school and through this identify current strengths, areas for development and priorities for action 

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding of the key concepts and techniques related to the strategic development of schools and strategic school initiatives 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 of Teaching and Leadership (NCTL) 

	Location of the unit within the subject/sector classification system
	

	Unit guided learning hours
	46





Managing school improvement
	Title:
	Managing school improvement

	Level:
	5

	Credit value:
	17

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

	1 Understand the principles of school effectiveness and school improvement

 

 


	1.1


1.2
	Identify the key concepts and techniques associated with school effectiveness and school improvement including reference to national policy
Critically reflect on the role of the school business managers in contributing to school improvement processes

	2 Be able to apply the concepts of school improvement to a specific school setting



	2.1


2.2


2.3

2.4

	Analyse the school’s context and current level of performance, drawing on key school documents and data sources
Identify current strengths, areas for improvement and priorities for action from analysis of the school’s performance 
Summarise school improvement priority areas and review the potential strategies to address these areas 

Complete an options appraisal process to identify one initiative which you will be able to significantly engage with in your position as a school business manager. 

	3 Be able to lead and manage change within a specific school setting



	3.1

3.2

3.3
3.4

3.5

3.6
	Outline the school context and the school improvement initiative you intend  to implement  

Justify the need for change and summarise the specific intervention strategies to be deployed 

Apply a range of the tools and techniques of change management
Analyse  the organisational culture and attitudes towards the proposed change 

Explain your proposed strategy for managing the change and how this has been informed by your initial analysis 

Reflect on the usefulness of the tools and techniques of change management and how you could use these in the future

	4 Be able to improve efficiency within a specific school setting

	4.1

4.2

4.3


4.4


4.5

4.6

4.7
	Describe the initial and recurrent costs of the proposed initiative

Describe the metrics you propose to use to determine the value for money of your initiative

Summarise how the initiative has been planned to achieve value for money through regard for economy, efficiency and effectiveness

Analyse the challenges involved in securing value for money in the education sector, drawing on your reading 

Review your use of the tools and techniques to measure the value-for-money of the proposed initiative 

Explain how to ensure the proposals and improvement initiative are part of a whole school value-for-money strategy

Reflect on the role and responsibilities of the school business manager in improving efficiency and securing value for money

	5 Be able to provide a summary of learning on the management of business improvement within a specific school setting

	5.1

5.2

5.3
	Reflect on the professional learning  achieved through completion of work for this unit
 
Reflect on your current and potential contribution to school improvement as a school business manager
 
Explain the way in which your work was informed by your reading and academic study into aspects of school effectiveness and school improvement 

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop the knowledge and skills required to be able to evaluate the current level of performance of a school and to understand the concepts of school improvement in order to make proposals for the adoption of an improvement initiative in a school. This includes understanding the nature of change in educational organisations, being able to manage change in schools, understanding the concept of value for money in a school and measures of efficiency and effectiveness in a school as part of a whole school value-for-money strategy. 

	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 of Teaching and Leadership (NCTL)

	Location of the unit within the subject/sector classification system
	

	Unit guided learning hours
	40




Stakeholder engagement
	Title:
	Stakeholder engagement

	Level:
	5

	Credit value
	8

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

	1. Understand stakeholder engagement in school settings
	1.1

1.2
	Identify the range of school stakeholders and their respective characteristics, interests and influence in a school setting
Use stakeholder mapping techniques to classify a school’s interaction with its stakeholders

	2 Be able to contribute to working with a school’s key stakeholders 



	2.1

2.2

2.3

2.4
	Analyse a school's approach to managing its relationships with a key group of stakeholders, applying appropriate concepts and techniques 
Develop proposals for the improvement of a school's approach to managing its relationships with a key group of stakeholders 
Analyse the effectiveness of a school's marketing strategy and associated promotional activities in relation to a key group of stakeholders 
Recommend improvements to a school's marketing strategy and associated promotional activities

	3 Be able to provide a summary of learning on working with stakeholders

	3.1

3.2

	Reflect on the learning gained through completion of the  stakeholder engagement module assessment tasks and learning activities 
Summarise insights gained into current policy and practice in a school, the impact of work undertaken on these to date, and the implications for its further development 

	Additional information about the unit

	Unit purpose and aim(s)
	To develop understanding of working with a school’s stakeholders and the use of marketing techniques, promotional activities and Customer Relationship Management (CRM) 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 of Teaching and Leadership (NCTL)

	Location of the unit within the subject/sector classification system
	

	Unit guided learning hours
	20





Overview of Assessment Methodology 

The general features of the assessment of the Level 5 Diploma in School Business Management programme are as follows: 
· Each unit is individually assessed on completion of that unit. 
· In order to complete the Level 5 Diploma in School Business Management programme participants must complete all five units that make up the programme.
· 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 Level 5 Diploma in School Business Management programme (and award of this qualification) is dependent on the achievement of a pass grade in each of the five 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
	Leading and managing teams        
	Analysis of the dynamics of a team

	Personal effectiveness
	Reflective commentary on the implementation of a personal development action plan

	Leading and managing the business of schools

	Reflective commentary on the strategic direction and development of schools
Application of tools and techniques of strategic analysis
Making a business case and reviewing strategic planning

	Managing school  improvement

	Investigation of the performance of the school in order to identify school improvement issues
Application of tools and techniques for managing change 
Recommendation of a value for money improvement

	Stakeholder engagement
	Report outlining marketing strategy



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 5 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. 
The assessments are presented below in the order in which they are registered, however centres may elect to change that order. Personal Effectiveness and Leading and Managing Teams are units that you may wish to offer concurrently followed by the Stakeholder Engagement unit. Managing School Improvement could be offered mid -way through the programme or as the final unit.

Unit 1: Leading and managing teams
Introduction
In Unit 1 our focus is on your management of those staff for whom you have a direct responsibility – your team or teams. If you work in a small primary school your team may be very small and consist, perhaps, of one other person.  If this is your situation, you will wish to choose selectively from the material offered.  The general principles regarding the management and motivation of others remain valid, with adaptation, in most contexts. 
Effective team leadership relies upon mastering a wide assortment of skills ranging from implementing policies and organising procedures to motivating staff to achieve high standards. The aim of team leadership is to assist members of the team to achieve their personal best. Jones (2005)
As you work through this module, keep your current team at the forefront of your mind and try to apply what you read to them and your situation.

Learning outcomes
Upon successful completion of this module you will be able to:

Demonstrate knowledge and understanding of key concepts that can contribute to personal effectiveness as a leader/manager of teams.
Recognise that key decisions regarding team members are informed by ethical considerations.
Evaluate the effectiveness of teams and plan for their improvement.
Understand theories of human motivation and apply them to the development of individuals and teams.
Understand the principles of coaching and how to give feedback, and apply these when managing the performance of your staff.
Evaluate your own effectiveness and manage your professional development as a team leader.


Assessment
Report for an audience of professional peers   (2,000 words)
Write a report that is suitable for an audience of your professional peers based on a review of the effectiveness of a team working in a school setting.  The report should include an analysis of the team’s current performance and your proposals for improving its effectiveness.
In completing this assessment task you are required to review the effectiveness of a team you currently lead and manage or a team you are a member of. The outcome of your review will be a number of proposals for increasing the effectiveness of the team.  There are two parts of this task.
Stage One: Analysing the team’s current performance
You will be aware from your study of teams in this unit that there are many factors which can contribute to the effectiveness of teams and that there are different perspectives from which teams can be analysed.  These include:
Stage of development of the team
Team leadership and leadership style
Team culture
Team membership
How team is motivated
Opportunities for feedback and professional development
Write a commentary on the team you have chosen to study, considering these factors in order to analyse its effectiveness (1,500 words).
Stage Two: Reporting back to professional peers on your findings
Produce a brief report, using language and a format appropriate to a group of your professional peers, outlining your proposals for improving the team’s effectiveness.  Base your report on the analysis above, but focus primarily on your proposals to improve the effectiveness of the team (500 words).



Unit 2: Personal effectiveness 
Introduction
In Unit 2 our focus is primarily on self and how you might improve your personal effectiveness as a manager.  The initial focus is on your current capabilities as a manager of yourself and others. The starting point is self-management and personal effectiveness. Knowing our own strengths and areas for development makes us better placed to manage and relate to others.
Learning outcomes
On successful completion of this module you will be able to:
Demonstrate knowledge and understanding of key concepts that can contribute to their personal effectiveness as a manager. 
Demonstrate awareness of strategies for self-evaluation in order to be able to plan for improvement in their personal effectiveness. 
Demonstrate that key decisions regarding colleagues and stakeholders are informed by ethical considerations. 
Demonstrate effective communication with a range of internal and external stakeholders. 
Assessment 
Assessment for this unit is through a reflective commentary on your progress in developing your skills in a selected aspect of your personal effectiveness.
Reflective commentary 		100 per cent 		(2,000 words)
Write a reflective commentary on the development of your skills in a selected aspect of your personal effectiveness. Your commentary should include your reasons for selecting this area, a review of related concepts and techniques and an evaluation of your effectiveness in developing your chosen skill and a summary of your future development needs.
For this assessment task you should choose an aspect of your personal effectiveness you wish to improve, for example, time-management, delegation or managing meetings. This is a three-stage process.


Stage One: Choosing a skill to develop
Your choice should be made after reflecting on the outcomes of any diagnostics you have completed, personal feedback you have received (possibly from any Performance Management processes your school may have) or discussions with a mentor.
Once you have determined your area of focus you should complete an Action Planning pro forma/plan to indicate:
The skill or competency to be developed
Any relevant literature you intend to read and/or individuals you will consult
The strategies you will put in place to achieve your goal
Your success criteria
Then submit your action-planning form to your tutor who will discuss your proposals with you.
Stage Two: Developing the skill
You should now put into practice your action plan and maintain a reflective log of your progress during this phase of the programme.
Stage Three: Reflecting
At the end of the phase you will complete a reflective commentary on your progress in your chosen area (2,000 words). The commentary should include:
An explanation of why you chose your particular area of focus and how your development in this area would benefit you and your school.
A review of key literature, concepts and ideas related to your area of focus and a commentary on their value.
An evaluation of how effective you have been at developing your chosen skill. You should provide examples of occasions or situations in which you tried to put into practice your chosen skill. You should analyse how successful you were, related to any theories you may have read (note: do not provide a lengthy description of what you did).
A brief summary of your future development needs, either in your area of focus or in another area(s).


Unit 3: Leading and managing the business of schools
Note: The assessment for this unit consists of three main stages which make up an integrated unit
Introduction to Stage One: Thinking about strategy in schools
In the first stage we look at the impact of recent government policy on schools and how they plan for the future. We then consider the importance of strategy in the work of the school leadership team and how school business managers can make a contribution to this aspect of the school’s work. The module also helps you to reflect on the strategic aspects of your current role and the ways in which you could develop these in the future.
Learning outcomes
On successful completion of this stage you will be able to:
Demonstrate knowledge and understanding of key concepts and techniques of the strategic direction of schools.
Demonstrate awareness of the changing policy context in which schools operate and the implications of this for their strategic planning processes.
Demonstrate skills in future thinking and the use of scenarios to inform the longer-term strategic development of schools.
Reflect on the moral leadership of schools and review your own school’s vision for learning.
Evaluate your own contribution to the strategic leadership and management of your school and plan to enhance that contribution. Upon successful completion of this module you will be expected to articulate key concepts of strategic leadership and management clearly.
Assessment task: Thinking about strategy in schools
The assessment of this stage is part of a broader set of requirements for the unit as a whole (6,000 words or equivalent). The assessment for this stage comprises a reflective commentary.
Reflective commentary (2,000 words)
Prepare a reflective commentary focused on your understanding of key concepts and techniques associated with the strategic direction and development of schools and the contribution of the school business manager to this process. The commentary will also draw conclusions about the strategic direction and development of your own school. Finally, the commentary should also summarise your reflections on your current contribution to the strategic leadership and management of your school and your plans to enhance this contribution in the future.
You will prepare a reflective commentary on the strategic direction and development of schools, drawing on your professional experience to date and your study for this module.
Through the commentary, you will demonstrate your understanding of the key concepts and techniques associated with the strategic direction and development of schools and the contribution of the School Business Manager to this process.  The commentary should also demonstrate the ways in which your thinking is informed by your personal experience, professional analysis and academic study.
The first part of the commentary should summarise your understanding of key concepts and techniques of the strategic direction and development of schools. You should show awareness of policy directions, research studies, inspection findings and engagement with the literature on the topic.



Introduction to Stage Two: Analysing the strategic direction of the school
The overarching aim of this stage is to enable participants to use a range of different analytical approaches and planning techniques to evaluate the strategic needs of the school, translate into priority areas for action and plan projects to secure school improvement over time.
Learning outcomes
On successful completion of this stage, you will be able to:
Demonstrate knowledge and understanding of key concepts and techniques of strategic analysis and environmental scanning.
Understanding the importance of the engagement of school stakeholders in the strategic development of the school and consider different approaches to achieving this.
Apply the key concepts and techniques of strategic analysis and planning to their own school settings.
Investigate a school setting and collect evidence to inform development proposals.
Communicate effectively in writing with a range of stakeholder groups.
Articulate the research and thinking that underpin proposals for development.
Assessment task:
The assessment of this stage is part of a broader set of requirements for the unit as a whole (6,000 words or equivalent). The assessment for this stage comprises a professional commentary and a report to governors.
Professional commentary and report to governors (2,000 words)
A	Prepare a professional commentary (1,500 words) explaining your application of the tools and techniques of strategic analysis in your own school setting.  

Your strategic analysis should examine first the external environment of the school (‘positioning view’) and then its internal characteristics (‘resource-based view’) in order to identify priorities for development.  In terms of the internal capacity of the school, you should choose one of the following areas:
Facilities development
Human resources development
B 	Write a report for the school governors which sets out clear priorities for development in relation to both the school’s adaptation to its external environment and to your selected internal area (500 words).
Your professional commentary should comprise the following sections:
A brief introduction to the school setting, its context and its overall strategic development.
An evaluation of the school’s current position in relation to the external environment.
An evaluation of the school’s current position in relation to either its facilities or human resources.
Your evaluation should draw upon a range of analytical techniques and sources of evidence.
You should set out a summary of your key findings.
You should explain how you have been able to engage stakeholders in the process and describe how they should be further consulted over the strategic needs and development priorities you have identified.
A discussion showing how your analyses and proposals have been informed by your reading about the key concepts and techniques of strategic analysis.
Your report for governors should identify a number of clear priorities for development (normally 3-5 priorities), together with broad strategic goals in relation to each priority.


Introduction to Stage Three: Planning strategic initiatives in schools
In Stage Two the focus of our attention was on the first phase of the development process – strategic analysis. In Stage Three we consider the next two phases – strategic planning and project implementation. 
We begin this stage with a consideration of the principles and processes of strategic planning before investigating how schools can use risk assessment analyses to support their strategic decision making. Next we consider the relationship between schools’ strategic plans and their long-term financial plans before proceeding to put those plans into practice. In the final part of the module we outline some of the key processes necessary for the effective implementation of the school’s strategic plans.
Learning outcomes
On successful completion of this stage, you will be able to:
Demonstrate knowledge and understanding of key concepts and techniques of strategic decision making, risk management and project planning.
Understand the importance of aligning the school's strategic financial planning with the school's development planning.
Apply the key concepts and techniques of strategic planning to your own school setting.
Investigate school settings and collect evidence to inform development proposals and project plans.
Demonstrate skills in developing a business case and preparing project plans.
Communicate effectively in writing with a range of school stakeholder groups.
Assessment 
The assessment of Stage Three is part of a broader set of requirements for the unit as a whole (6,000 words or equivalent).
There are two parts to the assessment of this stage: An outline business case and a confidential report to the School’s Leadership Team. 
Part 1: Outline Business Case		50 per cent 		(1,000 words)
Produce an outline business case to address one of the key priorities for development (internal or external) that you identified in Stage Two (1,000 words + additional evidence in appendices). This strategic initiative will be the focus of your business case.

Part 2: Confidential report to the School’s Leadership Team   50 per cent 	  (1,000 words)
Produce a confidential report for the SLT summarising your assessment of key aspects of the school’s strategic and financial management (1,000 words + additional evidence in appendices).
In each case, your report should identify current strengths, areas for development and priorities for action. 
Further guidance on Part 1:
Your outline business case should draw upon the theories, tools and techniques covered. It should include the following sections: 
Background: A description of the strategic need that has been identified, which this project is intended to deliver, and summary of supporting evidence.
Strategic goals: A statement of broad strategic goals, capturing what the project is intended to achieve in terms of the work of the school.
Strategic fit: An explanation of the contribution the project will make to the organisation’s overall strategic direction.
Interdependencies: An analysis that illustrates the way in which this project may affect, or be affected by, other initiatives.
Options appraisal: A summary and appraisal of a number of options to achieve your strategic goals. You should then identify your recommended course of action from the options available.
Project objectives: A list of the project objectives of the selected option, clearly stating the anticipated impact on the school.
Risk assessment: An assessment of the risks facing the option you have chosen and the identification of strategies for managing those risks.
Cost-benefit analysis: A calculation of the costs and benefits of the proposed project.
Project financing: A discussion of the financing of the option you have chosen which demonstrates that it is affordable, offers value for money and is sustainable in the long term. 
Project planning: Summary of key deliverables and their due dates.
Planning assumptions: List of key assumptions made in developing the business case.
Further guidance on Part Two:
Your confidential report to the SLT should draw upon the theories, tools and techniques covered in the module. It should be concise and appropriate for that professional audience, with supporting materials in appendices. 
You should focus on three key areas of current practice in the school, each one having particular significance for the role of the School Business Manager.  These three areas comprise the school’s approach to:
Options appraisal and the approval of strategic initiatives and development projects.
Risk management, particularly the management of strategic and financial risks and business continuity planning.
Strategic financial management and the alignment of financial forecasting and budget setting processes to the strategic direction of the school.


Unit 4 – Managing school improvement
Note: The assessment for this unit consists of three main stages which make up an integrated unit
Introduction to Stage One: Understanding school improvement
This stage is designed to enhance your understanding of school improvement from both theoretical and applied perspectives.  We consider briefly our understanding of the term quality, its use in educational contexts and the importance of determining what constitutes quality before embarking on improvement initiatives.  Next we investigate the outcomes of current research into school improvement and school effectiveness, and how this can inform senior leaders’ strategic decision taking.
We then shift our attention to some of the major national policies and strategies that have been used over the last decade to promote school effectiveness and school improvement, and consider how these are linked to the research findings.  Finally, our focus is the school level and the increasing importance attached to school self-evaluation as a tool for improvement, which requires that school leaders are able to understand and use key performance data and to establish internal monitoring and evaluation processes.  We conclude by considering the need to have robust whole-school improvement planning processes in place if key priorities for improvement are to be identified and translated into practical interventions designed to address these.
Learning outcomes
On successful completion of this stage you will be able to:
Demonstrate knowledge and understanding of the research into school effectiveness and improvement.
Demonstrate knowledge and understanding of national policies and strategies for school improvement.
Apply the concepts of school effectiveness and school improvement to a specific school setting.
Contribute to a school’s self-evaluation of its performance.
Make judgements about different school improvement priorities and strategies.
Critically reflect on the role of the SBM in contributing to school improvement processes.


Assessment
The assessment of this stage is part of a broader set of requirements for the unit as a whole (6,000 words or equivalent).  The assessment for this stage comprises a report and reflective commentary.
Report and reflective commentary   (2,000 words)
Write a report for your school’s SLT (1,500 words + additional evidence in appendices) focused on an investigation into the performance of your school and the identification of significant school improvement issues that it faces.  You should identify priorities for action and discuss potential strategies for improvement.  Finally, you should identify one initiative which you will be able to significantly engage with in your position as a school business manager.
Write a reflective commentary (500 words) to demonstrate how your conducting of the investigation, priorities for improvement and potential strategies for improvement have been informed by personal experience, professional analysis and academic study.  You should also consider the role of the school business managers in securing school improvement.
Your report to the SLT should comprise:
A brief introduction to the context of the school (socio-economic factors, parental attitudes, local trends etc.).
An analysis of the school’s current level of performance, drawn from key school documents and data sources.
Identification of current strengths, areas for improvement and priorities for action.
A summary of three school improvement priority areas and discussion of the potential strategies to address these areas.
An options appraisal process to identify one initiative which you will be able to significantly engage with in your position as a school business manager.
A brief outline of the school improvement initiative you will choose to implement.
Your reflective commentary should comprise:
An explanation of the way in which your report to the SLT was informed by your reading and academic study into aspects of school effectiveness and school improvement.
Discussion of key issues you faced in terms of professional analysis and decision making.
Reflection on the professional learning that you have achieved through completion of work for this stage.
Reflection on your current and potential contribution to school improvement as an SBM.
Discussion of the broader implications for school business management as an area of professional practice.


Introduction to Stage Two: Leading and managing change
This stage covers the challenges involved in leading and managing strategic improvement initiatives which are explored in some detail.  Effective change in schools is not a simple matter.  Schools are vulnerable to fluctuations in outside opinion, government policy, the requirements of inspection processes and so on.
Steering a course which ensures the school is moving towards its chosen goals and engages staff and the wider community with the process can be challenging.  The approach taken in this stage is to initially deepen our understanding of the nature of change by a consideration of some theoretical models.  The focus then moves to the change process as organisations actually experience it.  Thus, the starting point is why does the organisation want to change, what are the drivers? Then we consider what parts of the organisation we need to change, before looking at how we will do this in our particular situation.  Next, we investigate the practicalities of making the change actually happen, and conclude our analysis by considering how we will monitor and evaluate the impact of any changes.
Learning outcomes
On successful completion of this stage you will be able to:
Demonstrate your knowledge of theoretical models of change in organisations.
Understand the complexities of managing change in a turbulent environment.
Apply a range of tools, theories and concepts to the analysis of change events.
Adopt a strategic approach to the management of change and apply this to a school setting.
Demonstrate and apply your understanding of the processes needed to successfully manage individuals through change processes.
Reflect on the usefulness of the tools and techniques of change management in the professional practice of school business managers.
Assessment
The assessment of Stage Two is part of a broader set of requirements for the unit as a whole (6,000 words or equivalent).  The assessment for Stage Two comprises a professional commentary on your application of the tools and techniques for managing change in your own school setting.

Professional commentary (2,000 words)
Prepare a professional commentary (2,000 words + additional evidence in appendices) focused on your application of the analytical techniques for change management in your own school setting.  The commentary will focus on your use of the tools and techniques covered in Stage Two and how these can be used to inform your school’s strategy for managing the school improvement initiative you have recommended (Stage One), and other future changes.
Your professional commentary should comprise:
A brief introduction to the internal school context regarding the change you propose to introduce.
Your rationale for the need for change and summary of the specific intervention strategies to be deployed.
An analysis of the organisational culture and attitudes towards the proposed change.
Your proposed strategy for managing this change and how this has been informed by your initial analysis.
A reflection on the usefulness of the tools and techniques of change management and how you could use these in the future.






Introduction to Stage Three: Improving efficiency
This stage explores the particular contribution that school business managers can play in ensuring that strategic decision taking in their schools is informed by considerations of efficiency, effectiveness and value for money.  This stage has strong links with the ground covered in Understanding School Improvement in Stage One, and uses our understanding of the research into school effectiveness to inform our thinking.
School improvement initiatives often require significant investment of resources and as school leaders we need to be able to look forward to determine if this investment is likely to be worthwhile.  The stage focuses on answering these questions:
Do we have the systems, processes and tools in place to ensure that our decisions are informed by considerations of economy and effectiveness?
How do we know that what we did was the most effective use of our resources?
How will we ensure that what we do in the future will be the most effective use of our resources?
Learning outcomes
On successful completion of this stage you will be able to:
Demonstrate your knowledge of legal requirements, accountability frameworks relating to school spending and procurement processes.
Demonstrate your understanding of the complexities involved in determining value for money in schools.
Apply the principles of best value to a school context in order to secure the most efficient use of those resources the school devotes to improvement activities.
Make secure decisions with regard to resource allocation and securing best value.
Write reports for a specific audience, using a range of conventions, to set out reasoned proposals for action.
Assessment
The assessment of Stage Three is part of a broader set of requirements for the unit as a whole (6,000 words or equivalent). The assessment for Stage Three comprises: a report to the governing body finance sub-committee on the value for money of your proposed initiative, and a professional commentary on key concepts and techniques in improving efficiency and securing value for money in school settings.


Report to the governing body finance sub-committee (750 words + additional evidence in appendices)
Prepare a report for the sub-committee that explains why your proposed school improvement initiative will represent value for money for the school.  Your report should include:
A brief introduction to the improvement initiative you are proposing and the rationale behind it.
A statement of the initial and recurrent costs of the proposed initiative.
A checklist of the metrics you propose to use to determine the value for money of your initiative.
A summary of how the initiative has been planned to achieve value for money through regards for economy, efficiency and effectiveness.
Professional commentary (1,250 words + additional evidence in appendices)
Write a professional commentary on key concepts and techniques in improving efficiency and securing value for money in school settings.  Your commentary should include:
Analysis of the challenges involved in securing value for money in the education sector, drawing on your reading of the literature referenced in Module 3.
A discussion of your use of the tools and techniques covered in Module 3 measure the value for money of the proposed initiative.
An explanation of how you will ensure that your proposals for this improvement initiative are part of a whole-school value-for-money strategy.
Reflections on the role and responsibilities of the SBM in improving efficiency and securing value for money.


Unit 5: Stakeholder engagement
Introduction
The unit focuses on the need for the school business managers to engage effectively with a range of stakeholders, both internal and external. Schools have always played an important role in their local community and over the last decade many of them have developed extended services provision. At the same time, models of school organisation and governance have become increasingly varied. In this context, it is argued, schools need to have well-developed strategies for Customer Relationship Management. 
While completing this unit you will investigate the strategies schools need to work effectively in this complex environment; we analyse the nature of the customer/client relationship with the school; we consider the need for schools to have marketing strategies and some of the ethical issues this can give rise to; and reflect upon how best to communicate with stakeholder groups.
Learning Outcomes
Upon completion of this unit, you will be able to:
Demonstrate knowledge and understanding of key concepts and techniques related to working with stakeholders, marketing schools and managing customer relationships. 
Apply these concepts and techniques to your own school setting.
Analyse your school's approach to managing its relationships with different groups of stakeholders and develop proposals for the improvement of these relationships.
Analyse the effectiveness of your school's marketing strategy and associated promotional activities, and make recommendations for their development. 
Demonstrate that you can communicate effectively with a range of internal and external stakeholders. 
Assessment 
 Assessment for this unit is through a report to your school’s governing body and a professional commentary on the report.


Report for the governing body and professional commentary 	
100 per cent 	(2,000 words)
Produce a report for your school’s governing body (1,500 words) which outlines a marketing strategy designed to ensure that your school will have effective engagement with one key group of stakeholders. Your report should include an investigation into your school’s current relationship with the chosen group, an analysis of your investigation and proposals for a marketing strategy to further strengthen that relationship.  The proposals should be based upon the outcomes from your investigation and analysis above. 
Your report should include:
An investigation into your school’s current relationship with the chosen group of stakeholders, based on the collection of information from a number of sources.
An analysis of your investigation, based on the tools and techniques of stakeholder analysis covered in the unit.
Proposals for a marketing strategy. This should include a clear set of strategic objectives; it should also outline the marketing methods to be used and explain why they have been chosen.
You should also prepare a professional commentary on the report to governors (500 words). 
Your professional commentary should:
Briefly set out the organisational context.
Explain the reasons for selecting the chosen group of stakeholders.
Demonstrate how your preparation of the report was guided by the academic and professional reading you have covered as a result of studying this module (for example marketing theory, customer relationship management and stakeholder analysis).
Summarise the implications of the work you have undertaken for your own professional practice in the future, and for the further development of 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. 
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 pages 56 to 68). 
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 56 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. 


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.
Centres may choose to allocate marks for each grade, if they wish to do so.
That is:
Referral		0 – 49%
Pass			50 – 59%
Good Pass		60 – 69%
Excellent Pass	70+%

 


	

Knowledge and understanding of key concepts and techniques

	Refer
	Pass
	Good pass
	Excellent pass

	Demonstrates no or only limited knowledge and understanding of the topic and its key concepts.
	Demonstrates knowledge and understanding of the topic and its key concepts and techniques.
	Demonstrates clear knowledge and understanding of the topic and its key concepts. Makes explicit links to a wider field of professional practice.
	Demonstrates deep knowledge and understanding of the topic and its key concepts.  Shows a secure knowledge of the field of professional practice.

	Demonstrates no or limited knowledge and understanding of the techniques related to the topic.
	Demonstrates knowledge and understanding of the professional and analytical techniques related to the topic.
	Demonstrates clear knowledge and understanding of the topic and relevant techniques. Makes explicit links to a wider field of knowledge.
	Demonstrates deep knowledge and understanding of the topic and relevant techniques.  Shows a secure knowledge of the subject area.

	Demonstrates no or limited awareness of policy developments and best practice in school business management.
	Shows awareness of policy developments and best practice in school business management.
	Has researched policy developments and best practice in school business management and recognises their professional significance.
	Has researched in depth policy developments and best practice in school business management and recognised their significance for their professional role and school setting.

	Shows no critical engagement with key concepts, techniques or policies; accepted at face value.
	Provides some evidence of evaluating concepts, techniques and policies.
	Critically evaluates key concepts, techniques and policies.  Identifies different approaches and schools of thought.
	Provides thorough critical evaluation of key concepts, techniques and policies, based on considered appraisal of different approaches, arguments and assumptions.




	Application of learning to professional practice

	Refer
	Pass
	Good pass
	Excellent pass

	Has only limited or no relevant understanding of the work undertaken to improve the school setting.
	Shows some understanding of the strategic importance of the work undertaken to improve the school setting.
	Shows understanding of the strategic importance of the work undertaken to improve the school setting. Has achieved potential or actual improvements.
	Excellent understanding of the strategic importance of the work undertaken to improve the school setting.  Has achieved significant potential or actual improvements.

	Demonstrates no or limited ability to design and/or execute an investigation, with limited or no evidence gathering.
	Demonstrates the ability to design and/or execute an appropriate investigation that is largely fit for purpose and undertakes basic application of evidence-gathering techniques.
	Clearly demonstrates the ability to design and/or execute an appropriate investigation, based on systematic research methods.  Uses appropriate evidence-gathering techniques.
	Able to design and/or execute an investigation based on effective research methods demonstrating secure validity and reliability.  Demonstrates informed and critical use of evidence-gathering techniques, based on understanding of research methods.

	Makes little or no use of key concepts and techniques to address issues in own school setting; concepts are misunderstood or misapplied.
	Some evidence of application of key concepts and techniques to analyse issues and inform improvements in own school setting.
	Applies a range of key concepts and techniques to analyse issues and inform improvements in own school setting.
	Makes informed and critical use of key concepts and techniques to analyse issues and inform improvements in own school setting.

	Shows limited or no evidence of specialised, technical, creative and professional skills related to the role of the SBM.
	Some evidence of specialised, technical, creative and professional skills related to the role of the SBM.
	Demonstrates mastery of specialised, technical, creative and professional skills related to the role of the SBM. Has refined those skills through reflection on experience.
	Demonstrates a high level of expertise in the specialised, technical, creative and professional skills related to the role of the SBM, and provides evidence of the refinement of those skills through reflection on experience. 

	Shows little or no evidence of personal and interpersonal skills related to the leadership and management roles of the SBM.
	Some evidence of personal and interpersonal skills related to the leadership and management roles of the SBM.
	Demonstrates mastery of personal and interpersonal skills related to the leadership and management roles of the SBM.
	Demonstrates a high level of expertise in the specialised, technical, creative and professional skills related to the role of the SBM and has refined those skills through critical self-appraisal and reflection on experience.





	Analysis, reflection and personal learning

	Refer
	Pass
	Good pass
	Excellent pass

	Shows limited self-knowledge of their own professional skills and personal effectiveness.  Self-knowledge is absent or inaccurate.
	Demonstrates some self-knowledge of their own professional skills and personal effectiveness.
	Demonstrates ability to reflect on experience and evaluate their own professional skills and personal effectiveness.
	Critically reflects on and systematically evaluates their personal and professional skills and effectiveness to identify areas for improvement.

	Shows little or no evidence of awareness of own personal and professional development needs or of action to meet those needs.
	Identifies own personal and professional development needs and takes relevant action to meet those needs.
	Identifies own personal and professional development needs and takes purposeful and sustained action to meet those needs.  Recognises link between own development needs and those of the school setting.
	Engages in critical analysis of own personal and professional development needs and takes purposeful and sustained action to meet those needs.  Relates development needs to improvement of the school setting.

	Demonstrates little or no evidence of problem-solving and decision-making skills and has limited ability to assess situations and make appropriate professional judgements.
	Demonstrates emerging problem-solving and decision-making skills.  Provides some evidence of ability to assess situations and make appropriate professional judgements.
	Demonstrates effective problem-solving and decision-making skills. Exercises good professional judgement.
	Demonstrates ability to analyse situations, solve difficult problems and make clear decisions.  Exercises sound professional judgement in the face of complex issues.

	Demonstrates little or no recognition of ethical issues in professional practice and limited evidence of acting in an ethical manner.
	Recognises ethical issues in professional practice and acts in an ethical manner.
	Analyses ethical issues in professional practice to determine appropriate course of action. Acts in an ethical and professional manner in complex and sensitive situations.
	Engages in systematic and thoughtful analysis of ethical issues in professional practice to determine appropriate course of action in complex and sensitive situations.
Professional behaviour is underpinned by clear philosophy or practice.




	Communication and key skills

	Refer
	Pass
	Good pass
	Excellent pass

	Has disorganised approach to the completion of assessment requirements. Demonstrates limited skills in planning, conducting and reporting on academic, professional and school-based investigation.
	Organised approach to the completion of assessment requirements. Demonstrates emerging skills of planning, conducting and reporting on academic, professional and school-based investigations.
	Has adopted systematic approach to the completion of assessment requirements. Demonstrates the skills of an independent learner to plan, conduct and report on academic, professional and school-based investigations.
	Highly professional approach to the completion of assessment requirements.  Demonstrates the skills of a highly-motivated independent learner to plan, conduct and report on academic, professional and school-based research.

	Shows little or no evidence of study techniques relevant to the programme.  Has limited skills in conducting web-based research, reviewing literature and managing information.
	Demonstrates emerging skills in the use of a range of study techniques relevant to the programme. Demonstrates emerging skills in conducting web-based research, reviewing literature and managing information.
	Demonstrates mastery of a range of study techniques relevant to the programme. Demonstrates effective skills in conducting web-based research, reviewing literature and managing information.
	High level mastery of a range of study techniques relevant to the programme.  Demonstrates highly effective skills in conducting web-based research, reviewing literature and managing information.

	Demonstrates poor use of source material with very limited evidence of additional reading.  Harvard referencing not deployed, or its use is incorrect.
	Some ability to select and use relevant reading in support of the discussion. Adequate bibliography and largely accurate use of Harvard referencing system.
	Discussion supported well by reference to carefully selected relevant additional material, including some original sources. Accurate use of Harvard referencing system.
	Discussion is well supported by engagement with an extended range of contrasting and very carefully selected source material. Extensive and well-focused bibliography, with very accurate use of Harvard referencing system.

	Oral or written communication is in format and style not appropriate to given audience.
	Communicates orally or in writing in a format and style appropriate to the given audience.
	Communicates orally or in writing fluently in a format and style appropriate to the given audience.
	Communicates orally or in writing with fluency and creativity in a style that engages the audience and models high standards of professional conduct.

	Writing style shows inconsistencies in use of spelling, punctuation and grammar. Unacceptable standard of presentation. Limited or inappropriate use of figures and tables to communicate information.
	Observes the mechanics of language and makes correct use of spelling, punctuation and grammar. Acceptable standard of presentation. Some use of figures and tables to communicate information.
	Secure in the mechanics of language, with accurate use of spelling, punctuation and grammar. High standard of presentation, with effective use of figures and tables to communicate information.
	Sophisticated observation of the mechanics of language, with accurate spelling, punctuation and grammar. Highly professional standard of presentation, and creative use of range of techniques to communicate information.




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 Unit One: Leading and managing teams
	LO 1: Understand the role of the team, team building and team effectiveness
	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 propose improvements to the effectiveness of a team working in a school setting 
	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 





Unit One: Leading and managing teams – Unit assessment
Participant					Assessor
Provider					Date
	Overall level of achievement:
	
Referral / Pass / Good Pass / Excellent Pass
(delete as appropriate)



	Module Assessment Criteria
	Feedback on level of achievement

	
	Referral
	Pass
	Good Pass
	Excellent Pass

	Knowledge and understanding of key concepts and techniques
	
	
	
	

	Application of learning to professional practice
	
	
	
	

	Analysis, reflection and personal learning
	
	
	
	

	Communication and key skills

	
	
	
	

	Feedback 

	Key Strengths:
	Insert feedback here 

	Areas for development:
	Insert feedback here 

	Additional comments:
	Insert feedback here 





Assessment Form Unit Two: Personal Effectiveness
	LO 1: Understand the key concepts that contribute to personal effectiveness as a school business manager
	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 and undertake a strategy for improving personal effectiveness in 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 2
	Referral / Pass / Good Pass / Excellent Pass 



	LO 3: Be able to review and reflect on the process of personal effectiveness development and its effect on workplace performance
	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 




Unit Two: Personal Effectiveness – Unit assessment
Participant					Assessor
Provider					Date
	Overall level of achievement:
	
Referral / Pass / Good Pass / Excellent Pass
(delete as appropriate)



	Module Assessment Criteria
	Feedback on level of achievement

	
	Referral
	Pass
	Good Pass
	Excellent Pass

	Knowledge and understanding of key concepts and techniques
	
	
	
	

	Application of learning to professional practice
	
	
	
	

	Analysis, reflection and personal learning
	
	
	
	

	Communication and key skills

	
	
	
	

	Feedback 

	Key Strengths:
	Insert feedback here 

	Areas for development:
	Insert feedback here 

	Additional comments:
	Insert feedback here 






Assessment Form Unit Three: Leading and managing the business of schools
	LO 1: Understand strategy in schools
	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 the strategic direction in the school 
	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 plan strategic direction in schools
	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 key aspects of a school’s strategic and financial management
	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 



Unit Three: Leading and managing the business of schools – Unit assessment
Participant					Assessor
Provider					Date
	Overall level of achievement:
	
Referral / Pass / Good Pass / Excellent Pass
(delete as appropriate)



	Module Assessment Criteria
	Feedback on level of achievement

	
	Referral
	Pass
	Good Pass
	Excellent Pass

	Knowledge and understanding of key concepts and techniques
	
	
	
	

	Application of learning to professional practice
	
	
	
	

	Analysis, reflection and personal learning
	
	
	
	

	Communication and key skills

	
	
	
	

	Feedback 

	Key Strengths:
	Insert feedback here 

	Areas for development:
	Insert feedback here 

	Additional comments:
	Insert feedback here 





Assessment Form Unit Four: Managing school improvement
	LO 1: Understand the principles of school effectiveness and school improvement
	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 apply the concepts of school improvement to a specific school setting
	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 change within a specific school setting
	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 improve efficiency within a specific school setting
	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: Be able to provide a summary of learning on the management of business improvement within a specific school setting
	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 




Unit Four: Managing school improvement – Unit assessment
Participant					Assessor
Provider					Date
	Overall level of achievement:
	
Referral / Pass / Good Pass / Excellent Pass
(delete as appropriate)



	Module Assessment Criteria
	Feedback on level of achievement

	
	Referral
	Pass
	Good Pass
	Excellent Pass

	Knowledge and understanding of key concepts and techniques
	
	
	
	

	Application of learning to professional practice
	
	
	
	

	Analysis, reflection and personal learning
	
	
	
	

	Communication and key skills

	
	
	
	

	Feedback 

	Key Strengths:
	Insert feedback here 

	Areas for development:
	Insert feedback here 

	Additional comments:
	Insert feedback here 





Assessment Form Unit Five: Stakeholder engagement
	LO 1: Understand stakeholder engagement in school settings
	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 contribute to working with a school’s stakeholders
	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 provide a summary of learning on working with stakeholders
	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 





Unit Five: Stakeholder engagement – Unit assessment
Participant					Assessor
Provider					Date
	Overall level of achievement:
	
Referral / Pass / Good Pass / Excellent Pass
(delete as appropriate)



	Module Assessment Criteria
	Feedback on level of achievement

	
	Referral
	Pass
	Good Pass
	Excellent Pass

	Knowledge and understanding of key concepts and techniques
	
	
	
	

	Application of learning to professional practice
	
	
	
	

	Analysis, reflection and personal learning
	
	
	
	

	Communication and key skills

	
	
	
	

	Feedback 

	Key Strengths:
	Insert feedback here 

	Areas for development:
	Insert feedback here 

	Additional comments:
	Insert feedback here 
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