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[bookmark: _Hlk66281785]

[bookmark: _Toc236993195]1. Assessment overview  

[bookmark: _Hlk41592322]This guidance contains assessment documentation for the Level 3 Award and Certificate in Leadership and Management Development.

Assessment for the qualification is unit‑based. Each unit is assessed through a single assignment, which includes an assignment brief for the candidate to complete.
Each unit assignment is assessed by a set of assessment criteria (ACs) which define the requirements for a pass.   

Unless minimum evidence requirements are explicitly stated in the marksheet, candidates are required to evidence the full range as outlined in the unit handbook.
[bookmark: _Toc236993196]2. Assessment guidance  
[bookmark: _Hlk66281093][bookmark: _Hlk73104024]
The following assessment guidance applies to all assignments within this qualification. Please read all the information carefully and ensure it is read fully by the candidate before they commence assessment.
[bookmark: _Toc236992841][bookmark: _Toc236992942][bookmark: _Toc236993102][bookmark: _Toc236993197]Overarching conditions 
Assessment for this qualification is delivered through unit‑based assignments, which candidates complete during their registration on the qualification.
Centres may choose to release assessment materials either for the whole qualification at once or on a unit basis (either unit‑by‑unit or several units clustered together). Where units align, centres may deliver assignments in combination to support a more holistic approach to assessment. However, centres must not amend or alter the prescribed assignments. Any combined delivery must ensure that all assessment criteria (ACs) for each unit are fully met and appropriately evidenced.
In all cases, assessment decisions must be based on authentic, independent evidence produced by the candidate. Centres must ensure that assessment practices support fair, valid and reliable assessment across all units of the qualification.
Note: For guidance on how candidates should be supported throughout the learning programme and prepared for successful completion of the assessment, see ‘Preparation of candidates for assessment’ in the Centre Guidance section.
[bookmark: _Toc236992842][bookmark: _Toc236992943][bookmark: _Toc236993103][bookmark: _Toc236993198]Internet access 
Internet access is allowed for these assignments as part of a task. Candidates must be advised that this is the case and reminded of the importance of submitting their own work and the seriousness of plagiarism, malpractice and collusion. 

[bookmark: _Toc236992843][bookmark: _Toc236992944][bookmark: _Toc236993104][bookmark: _Toc236993199]Authenticity of evidence 
The evidence provided must be valid and attributable to the candidate; the completed assignments must contain a declaration of authenticity completed by both candidate and assessor/tutor to attest to this (see Section 6). Centres and candidates should be aware of City & Guilds guidance on both plagiarism and the use of artificial intelligence as indicated here.  
Where an assessor/tutor has concerns over the authenticity of the evidence provided, these should be escalated through their own internal centre processes.
City & Guilds will monitor the work done to authenticate candidate’s work through their external quality assurance activities.

[bookmark: _Toc236992844][bookmark: _Toc236992945][bookmark: _Toc236993105][bookmark: _Toc236993200]Plagiarism 
Plagiarism is the failure to acknowledge sources properly and/or the submission of another person’s work as if it were the candidate's own. Plagiarism is not allowed in this assessment. This is an assessment of a candidate’s abilities, so the work submitted must be their own and carried out under the conditions stated. The candidate will be asked to sign a declaration to confirm that the work is authentically their own.   

[bookmark: _Toc236992845][bookmark: _Toc236992946][bookmark: _Toc236993106][bookmark: _Toc236993201]Use of artificial intelligence (AI)
Candidates should be reminded that the purpose of this assessment is to demonstrate their own abilities in responding to and producing evidence for the tasks. AI misuse constitutes malpractice which may result in malpractice sanctions for the candidate involved. Centres should ensure candidates are aware of the guidance on the use/misuse of AI.   
   
What is permitted  
AI may be used by a candidate as a source where use of the internet is allowed for a research task or where production of evidence is allowed outside of controlled/supervised conditions. The candidate must be able to demonstrate that the work is their own. Where candidates use AI, they must acknowledge its use and show clearly how they have used it. How candidates have decided to use it could impact the overall mark they are allocated.  
  
What is not permitted  
AI misuse is where a candidate uses an AI tool in an assessment or fails to appropriately reference it in an assessment where internet use is permitted. Examples include the following:    
· copying sections of AI-generated content so that the work is no longer the candidate’s own will be treated as plagiarism.  
· copying whole responses of AI-generated content will be treated as plagiarism.  
· any use of AI which means students have not independently demonstrated their own attainment is likely to be considered malpractice.  
· failing to reference use of AI tools when they have been used as a source of information.  
· incomplete or poor referencing of AI tools.  
· submitting work with intentionally incomplete or misleading references or bibliographies.    

AI misuse constitutes malpractice as defined in the JCQ Suspected Malpractice: Policies and Procedures (www.jcq.org.uk/exams-office/malpractice).    

We encourage centers to read and reference this guidance. The malpractice sanctions available for the offences of ‘making a false declaration of authenticity’ and ‘plagiarism’ include disqualification. 

Furthermore, centres should be aware of City & Guilds Position statement on AI. 

Timings
All assignments are completed by candidates during their period of study on the qualification.

[bookmark: _Toc236992846][bookmark: _Toc236992947][bookmark: _Toc236993107][bookmark: _Toc236993202]Assessment methods
Assignments may be completed using one of the following methods:
· written submission
· presentation
· professional discussion with assessor/tutor.

It is at the discretion of the centre to determine the assessment method for each assignment or to allow candidates to choose their preferred method.

Note: Regardless of the method chosen, the work submitted must be appropriate to meet the requirements of the ACs of the unit being undertaken.  
Further guidance on the different assessment methods is provided in this section under ‘Guidance on assessment methods’. 
[bookmark: _Toc236992847][bookmark: _Toc236992948][bookmark: _Toc236993108][bookmark: _Toc236993203]Requirement for product evidence
Where assignment ACs require specific product evidence (e.g. create a project plan), candidates must present the actual product (such as a completed project plan). It is not sufficient to describe what they would produce alone.

All assignment evidence presented must be relevant and clearly referenced within the submission. 	
[bookmark: _Toc236992848][bookmark: _Toc236992949][bookmark: _Toc236993109][bookmark: _Toc236993204]Guidance on assessment methods 
Written submission
Assignments may be completed in any appropriate written format agreed by the centre, provided the assignment brief is met.
Word count guidance
Word counts are provided as indicative guidance only on the expected number of words needed to meet the requirements of the ACs. Candidates will not be penalised for not meeting or exceeding the guide word count. 

Presentation
Assignments may be completed through a presentation, as agreed by the centre, provided the assignment brief is met.
A presentation is a verbal presentation that is both audio and visually recorded, enabling the assessor/tutor to see and hear the candidate presenting their evidence.
Presentations may be delivered live to the assessor/tutor, either face-to-face or online. Alternatively, where appropriate, candidates may submit a pre-recorded presentation for assessment.
Presentations should be supported by appropriate presentation materials such as presentation slides and notes. Where evidence is referenced during the presentation, it must be provided separately and not included as links or embedded files within the presentation materials.
Assessors must not review presentation materials in advance of the presentation or recording. This ensures that the assessment reflects the candidate's own presentation and explanation of the evidence.

Professional discussion
Assignments may be completed through a professional discussion, as agreed by the centre, provided the assignment brief is met. 

Guidance and restrictions
To maintain fairness and consistency with written assessments:
· candidates must independently demonstrate their knowledge, understanding and ability to apply what they have learned
· assessors/tutors must avoid leading, probing or overly directive questions during professional discussions.

This is to ensure that the level of demand remains equivalent to that of a written assignment.

Professional discussions must be audio recorded to provide an accurate record of the assessment.

Suggested timings
Suggested timings are provided as indicative guidance only on the expected length of time needed to meet the requirements of the ACs. Candidates will not be penalised for not meeting or exceeding the guide timings. 

Resubmitting assignment evidence 
Where evidence is required to be resubmitted following assessment, candidates should submit only the additional or revised evidence that addresses the unmet ACs. Candidates are not required to resubmit evidence that has already been assessed as meeting the criteria.
To clearly identify resubmitted content, candidates should highlight all additions or amendments, eg. by using a different font colour and clearly labelling any accompanying evidence. Candidates should also clearly indicate which unmet criteria the resubmitted evidence is intended to address.

Where a further professional discussion is required, the discussion must focus solely on the unmet ACs and any identified gaps in evidence. The scope of the discussion should be limited to those criteria that have not yet been achieved.



[bookmark: _Toc236992849][bookmark: _Toc236992950][bookmark: _Toc236993110][bookmark: _Toc236993205]Assessment outcomes and feedback 
[bookmark: _Toc236992850][bookmark: _Toc236992951][bookmark: _Toc236993111][bookmark: _Toc236993206]Feedback and additional evidence 
Assessors/tutors can support candidates during the assessment period to understand the requirements of the assignment and the assessment process. 
Following review and assessment of the candidate’s submission, the candidate should be provided with an assessment outcome of either:
· Pass – the candidate has met all the required ACs for the assignment
· Refer – the candidate has not yet met all the required ACs, and further evidence, learning or assessment is required before a pass can be achieved.
Pass
Where a candidate has achieved a pass, it is good practice for assessors/tutors to provide developmental feedback. This may include recognition of strengths, areas of good practice and recommendations for future improvement. Such feedback should explain how the ACs have been met and support the candidate's ongoing development.
Refer
Where a candidate receives a refer outcome, assessors/tutors must clearly identify the ACs that have not yet been achieved. Feedback may be provided to help the candidate understand why the criteria has not yet been achieved, but care must be taken to avoid directing the candidate to the specific answers or ways to achieve the criteria, as this could compromise the validity of the assessment and provide an unfair advantage.
Following a refer outcome, the centre should agree an appropriate progression plan with the candidate. Depending on the nature and extent of the gaps identified, this may involve:
Resubmission of evidence where a candidate has broadly met the standard set with only minor gaps in performance, then centres should follow the resubmission process. 
Retake/resits where a candidate has shown significant gaps in performance from the standard, then the centre should consider supporting the candidate to retake/resit the assessment in full. 
Candidates may submit additional evidence or undertake further work, either in written or oral format, to demonstrate achievement of outstanding ACs. Where ACs have not been met due to apparent gaps in knowledge or skills, the remedial teaching and/or training should be provided to support a candidate’s development. Any additional learning should focus on the learning outcomes that have not yet been achieved.
There is no limit to the number of opportunities a candidate has to demonstrate achievement of the required ACs.
[bookmark: _Toc236992851][bookmark: _Toc236992952][bookmark: _Toc236993112][bookmark: _Toc236993207]Resubmission of evidence
Resubmission is a formal process that provides candidates who have broadly met the standard set with only minor gaps in their performance an opportunity to achieve the pass standard without a full retake/resit. This must only be granted if the following conditions are met. 
The centre assessor must ensure:
· Any feedback provided to the candidate meets the requirements stipulated in the assessment guidance. 
· The resubmission of evidence takes place within 30 working days of the previous assessment outcome.
· Resubmitted evidence and assessor judgements are available for EQA review and that this is made clear in the assessment documentation.
The above process is carried out before any EQA sampling takes place and a grade submitted to City & Guilds. 
The Internal Quality Assurer (IQA) must ensure:
· The process for granting the resubmission has met the conditions outlined above.
· That resubmissions form part of the IQA sample aligned to the centres’ own internal quality assurance sampling strategy.
Note, that IQAs are only required to sample across resubmissions and not required to review all resubmissions within the centre.     

[bookmark: _Toc236992852][bookmark: _Toc236992953][bookmark: _Toc236993113][bookmark: _Toc236993208]Retakes/resits
Candidates who have not met the pass standard within an assignment and have not met the conditions for the resubmission of evidence will be advised to complete a further period of learning before attempting a full retake of the assignment.
[bookmark: _Toc236993209]3. Assignment briefs

These assignment briefs set out what you are required to do to demonstrate your knowledge, understanding and competency for each unit. They explain the context of the assessment, the assessment criteria (ACs) you are expected to complete and how your work will be assessed. You should read the brief carefully alongside the marksheet before you begin an assignment, so that you fully understand the requirements and expectations.

Important guidance for completing the assignments
You must meet all ACs listed in the marksheet.
Ranged terms are highlighted in bold and identified within the marksheet to help you understand what must be evidenced.
Where a range is specified, you are expected to cover the entire range in your response unless a minimum requirement is explicitly stated.
If a minimum requirement is stated, you must meet at least that minimum requirement.
Failure to cover the full range, where no minimum is specified, will result in ACs not being met.


[bookmark: _Toc236992854][bookmark: _Toc236992955][bookmark: _Toc236993115][bookmark: _Toc236993210]Unit 301	Developing effective leadership skills

[bookmark: _Toc236992855][bookmark: _Toc236992956][bookmark: _Toc236993116][bookmark: _Toc236993211]Assessment 
You are required to demonstrate your understanding and application of key leadership skills and approaches used in the workplace.
For this assessment, you will need to draw on your experience of using effective leadership skills. Using relevant examples, you must demonstrate your ability to:
· explain leadership skills
· apply effective leadership skills.
Your response should focus on both actions taken and the reasoning behind them. 
The examples and evidence chosen must allow you to meet all the ACs outlined in the marksheet. 

Indicative word counts and suggested timings 
	Assessment method
	Indicative word count/suggested timing

	Written submission
	1000–1200 words

	Presentation
	15–30 minutes

	Professional discussion with assessor/tutor
	10–20 minutes



You must ensure that:
· all ACs are met in your response
· any minimum evidence requirements stated in the marksheet are met.

What must be produced for marking
You must complete the assignment using an agreed assessment method.

[image: A yellow circle in the dark
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[bookmark: _Toc236992856][bookmark: _Toc236992957][bookmark: _Toc236993117][bookmark: _Toc236993212]Unit 301	Developing effective leadership skills – marksheet 
	Unit title 
	Developing effective leadership skills
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARKSHEET
Each assignment is assessed by a set of assessment criteria (ACs) which define the requirements for a pass. In order to pass the unit, every AC must be met.
Where an AC requires specific product evidence (eg. create a project plan), candidates must present the actual product (such as a completed project plan). It is not sufficient to describe what they would produce.
Range statements are included in the marksheet.
· Some ACs sample across the range to confirm consistent competence rather than requiring assessment of every individual item. Where this occurs, minimum evidence requirements are explicitly stated in bold the AC.
· For ACs that do not state minimum evidence requirements candidates are required to evidence the full range as outlined in italics in the marksheet.
Where any further guidance is required to support the judgement of an AC, this is stated within the marksheet.
When assessing professional discussions, it is best practice to use time stamps to identify where the candidate has met each AC within the discussion.
Assessors must record an assessment outcome in the ‘Pass/refer’ column for each AC and provide a clear justification for their decision.

Resubmissions
Where a 'Refer' outcome has been recorded, candidates are required to address only the AC(s) identified as not yet achieved.
For each AC resubmission, assessors should use the ‘Assessor justification’ column to explain how the revised evidence now meets the requirements of the AC, linking their comments to the original assessment justification. The resubmission date must also be recorded.

Tracking assessment decisions
To support the tracking of assessment decisions and quality assurance activity, assessors must clearly identify and distinguish each assessment decision within the marksheet. A consistent approach should be used throughout to provide a clear audit trail. For example, assessors may use a colour-coding system.
· The initial assessment outcome for each AC must be clearly identifiable.
· Any associated assessor justification and assessment date must be linked to the relevant assessment decision using the chosen tracking method (eg. the same highlight colour).
· Where an AC is resubmitted, all new justification text and the associated assessment date must be clearly distinguishable from previous assessment decisions (eg. by using a different highlight colour).
· Assessment dates must be clearly linked to the corresponding assessment decision in the ‘Date of assessment box’.
· Where multiple resubmissions occur, the tracking method used must enable each assessment decision to be clearly distinguished to provide a transparent audit trail of learner progress and assessor judgements.
· Previously recorded assessment comments and dates must remain visible and must not be overwritten or deleted.

Once all ACs have been achieved, the assessor must record the final achievement date in the 'Date pass achieved' box located at the end of the marksheet.

	Assessment criteria (AC)
	Pass / refer
	Assessor justification

	1.1 Explain the difference between leadership and management
	Pass / Refer

	

	1.2 Describe different leadership styles and their key features
(Leadership styles: authoritarian (autocratic), participative (democratic), delegative (laissez-faire))
	Pass / Refer

	



	1.3 Explain factors that influence the choice of leadership style in different situations
	Pass / Refer

	

	1.4 Explain the ways leaders can motivate others

	Pass / Refer

	

	1.5 Describe the characteristics of emotional intelligence
(Characteristics of emotional intelligence: self-awareness, empathy, self-regulation, social awareness, self-motivation)
	Pass / Refer

	

	1.6 Explain why emotional intelligence is important for effective leadership
	Pass / Refer

	

	
	
	

	2.1 Select effective leadership styles that support positive team working
Note: For AC2.1, AC2.2 and AC2.3, candidates may use leadership styles beyond those specified in the AC1.2 range. Any recognised leadership style is acceptable, provided the candidate demonstrates its suitability for the leadership context described and explains how it contributes to effective and positive team working.
	Pass / Refer

	

	2.2 Justify leadership style choices in leadership practice
	Pass / Refer

	

	2.3 Apply an appropriate leadership style to manage issues in leadership practice
	Pass / Refer

	

	2.4 Apply emotional intelligence to leadership communication
	Pass / Refer

	

	2.5 Apply emotional intelligence to motivate others in leadership practice
	Pass / Refer

	

	Date Pass achieved
	



	Assessor name, date, signature
	
	
	

	IQA name, date, signature
	
	
	

	EQA name, date, signature 
	
	
	






[bookmark: _Toc236992857][bookmark: _Toc236992958][bookmark: _Toc236993118][bookmark: _Toc236993213]Unit 302 Managing own personal and professional development

[bookmark: _Toc236992858][bookmark: _Toc236992959][bookmark: _Toc236993119][bookmark: _Toc236993214]Assessment 
You are required to demonstrate your understanding of personal and professional development in leadership.
For this assessment, you will need to draw on your experience of personal and professional development in leadership. Using relevant examples, you must demonstrate your ability to:
· explain the skills required to be an effective leader 
· identify your personal and professional development needs.
Your response should focus on both actions taken and the reasoning behind them. 
The examples and evidence chosen must allow you to meet all the ACs outlined in the marksheet. 

Indicative word counts and suggested timings 
	Assessment method
	Indicative word count/suggested timing

	Written submission
	1300–1500 words

	Presentation
	15–30 minutes

	Professional discussion with assessor/tutor
	10–20 minutes



You must ensure that:
· all ACs are met in your response
· any minimum evidence requirements stated in the marksheet are met. 

What must be produced for marking
You must complete the assignment using an agreed assessment method.


[bookmark: _Toc236992859][bookmark: _Toc236992960][bookmark: _Toc236993120][bookmark: _Toc236993215][bookmark: _Hlk81561943]Unit 302 Managing own personal and professional development – marksheet 
	Unit title 
	Managing own personal and professional development
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARKSHEET
Each assignment is assessed by a set of assessment criteria (ACs) which define the requirements for a pass. In order to pass the unit, every AC must be met.
Where an AC requires specific product evidence (eg. create a project plan), candidates must present the actual product (such as a completed project plan). It is not sufficient to describe what they would produce.
Range statements are included in the marksheet.
· Some ACs sample across the range to confirm consistent competence rather than requiring assessment of every individual item. Where this occurs, minimum evidence requirements are explicitly stated in bold the AC.
· For ACs that do not state minimum evidence requirements candidates are required to evidence the full range as outlined in italics in the marksheet.
Where any further guidance is required to support the judgement of an AC, this is stated within the marksheet.
When assessing professional discussions, it is best practice to use time stamps to identify where the candidate has met each AC within the discussion.
Assessors must record an assessment outcome in the ‘Pass/refer’ column for each AC and provide a clear justification for their decision.

Resubmissions
Where a 'Refer' outcome has been recorded, candidates are required to address only the AC(s) identified as not yet achieved.
For each AC resubmission, assessors should use the ‘Assessor justification’ column to explain how the revised evidence now meets the requirements of the AC, linking their comments to the original assessment justification. The resubmission date must also be recorded.

Tracking assessment decisions
To support the tracking of assessment decisions and quality assurance activity, assessors must clearly identify and distinguish each assessment decision within the marksheet. A consistent approach should be used throughout to provide a clear audit trail. For example, assessors may use a colour-coding system.
· The initial assessment outcome for each AC must be clearly identifiable.
· Any associated assessor justification and assessment date must be linked to the relevant assessment decision using the chosen tracking method (eg. the same highlight colour).
· Where an AC is resubmitted, all new justification text and the associated assessment date must be clearly distinguishable from previous assessment decisions (eg. by using a different highlight colour).
· Assessment dates must be clearly linked to the corresponding assessment decision in the ‘Date of assessment box’.
· Where multiple resubmissions occur, the tracking method used must enable each assessment decision to be clearly distinguished to provide a transparent audit trail of learner progress and assessor judgements.
· Previously recorded assessment comments and dates must remain visible and must not be overwritten or deleted.

Once all ACs have been achieved, the assessor must record the final achievement date in the 'Date pass achieved' box located at the end of the marksheet.

	Assessment criteria (AC)
	Pass / refer
	Assessor justification 

	1.1 Describe the skills required to be an effective leader
	Pass / Refer

	

	1.2 Explain what is meant by personal and professional development
	Pass / Refer

	



	1.3 Explain how continuous personal and professional development improves leadership effectiveness
	Pass / Refer

	

	1.4 Evaluate a minimum of three different development activities that contribute to personal and professional development
(Activities could include three from: training/learning, mentoring, self-reflection, job shadowing, gathering feedback, networking and coaching. Other activities should be credited if valid). 
	Pass / Refer

	

	1.5 Describe the key components of a Personal and Professional Development Plan (PPDP) 
(Key components: goals, actions, relevance to role, how progress will be measured, review/completion dates, personal evaluation/reflection, alignment with organisational objectives)
	Pass / Refer

	

	1.6 Explain how the SMART framework is used to set goals and objectives
(SMART: specific, measurable, achievable, relevant, time bound)
	Pass / Refer

	

	
	
	

	2.1 Identify a minimum of three strengths and a minimum of three areas for development through self-assessment
Note: Evidence for AC 2.1-2.4 could include a Personal Development Plan (PDP).
	Pass / Refer

	

	2.2 Prioritise development needs based on their impact on leadership effectiveness
Note: the developments needs should align to those identified in AC2.1 and be prioritised using an appropriate priority level. 
	Pass / Refer

	

	2.3 Select appropriate personal and professional development activities to address development needs
	Pass / Refer

	

	2.4 Set a minimum of three SMART goals and objectives to support own leadership development
Note: the SMART goals must be linked to the developed areas identified in AC2.1
	Pass / Refer

	

	2.5 Explain methods for measuring progress against development objectives
	Pass / Refer

	

	Date Pass achieved
	



	Assessor name, date, signature
	
	
	

	IQA name, date, signature
	
	
	

	EQA name, date, signature 
	
	
	



[bookmark: _Toc133242266]

[bookmark: _Toc236992860][bookmark: _Toc236992961][bookmark: _Toc236993121][bookmark: _Toc236993216]Unit 303 Supporting others and managing their performance

[bookmark: _Toc236992861][bookmark: _Toc236992962][bookmark: _Toc236993122][bookmark: _Toc236993217]Assessment 
You are required to demonstrate your understanding of performance management and the role of leaders in supporting others to achieve performance expectations.
For this assignment, you will need to draw on your experience of performance management. Using relevant examples, you must demonstrate your ability to:
· understand how to support others and manage performance effectively
· apply performance management skills to support others and manage performance.
Your response should focus on both actions taken and the reasoning behind them. 
The examples and evidence chosen must allow you to meet all the ACs outlined in the marksheet. 

Indicative word counts and suggested timings 
	Assessment method
	Indicative word count/suggested timing

	Written submission
	1000–1200 words

	Presentation
	15–30 minutes

	Professional discussion with assessor/tutor
	10–20 minutes



You must ensure that:
· all ACs are met in your response
· any minimum evidence requirements stated in the marksheet are met.

What must be produced for marking
You must complete the assignment using an agreed assessment method.
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[bookmark: _Toc236992862][bookmark: _Toc236992963][bookmark: _Toc236993123][bookmark: _Toc236993218]Unit 303 Supporting others and managing their performance – marksheet 
	Unit title 
	Supporting others and managing their performance
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARKSHEET
Each assignment is assessed by a set of assessment criteria (ACs) which define the requirements for a pass. In order to pass the unit, every AC must be met.
Where an AC requires specific product evidence (eg. create a project plan), candidates must present the actual product (such as a completed project plan). It is not sufficient to describe what they would produce.
Range statements are included in the marksheet.
· Some ACs sample across the range to confirm consistent competence rather than requiring assessment of every individual item. Where this occurs, minimum evidence requirements are explicitly stated in bold the AC.
· For ACs that do not state minimum evidence requirements candidates are required to evidence the full range as outlined in italics in the marksheet.
Where any further guidance is required to support the judgement of an AC, this is stated within the marksheet.
When assessing professional discussions, it is best practice to use time stamps to identify where the candidate has met each AC within the discussion.
Assessors must record an assessment outcome in the ‘Pass/refer’ column for each AC and provide a clear justification for their decision.

Resubmissions
Where a 'Refer' outcome has been recorded, candidates are required to address only the AC(s) identified as not yet achieved.
For each AC resubmission, assessors should use the ‘Assessor justification’ column to explain how the revised evidence now meets the requirements of the AC, linking their comments to the original assessment justification. The resubmission date must also be recorded.

Tracking assessment decisions
To support the tracking of assessment decisions and quality assurance activity, assessors must clearly identify and distinguish each assessment decision within the marksheet. A consistent approach should be used throughout to provide a clear audit trail. For example, assessors may use a colour-coding system.
· The initial assessment outcome for each AC must be clearly identifiable.
· Any associated assessor justification and assessment date must be linked to the relevant assessment decision using the chosen tracking method (eg. the same highlight colour).
· Where an AC is resubmitted, all new justification text and the associated assessment date must be clearly distinguishable from previous assessment decisions (eg. by using a different highlight colour).
· Assessment dates must be clearly linked to the corresponding assessment decision in the ‘Date of assessment box’.
· Where multiple resubmissions occur, the tracking method used must enable each assessment decision to be clearly distinguished to provide a transparent audit trail of learner progress and assessor judgements.
· Previously recorded assessment comments and dates must remain visible and must not be overwritten or deleted.

Once all ACs have been achieved, the assessor must record the final achievement date in the 'Date pass achieved' box located at the end of the marksheet.

	Assessment criteria (AC)
	Pass / refer
	Assessor justification 

	1.1 Explain what is meant by performance management
	Pass / Refer

	

	1.2 Explain the purpose of performance management in supporting performance
	Pass / Refer

	



	1.3 Describe key performance management processes used in organisations
(Performance management processes: setting expectations, monitoring performance, reviewing performance, providing effective feedback, managing underperformance)
	Pass / Refer

	

	1.4 Explain the importance of setting clear performance expectations
	Pass / Refer

	

	1.5 Explain the role of feedback in performance management
	Pass / Refer

	

	1.6 Explain how wellbeing can impact performance at work
(Wellbeing: stress levels, resilience, motivation/engagement, work-life balance, mental health, physical health)
	Pass / Refer

	

	
	
	

	2.1 Apply performance management processes to review performance
	Pass / Refer

	
	

	2.2 Use constructive feedback techniques to support performance improvement
(Constructive feedback techniques: Situation Behaviour Impact (SBI), Sandwich)
	Pass / Refer

	
	

	2.3 Develop a minimum of two supportive approaches for addressing underperformance
(Supportive approaches: skills gap analysis, mentoring, shadowing, training) 
	Pass / Refer

	
	

	2.4 Identify a minimum of three indicators of reduced wellbeing that may impact performance
	Pass / Refer

	
	

	2.5 Recommend a minimum of three wellbeing support strategies to maintain performance
Note: the candidate must explain how each strategy helps to maintain performance, demonstrating a clear link between wellbeing and sustained performance. 
	Pass / Refer

	
	

	Date Pass achieved
	



	Assessor name, date, signature
	
	
	

	IQA name, date, signature
	
	
	

	EQA name, date, signature 
	
	
	




[bookmark: _Toc236992863][bookmark: _Toc236992964][bookmark: _Toc236993124][bookmark: _Toc236993219]Unit 304 Using coaching techniques to develop others

Assessment 
You are required to demonstrate your understanding of the ways in which leaders use coaching techniques to support the development of others.
For this assignment, you will need to draw on your experience of using coaching techniques. Using relevant examples, you must demonstrate your ability to:
· understand how coaching techniques can support the development of others
· use coaching techniques to support the development of others.
Your response should focus on both actions taken and the reasoning behind them. 
The examples and evidence chosen must allow you to meet all the ACs outlined in the marksheet. 

Indicative word counts and suggested timings 
	Assessment method
	Indicative word count/suggested timing

	Written submission
	1000–1200 words

	Presentation
	15–30 minutes

	Professional discussion with assessor/tutor
	10–20 minutes



You must ensure that:
· all ACs are met in your response
· any minimum evidence requirements stated in the marksheet are met.


What must be produced for marking
You must complete the assignment using an agreed assessment method.
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[bookmark: _Toc236992864][bookmark: _Toc236992965][bookmark: _Toc236993125][bookmark: _Toc236993220]Unit 304 Using coaching techniques to develop others – marksheet 
	Unit title 
	Using coaching techniques to develop others
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARKSHEET
Each assignment is assessed by a set of assessment criteria (ACs) which define the requirements for a pass. In order to pass the unit, every AC must be met.
Where an AC requires specific product evidence (eg. create a project plan), candidates must present the actual product (such as a completed project plan). It is not sufficient to describe what they would produce.
Range statements are included in the marksheet.
· Some ACs sample across the range to confirm consistent competence rather than requiring assessment of every individual item. Where this occurs, minimum evidence requirements are explicitly stated in bold the AC.
· For ACs that do not state minimum evidence requirements candidates are required to evidence the full range as outlined in italics in the marksheet.
Where any further guidance is required to support the judgement of an AC, this is stated within the marksheet.
When assessing professional discussions, it is best practice to use time stamps to identify where the candidate has met each AC within the discussion.
Assessors must record an assessment outcome in the ‘Pass/refer’ column for each AC and provide a clear justification for their decision.

Resubmissions
Where a 'Refer' outcome has been recorded, candidates are required to address only the AC(s) identified as not yet achieved.
For each AC resubmission, assessors should use the ‘Assessor justification’ column to explain how the revised evidence now meets the requirements of the AC, linking their comments to the original assessment justification. The resubmission date must also be recorded.

Tracking assessment decisions
To support the tracking of assessment decisions and quality assurance activity, assessors must clearly identify and distinguish each assessment decision within the marksheet. A consistent approach should be used throughout to provide a clear audit trail. For example, assessors may use a colour-coding system.
· The initial assessment outcome for each AC must be clearly identifiable.
· Any associated assessor justification and assessment date must be linked to the relevant assessment decision using the chosen tracking method (eg. the same highlight colour).
· Where an AC is resubmitted, all new justification text and the associated assessment date must be clearly distinguishable from previous assessment decisions (eg. by using a different highlight colour).
· Assessment dates must be clearly linked to the corresponding assessment decision in the ‘Date of assessment box’.
· Where multiple resubmissions occur, the tracking method used must enable each assessment decision to be clearly distinguished to provide a transparent audit trail of learner progress and assessor judgements.
· Previously recorded assessment comments and dates must remain visible and must not be overwritten or deleted.

Once all ACs have been achieved, the assessor must record the final achievement date in the 'Date pass achieved' box located at the end of the marksheet.

	Assessment criteria (AC)
	Pass / refer
	Assessor justification 

	1.1 Explain the coaching techniques used by leaders to support the development of others
(Coaching techniques: questioning, active listening, encouraging reflection, supporting others to identify their own solutions)
	Pass / Refer

	

	1.2 Explain the key factors to consider when using coaching techniques to support the development of others
(Key factors to consider: individual needs, communication styles, experience/knowledge, willingness to engage)
	Pass / Refer

	



	1.3 Explain how questioning techniques can be used effectively to support the development of others
(Questioning techniques: asking open, probing, reflective, and clarifying questions)
	Pass / Refer

	

	1.4 Explain the importance of using appropriate listening techniques to support the development of others
(Appropriate listening techniques: summarising, paraphrasing, checking understanding)
	Pass / Refer

	

	1.5 Explain the benefits of encouraging others to use reflection to identify their own solutions

(Reflection: thinking about actions, considering outcomes, identifying improvements)
	Pass / Refer

	

	
	
	

	2.1 Select a minimum of three appropriate coaching techniques to support the development of others
	Pass / Refer

	

	2.2 Apply a minimum of three effective questioning techniques to support the development of others
	Pass / Refer

	

	2.3 Apply a minimum of two appropriate listening techniques to support the development of others
	Pass / Refer

	

	2.4 Support others to identify their own solutions using reflection
	Pass / Refer

	

	Date Pass achieved
	



	Assessor name, date, signature
	
	
	

	IQA name, date, signature
	
	
	

	EQA name, date, signature 
	
	
	





[bookmark: _Toc236992865][bookmark: _Toc236992966][bookmark: _Toc236993126][bookmark: _Toc236993221]Unit 305	Leading projects

[bookmark: _Toc236992967][bookmark: _Toc236993127][bookmark: _Toc236993222]Assessment 
You are required to demonstrate your understanding of project management and project management techniques.
For this assignment, you will need to draw on your experience of leading projects. Using relevant examples, you must demonstrate your ability to:
· understand project management 
· apply project management techniques. 
Your response should focus on both actions taken and the reasoning behind them. 
The examples and evidence chosen must allow you to meet all the ACs outlined in the marksheet. 

Indicative word counts and suggested timings 
	Assessment method
	Indicative word count/suggested timing

	Written submission
	1000–1200 words

	Presentation
	15–30 minutes

	Professional discussion with assessor/tutor
	10–20 minutes



You must ensure that:
· all ACs are met in your response
· any minimum evidence requirements stated in the marksheet are met.

What must be produced for marking
You must complete the assignment using an agreed assessment method.





[bookmark: _Toc236992968][bookmark: _Toc236993128][bookmark: _Toc236993223]Unit 305	Leading projects – marksheet 
	Unit title 
	Leading projects
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARKSHEET
Each assignment is assessed by a set of assessment criteria (ACs) which define the requirements for a pass. In order to pass the unit, every AC must be met.
Where an AC requires specific product evidence (eg. create a project plan), candidates must present the actual product (such as a completed project plan). It is not sufficient to describe what they would produce.
Range statements are included in the marksheet.
· Some ACs sample across the range to confirm consistent competence rather than requiring assessment of every individual item. Where this occurs, minimum evidence requirements are explicitly stated in bold the AC.
· For ACs that do not state minimum evidence requirements candidates are required to evidence the full range as outlined in italics in the marksheet.
Where any further guidance is required to support the judgement of an AC, this is stated within the marksheet.
When assessing professional discussions, it is best practice to use time stamps to identify where the candidate has met each AC within the discussion.
Assessors must record an assessment outcome in the ‘Pass/refer’ column for each AC and provide a clear justification for their decision.

Resubmissions
Where a 'Refer' outcome has been recorded, candidates are required to address only the AC(s) identified as not yet achieved.
For each AC resubmission, assessors should use the ‘Assessor justification’ column to explain how the revised evidence now meets the requirements of the AC, linking their comments to the original assessment justification. The resubmission date must also be recorded.

Tracking assessment decisions
To support the tracking of assessment decisions and quality assurance activity, assessors must clearly identify and distinguish each assessment decision within the marksheet. A consistent approach should be used throughout to provide a clear audit trail. For example, assessors may use a colour-coding system.
· The initial assessment outcome for each AC must be clearly identifiable.
· Any associated assessor justification and assessment date must be linked to the relevant assessment decision using the chosen tracking method (eg. the same highlight colour).
· Where an AC is resubmitted, all new justification text and the associated assessment date must be clearly distinguishable from previous assessment decisions (eg. by using a different highlight colour).
· Assessment dates must be clearly linked to the corresponding assessment decision in the ‘Date of assessment box’.
· Where multiple resubmissions occur, the tracking method used must enable each assessment decision to be clearly distinguished to provide a transparent audit trail of learner progress and assessor judgements.
· Previously recorded assessment comments and dates must remain visible and must not be overwritten or deleted.

Once all ACs have been achieved, the assessor must record the final achievement date in the 'Date pass achieved' box located at the end of the marksheet.

	Assessment criteria (AC)
	Pass / refer
	Assessor justification 

	1.1 Explain the key stages in the project lifecycle
(Key stages in the project lifecycle: initiation, planning, execution, monitoring and control, closure and evaluation)
	Pass / Refer

	

	1.2 Describe key roles and responsibilities within a project team
(Key roles: Project Sponsor, Project Manager, Project Team Member, Specialists/Subject Matter Experts)
	Pass / Refer

	



	1.3 Describe how project management tools are used to plan and deliver projects
(Project management tools: business case/project brief, Project Initiation Document (PID), Work Breakdown Structure (WBS), Gantt chart, SMART objectives, RACI matrix, risk analysis)
	Pass / Refer

	

	1.4 Explain how resources are managed within a project
(Resources: people, budget, time, equipment/technology)
	Pass / Refer

	

	1.5 Describe a minimum of two common project risks and a minimum of two issues that can impact project outcomes
	Pass / Refer

	

	1.6 Explain how project success is measured and evaluated
	Pass / Refer
	

	
	
	

	2.1 Create a project plan that follows the project lifecycle
	Pass / Refer

	

	2.2 Allocate a minimum of two roles and responsibilities within a project team
	Pass / Refer

	

	2.3 Use a minimum of two project management tools to support planning and delivery
	Pass / Refer

	

	2.4 Identify a minimum of two resources required for project delivery
	Pass / Refer

	

	2.5 Produce a project risk log to support effective project outcomes
	Pass / Refer

	

	Date Pass achieved
	



	Assessor name, date, signature
	
	
	

	IQA name, date, signature
	
	
	

	EQA name, date, signature 
	
	
	




[bookmark: _Toc236992969][bookmark: _Toc236993129][bookmark: _Toc236993224]Unit 306 Change management within an organisational context

[bookmark: _Toc236992970][bookmark: _Toc236993130][bookmark: _Toc236993225]Assessment 
You are required to demonstrate your understanding of change management within an organisational context. 
For this assignment, you will need to draw on your experience of change management. Using relevant examples, you must demonstrate your ability to:
· understand the principles of change in organisations
· apply effective change management.
Your response should focus on both actions taken and the reasoning behind them. 
The examples and evidence chosen must allow you to meet all the ACs outlined in the marksheet.

Indicative word counts and suggested timings 
	Assessment method
	Indicative word count/suggested timing

	Written submission
	1000–1200 words

	Presentation
	15–30 minutes

	Professional discussion with assessor/tutor
	10–20 minutes



You must ensure that:
· all ACs are met in your response
· any minimum evidence requirements stated in the marksheet are met.

What must be produced for marking
You must complete the assignment using an agreed assessment method.



[bookmark: _Toc236992971][bookmark: _Toc236993131][bookmark: _Toc236993226]Unit 306 Change management within an organisational context – marksheet 
	Unit title 
	Change management within an organisational context
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARKSHEET
Each assignment is assessed by a set of assessment criteria (ACs) which define the requirements for a pass. In order to pass the unit, every AC must be met.
Where an AC requires specific product evidence (eg. create a project plan), candidates must present the actual product (such as a completed project plan). It is not sufficient to describe what they would produce.
Range statements are included in the marksheet.
· Some ACs sample across the range to confirm consistent competence rather than requiring assessment of every individual item. Where this occurs, minimum evidence requirements are explicitly stated in bold the AC.
· For ACs that do not state minimum evidence requirements candidates are required to evidence the full range as outlined in italics in the marksheet.
Where any further guidance is required to support the judgement of an AC, this is stated within the marksheet.
When assessing professional discussions, it is best practice to use time stamps to identify where the candidate has met each AC within the discussion.
Assessors must record an assessment outcome in the ‘Pass/refer’ column for each AC and provide a clear justification for their decision.

Resubmissions
Where a 'Refer' outcome has been recorded, candidates are required to address only the AC(s) identified as not yet achieved.
For each AC resubmission, assessors should use the ‘Assessor justification’ column to explain how the revised evidence now meets the requirements of the AC, linking their comments to the original assessment justification. The resubmission date must also be recorded.

Tracking assessment decisions
To support the tracking of assessment decisions and quality assurance activity, assessors must clearly identify and distinguish each assessment decision within the marksheet. A consistent approach should be used throughout to provide a clear audit trail. For example, assessors may use a colour-coding system.
· The initial assessment outcome for each AC must be clearly identifiable.
· Any associated assessor justification and assessment date must be linked to the relevant assessment decision using the chosen tracking method (eg. the same highlight colour).
· Where an AC is resubmitted, all new justification text and the associated assessment date must be clearly distinguishable from previous assessment decisions (eg. by using a different highlight colour).
· Assessment dates must be clearly linked to the corresponding assessment decision in the ‘Date of assessment box’.
· Where multiple resubmissions occur, the tracking method used must enable each assessment decision to be clearly distinguished to provide a transparent audit trail of learner progress and assessor judgements.
· Previously recorded assessment comments and dates must remain visible and must not be overwritten or deleted.

Once all ACs have been achieved, the assessor must record the final achievement date in the 'Date pass achieved' box located at the end of the marksheet.

	Assessment criteria (AC)
	Pass / refer
	Assessor justification 

	1.1 Explain what is meant by organisational change
	Pass / Refer

	

	1.2 Explain what is meant by change management 
	Pass / Refer

	



	1.3 Describe a minimum of two reasons why organisations implement change
	Pass / Refer

	

	1.4 Explain a minimum of two ways organisational change can impact on people and performance

Note: candidates must correctly explain a minimum of two ways organisational change could impact people and a minimum of two ways organisational change could impact performance.
	Pass / Refer

	

	1.5 Describe a minimum of three common barriers to change
	Pass / Refer

	

	1.6 Explain leadership communication approaches used to support change
(Leadership communication approaches: consistent, two-way, honest, clear, supportive)
	Pass / Refer
	

	1.7 Outline the main features of change management models

(Change management models: Lewin’s Three Stage Model, Kotter’s 8-step model, ADKAR Model)
	Pass / Refer
	

	
	
	

	2.1 Select a minimum of one change management model to support organisational change 

Expected (any one of): Lewins Three Stage Model, Kotter’s 8-step model or ADKAR Model. Other change management models can be identified if they are correctly suited to the change management experience presented.
	Pass / Refer

	

	2.2 Justify the choice of change management model 

Note: candidates must ensure that justification is not written in theory only. It must be directly related to their chosen change management experience.
	Pass / Refer

	

	2.3 Apply a minimum of three of leadership communication approaches to support organisational change 
	Pass / Refer

	

	2.4 Plan a minimum of three strategies to manage barriers to change 
	Pass / Refer

	

	2.5 Recommend a minimum of three actions to reduce negative impacts of change on people and performance 

Note: candidates must correctly explain how each action would support team members during the change process and how each action would help to maintain performance during the change.
	Pass / Refer

	

	Date Pass achieved
	



	Assessor name, date, signature
	
	
	

	IQA name, date, signature
	
	
	

	EQA name, date, signature 
	
	
	





[bookmark: _Toc236992972][bookmark: _Toc236993132][bookmark: _Toc236993227]Unit 307 Problem solving and decision making within an organisational context

[bookmark: _Toc236992973][bookmark: _Toc236993133][bookmark: _Toc236993228]Assessment 
You are required to demonstrate your understanding of problem-solving approaches and decision making in organisations.
For this assignment, you will need to draw on your experience of problem solving and decision making. Using relevant examples, you must demonstrate your ability to:
· understand approaches to problem solving and decision making 
· apply approaches to problem solving and decision making.
Your response should focus on both actions taken and the reasoning behind them. 
The examples and evidence chosen must allow you to meet all the ACs outlined in the marksheet. 

Indicative word counts and suggested timings 
	Assessment method
	Indicative word count/suggested timing

	Written submission
	1300–1500 words

	Presentation
	15–30 minutes

	Professional discussion with assessor/tutor
	10–20 minutes



You must ensure that:
· all ACs are met in your response
· any minimum evidence requirements stated in the marksheet are met.

What must be produced for marking
You must complete the assignment using an agreed assessment method.

[bookmark: _Toc236992974][bookmark: _Toc236993134][bookmark: _Toc236993229]Unit 306 Problem solving and decision making within an organisational context – marksheet 

	Unit title 
	Problem solving and decision making within an organisational context
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARKSHEET
Each assignment is assessed by a set of assessment criteria (ACs) which define the requirements for a pass. In order to pass the unit, every AC must be met.
Where an AC requires specific product evidence (eg. create a project plan), candidates must present the actual product (such as a completed project plan). It is not sufficient to describe what they would produce.
Range statements are included in the marksheet.
· Some ACs sample across the range to confirm consistent competence rather than requiring assessment of every individual item. Where this occurs, minimum evidence requirements are explicitly stated in bold the AC.
· For ACs that do not state minimum evidence requirements candidates are required to evidence the full range as outlined in italics in the marksheet.
Where any further guidance is required to support the judgement of an AC, this is stated within the marksheet.
When assessing professional discussions, it is best practice to use time stamps to identify where the candidate has met each AC within the discussion.
Assessors must record an assessment outcome in the ‘Pass/refer’ column for each AC and provide a clear justification for their decision.

Resubmissions
Where a 'Refer' outcome has been recorded, candidates are required to address only the AC(s) identified as not yet achieved.
For each AC resubmission, assessors should use the ‘Assessor justification’ column to explain how the revised evidence now meets the requirements of the AC, linking their comments to the original assessment justification. The resubmission date must also be recorded.

Tracking assessment decisions
To support the tracking of assessment decisions and quality assurance activity, assessors must clearly identify and distinguish each assessment decision within the marksheet. A consistent approach should be used throughout to provide a clear audit trail. For example, assessors may use a colour-coding system.
· The initial assessment outcome for each AC must be clearly identifiable.
· Any associated assessor justification and assessment date must be linked to the relevant assessment decision using the chosen tracking method (eg. the same highlight colour).
· Where an AC is resubmitted, all new justification text and the associated assessment date must be clearly distinguishable from previous assessment decisions (eg. by using a different highlight colour).
· Assessment dates must be clearly linked to the corresponding assessment decision in the ‘Date of assessment box’.
· Where multiple resubmissions occur, the tracking method used must enable each assessment decision to be clearly distinguished to provide a transparent audit trail of learner progress and assessor judgements.
· Previously recorded assessment comments and dates must remain visible and must not be overwritten or deleted.

Once all ACs have been achieved, the assessor must record the final achievement date in the 'Date pass achieved' box located at the end of the marksheet.

	Assessment criteria (AC)
	Pass / refer
	Assessor justification 

	1.1 Explain the importance of problem solving within organisations
	Pass / Refer

	

	1.2 Describe different approaches to problem solving used in organisations
(Approaches: proactive, reactive, formal, informal)
	Pass / Refer

	



	1.3 Explain the formal models and tools used to support problem solving
(Formal models and tools: PDCA (plan, do, check, act), 5 Whys)
	Pass / Refer

	

	1.4 Describe how structured methods are used to identify the root cause of problems
(Structured methods: fishbone diagram (Ishikawa), Pareto analysis)
	Pass / Refer

	

	1.5 Identify a minimum of two sources of information that support problem solving
	Pass / Refer

	

	1.6 Explain key principles of effective decision making within organisations
(Key principles: transparency, accountability, stakeholder involvement/impact, fairness, communication, fact/evidence based)
	Pass / Refer
	

	1.7 Describe tools used to support decision making within organisations
(Tools: SWOT Analysis, PESTLE Analysis, decision matrix)
	Pass / Refer
	

	
	
	

	2.1 Select an approach to problem solving for an organisational problem
	Pass / Refer

	

	2.2 Use a minimum of one formal model to analyse the cause of an organisational problem
	Pass / Refer

	

	2.3 Apply a minimum of one root cause method to verify the main cause of an organisational problem
	Pass / Refer

	

	2.4 Recommend a solution using decision making principles
	Pass / Refer

	

	Date Pass achieved
	



	Assessor name, date, signature
	
	
	

	IQA name, date, signature
	
	
	

	EQA name, date, signature 
	
	
	




[bookmark: _Toc236992975][bookmark: _Toc236993135][bookmark: _Toc236993230]Unit 308 Managing conflict

[bookmark: _Toc236992976][bookmark: _Toc236993136][bookmark: _Toc236993231]Assessment 
You are required to demonstrate your understanding of workplace conflict and conflict management approaches.
For this assignment, you will need to draw on your experience of managing conflict. Using relevant examples, you must demonstrate your ability to:
· understand workplace conflict 
· apply conflict management approaches.
Your response should focus on both actions taken and the reasoning behind them.  
The examples and evidence must allow you to meet all the ACs outlined in the marksheet. 
Indicative word counts and suggested timings 
	Assessment method
	Indicative word count/suggested timing

	Written submission
	1300–1500 words

	Presentation
	15–30 minutes

	Professional discussion with assessor/tutor
	10–20 minutes



You must ensure that:
· all ACs are met in your response
· any minimum evidence requirements stated in the marksheet are met.

What must be produced for marking
You must complete the assignment using an agreed assessment method.

[bookmark: _Toc236992977][bookmark: _Toc236993137][bookmark: _Toc236993232]Unit 307 Managing conflict – marksheet 
	Unit title 
	Managing conflict
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARKSHEET
Each assignment is assessed by a set of assessment criteria (ACs) which define the requirements for a pass. In order to pass the unit, every AC must be met.
Where an AC requires specific product evidence (eg. create a project plan), candidates must present the actual product (such as a completed project plan). It is not sufficient to describe what they would produce.
Range statements are included in the marksheet.
· Some ACs sample across the range to confirm consistent competence rather than requiring assessment of every individual item. Where this occurs, minimum evidence requirements are explicitly stated in bold the AC.
· For ACs that do not state minimum evidence requirements candidates are required to evidence the full range as outlined in italics in the marksheet.
Where any further guidance is required to support the judgement of an AC, this is stated within the marksheet.
When assessing professional discussions, it is best practice to use time stamps to identify where the candidate has met each AC within the discussion.
Assessors must record an assessment outcome in the ‘Pass/refer’ column for each AC and provide a clear justification for their decision.

Resubmissions
Where a 'Refer' outcome has been recorded, candidates are required to address only the AC(s) identified as not yet achieved.
For each AC resubmission, assessors should use the ‘Assessor justification’ column to explain how the revised evidence now meets the requirements of the AC, linking their comments to the original assessment justification. The resubmission date must also be recorded.

Tracking assessment decisions
To support the tracking of assessment decisions and quality assurance activity, assessors must clearly identify and distinguish each assessment decision within the marksheet. A consistent approach should be used throughout to provide a clear audit trail. For example, assessors may use a colour-coding system.
· The initial assessment outcome for each AC must be clearly identifiable.
· Any associated assessor justification and assessment date must be linked to the relevant assessment decision using the chosen tracking method (eg. the same highlight colour).
· Where an AC is resubmitted, all new justification text and the associated assessment date must be clearly distinguishable from previous assessment decisions (eg. by using a different highlight colour).
· Assessment dates must be clearly linked to the corresponding assessment decision in the ‘Date of assessment box’.
· Where multiple resubmissions occur, the tracking method used must enable each assessment decision to be clearly distinguished to provide a transparent audit trail of learner progress and assessor judgements.
· Previously recorded assessment comments and dates must remain visible and must not be overwritten or deleted.

Once all ACs have been achieved, the assessor must record the final achievement date in the 'Date pass achieved' box located at the end of the marksheet.

	Assessment criteria (AC)
	Pass / refer
	Assessor justification 

	1.1 Describe what is meant by conflict in the workplace
	Pass / Refer

	

	1.2 Explain the importance of a leader’s role in managing workplace conflict
	Pass / Refer

	



	1.3 Identify a minimum of three common causes of conflict in teams
	Pass / Refer

	

	1.4 Explain the impact of workplace conflict 
(Impact: on individuals, teams, organisational performance)
Note: The candidate must explain the impact on individuals, teams and organisational performance
	Pass / Refer

	

	1.5 Describe conflict management approaches 
(Conflict management approaches: Thomas–Kilmann (Competing, Collaborating, Compromising, Avoiding, Accommodating))
Note: candidates must describe all five approaches of Thomas–Kilmann (Competing, Collaborating, Compromising, Avoiding, Accommodating)
	Pass / Refer

	

	
	
	

	2.1 Identify the cause of workplace conflict situations
Note: candidates should identify a minimum of two causes to a minimum of one workplace conflict situation(s) presented in the assignment. 
	Pass / Refer

	

	2.2 Select appropriate conflict management approaches to manage workplace conflict
Note: candidates must select a conflict management approach that is appropriate for managing the conflict experience presented in the assignment.
	Pass / Refer

	

	2.3 Explain how effective communication can be used to support conflict resolution
	Pass / Refer

	

	2.4 Justify how the selected conflict management approaches minimise the impact of workplace conflict
Note: candidates must explain how the approach selected in AC2.2 would help minimise the impact of the conflict on individuals involved, the wider team and organisational performance.
	Pass / Refer

	

	Date Pass achieved
	



	Assessor name, date, signature
	
	
	

	IQA name, date, signature
	
	
	

	EQA name, date, signature 
	
	
	




[bookmark: _Toc236992978][bookmark: _Toc236993138][bookmark: _Toc236993233]Unit 309 The organisation and its environment

[bookmark: _Toc236992979][bookmark: _Toc236993139][bookmark: _Toc236993234]Assessment 
You are required to demonstrate your understanding of organisational environments and the factors that influence organisational performance and decision making.
For this assignment, you will need to draw on your understanding of organisational environments. Using relevant examples, you must demonstrate your ability to:
· understand the organisational environment
· apply knowledge of organisational environments to support organisational decision making.

Your response should focus on both actions taken and the reasoning behind them.  
The examples and evidence must allow you to meet all the ACs outlined in the marksheet. 

Indicative word counts and suggested timings 
	Assessment method
	Indicative word count/suggested timing

	Written submission
	1300–1500 words

	Presentation
	15–30 minutes

	Professional discussion with assessor/tutor
	10–20 minutes



You must ensure that:
· all ACs are met in your response
· any minimum evidence requirements stated in the marksheet are met.

What must be produced for marking
You must complete the assignment using an agreed assessment method.


[bookmark: _Toc236992980][bookmark: _Toc236993140][bookmark: _Toc236993235]Unit 309 The organisation and its environment – marksheet 
	Unit title 
	The organisation and its environment
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARKSHEET
Each assignment is assessed by a set of assessment criteria (ACs) which define the requirements for a pass. In order to pass the unit, every AC must be met.
Where an AC requires specific product evidence (eg. create a project plan), candidates must present the actual product (such as a completed project plan). It is not sufficient to describe what they would produce.
Range statements are included in the marksheet.
· Some ACs sample across the range to confirm consistent competence rather than requiring assessment of every individual item. Where this occurs, minimum evidence requirements are explicitly stated in bold the AC.
· For ACs that do not state minimum evidence requirements candidates are required to evidence the full range as outlined in italics in the marksheet.
Where any further guidance is required to support the judgement of an AC, this is stated within the marksheet.
When assessing professional discussions, it is best practice to use time stamps to identify where the candidate has met each AC within the discussion.
Assessors must record an assessment outcome in the ‘Pass/refer’ column for each AC and provide a clear justification for their decision.

Resubmissions
Where a 'Refer' outcome has been recorded, candidates are required to address only the AC(s) identified as not yet achieved.
For each AC resubmission, assessors should use the ‘Assessor justification’ column to explain how the revised evidence now meets the requirements of the AC, linking their comments to the original assessment justification. The resubmission date must also be recorded.

Tracking assessment decisions
To support the tracking of assessment decisions and quality assurance activity, assessors must clearly identify and distinguish each assessment decision within the marksheet. A consistent approach should be used throughout to provide a clear audit trail. For example, assessors may use a colour-coding system.
· The initial assessment outcome for each AC must be clearly identifiable.
· Any associated assessor justification and assessment date must be linked to the relevant assessment decision using the chosen tracking method (eg. the same highlight colour).
· Where an AC is resubmitted, all new justification text and the associated assessment date must be clearly distinguishable from previous assessment decisions (eg. by using a different highlight colour).
· Assessment dates must be clearly linked to the corresponding assessment decision in the ‘Date of assessment box’.
· Where multiple resubmissions occur, the tracking method used must enable each assessment decision to be clearly distinguished to provide a transparent audit trail of learner progress and assessor judgements.
· Previously recorded assessment comments and dates must remain visible and must not be overwritten or deleted.

Once all ACs have been achieved, the assessor must record the final achievement date in the 'Date pass achieved' box located at the end of the marksheet.

	Assessment criteria (AC)
	Pass / refer
	Assessor justification 

	1.1 Explain the purpose and aims of different organisational sectors
(Organisational sectors: private sector, public sector, third/not-for-profit sector)
	Pass / Refer

	

	1.2 Describe internal factors that influence organisational performance
(Internal factors: culture, structure, resources, workforce skills, leadership, internal processes)
	Pass / Refer

	



	1.3 Describe external factors that influence organisational decisions
(External factors: political, economic, social, technological, legal, environmental)
	Pass / Refer

	

	1.4 Explain how organisations demonstrate sustainable working practices
(Sustainable working practices: reducing waste, recycling and reuse, energy efficiency, reducing carbon emissions, sustainable sourcing, efficient use of resources)
	Pass / Refer

	

	1.5 Explain the meaning of Net Zero in an organisational context
	Pass / Refer

	

	1.6 Explain the principles of Corporate and Social Responsibility (CSR)
	Pass / Refer
	

	
	
	

	2.1 Assess the impact of internal factors on organisational performance
	Pass / Refer

	

	2.2 Apply external environment analysis to identify influences on organisational decisions
	Pass / Refer

	

	2.3 Recommend a minimum of four sustainable working practices to support organisational sustainability
	Pass / Refer

	

	2.4 Propose a minimum of two actions that contribute towards Net Zero targets
	Pass / Refer

	

	2.5 Apply CSR principles to organisational decision making
	Pass / Refer

	

	Date Pass achieved
	



	Assessor name, date, signature
	
	
	

	IQA name, date, signature
	
	
	

	EQA name, date, signature 
	
	
	



[bookmark: _Toc236992981][bookmark: _Toc236993141][bookmark: _Toc236993236]Unit 310 Effective communication in an organisational context
[bookmark: _Toc236992982][bookmark: _Toc236993142][bookmark: _Toc236993237]Assessment 
You are required to demonstrate your understanding of the principles and impact of effective workplace communication.
For this assignment, you will need to draw on your experience of effective communication. Using relevant examples, you must demonstrate your ability to:
· explain the principles of effective workplace communication
· use effective communication techniques.

Your response should focus on both actions taken and the reasoning behind them.  
The examples and evidence must allow you to meet all the ACs outlined in the marksheet. 
Indicative word counts and suggested timings 
	Assessment method
	Indicative word count/suggested timing

	Written submission
	1000–1200 words

	Presentation
	15–30 minutes

	Professional discussion with assessor/tutor
	10–20 minutes



You must ensure that:
· all ACs are met in your response
· any minimum evidence requirements stated in the marksheet are met.

What must be produced for marking
You must complete the assignment using an agreed assessment method.




[bookmark: _Toc236992983][bookmark: _Toc236993143][bookmark: _Toc236993238]Unit 310 Effective communication in an organisational context – marksheet
	Unit title 
	Effective communication in an organisational context
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARKSHEET
Each assignment is assessed by a set of assessment criteria (ACs) which define the requirements for a pass. In order to pass the unit, every AC must be met.
Where an AC requires specific product evidence (eg. create a project plan), candidates must present the actual product (such as a completed project plan). It is not sufficient to describe what they would produce.
Range statements are included in the marksheet.
· Some ACs sample across the range to confirm consistent competence rather than requiring assessment of every individual item. Where this occurs, minimum evidence requirements are explicitly stated in bold the AC.
· For ACs that do not state minimum evidence requirements candidates are required to evidence the full range as outlined in italics in the marksheet.
Where any further guidance is required to support the judgement of an AC, this is stated within the marksheet.
When assessing professional discussions, it is best practice to use time stamps to identify where the candidate has met each AC within the discussion.
Assessors must record an assessment outcome in the ‘Pass/refer’ column for each AC and provide a clear justification for their decision.

Resubmissions
Where a 'Refer' outcome has been recorded, candidates are required to address only the AC(s) identified as not yet achieved.
For each AC resubmission, assessors should use the ‘Assessor justification’ column to explain how the revised evidence now meets the requirements of the AC, linking their comments to the original assessment justification. The resubmission date must also be recorded.

Tracking assessment decisions
To support the tracking of assessment decisions and quality assurance activity, assessors must clearly identify and distinguish each assessment decision within the marksheet. A consistent approach should be used throughout to provide a clear audit trail. For example, assessors may use a colour-coding system.
· The initial assessment outcome for each AC must be clearly identifiable.
· Any associated assessor justification and assessment date must be linked to the relevant assessment decision using the chosen tracking method (eg. the same highlight colour).
· Where an AC is resubmitted, all new justification text and the associated assessment date must be clearly distinguishable from previous assessment decisions (eg. by using a different highlight colour).
· Assessment dates must be clearly linked to the corresponding assessment decision in the ‘Date of assessment box’.
· Where multiple resubmissions occur, the tracking method used must enable each assessment decision to be clearly distinguished to provide a transparent audit trail of learner progress and assessor judgements.
· Previously recorded assessment comments and dates must remain visible and must not be overwritten or deleted.

Once all ACs have been achieved, the assessor must record the final achievement date in the 'Date pass achieved' box located at the end of the marksheet.

	Assessment criteria (AC)
	Pass / refer
	Assessor justification 

	1.1 Explain different types of communication and their purpose in workplace settings
(Communication: verbal, non-verbal, written, digital)
	Pass / Refer

	

	1.2 Describe how effective communication contributes to successful workplace outcomes
	Pass / Refer

	



	1.3 Evaluate the impact of communication barriers on working relationships and team performance
(Communication barriers: tone, language, method, clarity)
	Pass / Refer

	

	1.4 Describe the principles of active listening
(Principles of active listening: paying full attention/non-verbal communication, summarising/paraphrasing, avoiding interruptions, making notes)
	Pass / Refer

	

	1.5 Explain the principles of influencing in workplace communication
(Influencing: persuasive language, adapting to suit audience, building rapport)
	Pass / Refer

	

	1.6 Explain the principles of negotiation in workplace communication
(Negotiation: identifying shared interests, maintaining control, assertiveness, compromise, agreement)
	Pass / Refer
	

	
	
	

	2.1 Apply a minimum of two different communication types to meet workplace communication needs
	Pass / Refer

	

	2.2 Manage communication barriers to support effective working relationships
	Pass / Refer

	

	2.3 Use influencing techniques to achieve workplace communication outcomes
	Pass / Refer

	

	2.4 Apply negotiation principles to reach agreement in workplace communication
	Pass / Refer

	

	Date Pass achieved
	



	Assessor name, date, signature
	
	
	

	IQA name, date, signature
	
	
	

	EQA name, date, signature 
	
	
	




[bookmark: _Toc227845254][bookmark: _Toc236992984][bookmark: _Toc236993144][bookmark: _Toc236993239]Unit 311	Developing an effective team
[bookmark: _Toc236992985][bookmark: _Toc236993145][bookmark: _Toc236993240]Assessment 
You are required to demonstrate your understanding of the ways in which leaders can develop effective teams. 
For this assignment, you will need to draw on your experience of developing an effective team. Using relevant examples, you must demonstrate your ability to:
· explain the principles of effective team working
· use techniques to support effective team working.
Your response should focus on both actions taken and the reasoning behind them.  
The examples and evidence must allow you to meet all the ACs outlined in the marksheet. 

Indicative word counts and suggested timings 
	Assessment method
	Indicative word count/suggested timing

	Written submission
	1000–1200 words

	Presentation
	15–30 minutes

	Professional discussion with assessor/tutor
	10–20 minutes



You must ensure that:
· all ACs are met in your response
· any minimum evidence requirements stated in the marksheet are met. 

What must be produced for marking
You must complete the assignment using an agreed assessment method.







[bookmark: _Toc236992986][bookmark: _Toc236993146][bookmark: _Toc236993241]Unit 311	Developing an effective team – marksheet
	Unit title 
	Developing an effective team
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARKSHEET
Each assignment is assessed by a set of assessment criteria (ACs) which define the requirements for a pass. In order to pass the unit, every AC must be met.
Where an AC requires specific product evidence (eg. create a project plan), candidates must present the actual product (such as a completed project plan). It is not sufficient to describe what they would produce.
Range statements are included in the marksheet.
· Some ACs sample across the range to confirm consistent competence rather than requiring assessment of every individual item. Where this occurs, minimum evidence requirements are explicitly stated in bold the AC.
· For ACs that do not state minimum evidence requirements candidates are required to evidence the full range as outlined in italics in the marksheet.
Where any further guidance is required to support the judgement of an AC, this is stated within the marksheet.
When assessing professional discussions, it is best practice to use time stamps to identify where the candidate has met each AC within the discussion.
Assessors must record an assessment outcome in the ‘Pass/refer’ column for each AC and provide a clear justification for their decision.

Resubmissions
Where a 'Refer' outcome has been recorded, candidates are required to address only the AC(s) identified as not yet achieved.
For each AC resubmission, assessors should use the ‘Assessor justification’ column to explain how the revised evidence now meets the requirements of the AC, linking their comments to the original assessment justification. The resubmission date must also be recorded.

Tracking assessment decisions
To support the tracking of assessment decisions and quality assurance activity, assessors must clearly identify and distinguish each assessment decision within the marksheet. A consistent approach should be used throughout to provide a clear audit trail. For example, assessors may use a colour-coding system.
· The initial assessment outcome for each AC must be clearly identifiable.
· Any associated assessor justification and assessment date must be linked to the relevant assessment decision using the chosen tracking method (eg. the same highlight colour).
· Where an AC is resubmitted, all new justification text and the associated assessment date must be clearly distinguishable from previous assessment decisions (eg. by using a different highlight colour).
· Assessment dates must be clearly linked to the corresponding assessment decision in the ‘Date of assessment box’.
· Where multiple resubmissions occur, the tracking method used must enable each assessment decision to be clearly distinguished to provide a transparent audit trail of learner progress and assessor judgements.
· Previously recorded assessment comments and dates must remain visible and must not be overwritten or deleted.

Once all ACs have been achieved, the assessor must record the final achievement date in the 'Date pass achieved' box located at the end of the marksheet.

	Assessment criteria (AC)
	Pass / refer
	Assessor justification 

	1.1 Explain the key characteristics of effective teams
(key characteristics: clear goals, shared purpose, effective communication, collaboration, accountability)
	Pass / Refer

	

	1.2 Explain how different types of teams impact effective working
(Different types of teams: virtual, face-to-face)
	Pass / Refer

	



	1.3 Describe different stages of team development
(Team development: forming, storming, norming, performing (Tuckman’s model of team development)
	Pass / Refer

	

	1.4 Explain how team dynamics influence team effectiveness
(Team dynamics: relationships, communication patterns, behaviours, group interactions)
	Pass / Refer

	

	1.5 Explain how individual roles contribute to team effectiveness

(Individual roles: plant, resource investigator, coordinator, shaper, monitor evaluator, team worker, implementer, completer finisher, specialist (Belbin’s team role theory))
	Pass / Refer

	

	1.6 Explain the importance of trust and respect in team working
(Trust and respect: openness, honesty, reliability, valuing others, positive relationships)
	Pass / Refer
	

	
	
	

	2.1 Evaluate a team against stages of team development 
	Pass / Refer

	

	2.2 Manage individual roles within a team to support effective working
	Pass / Refer

	

	2.3 Promote trust and respect within a team
	Pass / Refer

	

	Date Pass achieved
	



	Assessor name, date, signature
	
	
	

	IQA name, date, signature
	
	
	

	EQA name, date, signature 
	
	
	






[bookmark: _Toc236992987][bookmark: _Toc236993147][bookmark: _Toc236993242]Unit 312	Workplace legislation and compliance

[bookmark: _Toc236992988][bookmark: _Toc236993148][bookmark: _Toc236993243]Assessment 
You are required to demonstrate your understanding of key workplace legislation and compliance requirements.
For this assignment, you will need to draw on your experience of workplace legislation and compliance. Using relevant examples, you must demonstrate your ability to:
· explain the principles of legislation and compliance
· apply workplace legislation to support compliance.
Your response should focus on both actions taken and the reasoning behind them.  
The examples and evidence must allow you to meet all the ACs outlined in the marksheet. 

Indicative word counts and suggested timings 
	Assessment method
	Indicative word count/suggested timing

	Written submission
	1300–1500 words

	Presentation
	15–30 minutes

	Professional discussion with assessor/tutor
	10–20 minutes



You must ensure that:
· all ACs are met in your response
· any minimum evidence requirements stated in the marksheet are met. 

What must be produced for marking
You must submit one complete assessment using an agreed method of presentation.




[bookmark: _Toc236992989][bookmark: _Toc236993149][bookmark: _Toc236993244]Unit 310 Workplace legislation and compliance – marksheet
	Unit title 
	Workplace legislation and compliance
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARKSHEET
Each assignment is assessed by a set of assessment criteria (ACs) which define the requirements for a pass. In order to pass the unit, every AC must be met.
Where an AC requires specific product evidence (eg. create a project plan), candidates must present the actual product (such as a completed project plan). It is not sufficient to describe what they would produce.
Range statements are included in the marksheet.
· Some ACs sample across the range to confirm consistent competence rather than requiring assessment of every individual item. Where this occurs, minimum evidence requirements are explicitly stated in bold the AC.
· For ACs that do not state minimum evidence requirements candidates are required to evidence the full range as outlined in italics in the marksheet.
Where any further guidance is required to support the judgement of an AC, this is stated within the marksheet.
When assessing professional discussions, it is best practice to use time stamps to identify where the candidate has met each AC within the discussion.
Assessors must record an assessment outcome in the ‘Pass/refer’ column for each AC and provide a clear justification for their decision.

Resubmissions
Where a 'Refer' outcome has been recorded, candidates are required to address only the AC(s) identified as not yet achieved.
For each AC resubmission, assessors should use the ‘Assessor justification’ column to explain how the revised evidence now meets the requirements of the AC, linking their comments to the original assessment justification. The resubmission date must also be recorded.

Tracking assessment decisions
To support the tracking of assessment decisions and quality assurance activity, assessors must clearly identify and distinguish each assessment decision within the marksheet. A consistent approach should be used throughout to provide a clear audit trail. For example, assessors may use a colour-coding system.
· The initial assessment outcome for each AC must be clearly identifiable.
· Any associated assessor justification and assessment date must be linked to the relevant assessment decision using the chosen tracking method (eg. the same highlight colour).
· Where an AC is resubmitted, all new justification text and the associated assessment date must be clearly distinguishable from previous assessment decisions (eg. by using a different highlight colour).
· Assessment dates must be clearly linked to the corresponding assessment decision in the ‘Date of assessment box’.
· Where multiple resubmissions occur, the tracking method used must enable each assessment decision to be clearly distinguished to provide a transparent audit trail of learner progress and assessor judgements.
· Previously recorded assessment comments and dates must remain visible and must not be overwritten or deleted.

Once all ACs have been achieved, the assessor must record the final achievement date in the 'Date pass achieved' box located at the end of the marksheet.

	Assessment criteria (AC)
	Pass / refer
	Assessor justification 

	1.1 Explain key principles of health and safety legislation relevant to the workplace
	Pass / Refer

	

	1.2 Explain responsibilities of employers and employees under health and safety law
	Pass / Refer

	

	1.3 Identify legislation that supports equity, diversity and inclusion (EDI) in the workplace
	Pass / Refer

	

	1.4 Explain key principles of data protection legislation
	Pass / Refer

	

	1.5 Explain the consequences of failing to comply with workplace legislation
(Consequences: for organisations and individuals)
	Pass / Refer

	

	1.6 Explain the role of organisational governance in supporting legal compliance
	Pass / Refer
	

	
	
	

	2.1 Apply health and safety legislation principles to workplace compliance requirements
	Pass / Refer

	

	2.2 Outline actions that meet employer responsibilities under health and safety law
	Pass / Refer

	

	2.3 Identify inclusive practices that support compliance with EDI legislation
	Pass / Refer

	

	2.4 Apply data protection principles to workplace information handling
	Pass / Refer

	

	2.5 Recommend governance actions that support legal compliance
	Pass / Refer

	

	2.6 Assess potential consequences of non-compliance with workplace legislation
	Pass / Refer

	

	Date Pass achieved
	



	Assessor name, date, signature
	
	
	

	IQA name, date, signature
	
	
	

	EQA name, date, signature 
	
	
	




[bookmark: _Toc236993245]4. Grading
[bookmark: _Toc133242271]
Marksheets containing all assessment criteria (ACs) for each assignment are provided. Each checklist outlines the minimum evidence required for a candidate to achieve a Pass. Where additional guidance is needed to support assessment decisions, this is included within the checklist.
All ACs within a marksheet must be met in order to confirm a pass grade for the assignment. 
	
[bookmark: _Toc236993246]
5. Centre guidance
[bookmark: _Hlk81299255][bookmark: _Hlk81302885]
Guidance provided in this section supports the administration of this assessment.
The assessments have been designed to require the candidate to make use of the knowledge, understanding and skills they have built up over the course of their learning to tackle tasks/problems/challenges. 
Candidates are provided with an assignment brief and are required to apply their knowledge and skills to select the appropriate processes and approaches to complete the assignment. They then have to draw on their knowledge and skills and independently select the correct processes, tools and approaches to take, to complete the brief.

[bookmark: _Toc236992992][bookmark: _Toc236993152][bookmark: _Toc236993247]Preparation of candidates for assessment
During the learning programme, tutors should provide opportunities for candidates to complete shorter formative tasks that enable them to independently apply and consolidate their learning. Where appropriate, these activities should reflect the format, conditions and expectations of the assessment, helping candidates to become familiar with the assessment requirements.
Tutors may provide developmental feedback on formative activities to support learning, address gaps in knowledge and understanding, and help candidates prepare for the assessment. Such feedback should be used to guide improvement and build confidence, while ensuring that candidates develop and demonstrate their own understanding and skills.
Candidates should be made aware during the learning programme of what the assessments will measure and how they will be marked. They should understand the level of performance required to achieve a pass. This is best supported through formative activities, regular feedback and reference to the relevant ACs as part of the teaching and learning process.
During the learning programme, direct tutor instruction on how to approach tasks through modelling, support, guidance and feedback are critical. However, gradual removal of this support is necessary in preparation for assessment. Candidates must be able to demonstrate their achievement independently, and the support provided during learning would not be appropriate under assessment conditions.
The purpose of assessment is to confirm the standard a candidate has achieved as a result of their learning. Candidates should be encouraged to perform to the best of their ability and made aware of the distinction between formative activities, which are designed to support learning and development, and assessments, which are used to judge and confirm achievement.

[bookmark: _Toc236992993][bookmark: _Toc236993153][bookmark: _Toc236993248]Planning and managing assessment 
[bookmark: _Toc236992994][bookmark: _Toc236993154][bookmark: _Toc236993249]Compliance with timings
All assignments are completed by candidates during their period of study on the qualification.

[bookmark: _Toc236992995][bookmark: _Toc236993155][bookmark: _Toc236993250]Scheduling assessment presentations and professional discussions
It is the responsibility of the centre to plan and manage the scheduling of assessment presentations and professional discussions in line with local timetables and the guide timings provided for each assessment component.
Candidates must only be given access to assessment materials and their own work during formal assessment sessions. Where assessment activities are being conducted in a designated environment, clear information or notices may be used to indicate that assessment activity is underway and to support an appropriate assessment setting. Any assessment-related systems, materials or recording arrangements should be maintained until the candidate has completed all required assessment activities. 

[bookmark: _Toc236992996][bookmark: _Toc236993156][bookmark: _Toc236993251]Oral questions and responses 
Where assessors are required to ask learners oral questions and make judgements based on their responses they must generate and record sufficient information to recall and justify their judgements, eg for internal and/or external quality assurance activity.
This may include the following approaches:
· In-person audio or video recordings, eg during face-to-face meetings – the in-person recording process must be unobtrusive and have no adverse effect on the learner. Assessors must indicate where specific assessment requirements/specifications have been covered in the recordings. This is most easily achieved by the assessor including relevant recording timestamps within the assessment records.
· Remote digital recordings, eg via a secure meeting on Teams – the recording may be transcribed or the digital recording used. Assessors must indicate where specific assessment requirements/specifications have been covered in the transcript or digital recording. This is most easily achieved by the assessor referencing relevant timestamps within the transcript and/or assessment records.
· Paper records of questions and responses – contemporaneous records completed by the assessor, noting the learner's responses. 

Recordings, transcripts and contemporaneous records must be authenticated by the assessor and learner and be stored within the learner’s assessment records. 
Assessors must ensure City & Guilds' general requirements for oral questions are met, eg the questions are asked in a quiet, private and secure area, the questions are kept secure and are asked in accordance with the time and other requirements set out in the qualification's strategy. 

[bookmark: _Toc236992997][bookmark: _Toc236993157][bookmark: _Toc236993252]Assessor candidate ratios
Presentations and professional discussions must be conducted on a one-to-one basis between the assessor and the candidate to allow valid assessment and clear authentication of responses.


[bookmark: _Toc236992998][bookmark: _Toc236993158][bookmark: _Toc236993253]Guidance on assessment conditions
The assessment conditions in place for these assignments are to: 
· ensure the rigour of the assessment process 
· provide fairness for candidates 
· give confidence in the outcome.

They can be thought of as the rules that ensure that all candidates who take an assessment are being treated fairly, equally and in a manner that ensures their result reflects their true ability.
The conditions outlined below relate to the assignments. They do not affect any formative work that takes place, although it is advised that candidates are familiar with the requirements and conditions applicable to the completion of their assessment. 
The evidence for the assignments must be completed under the specified conditions. This is to ensure authenticity and prevent malpractice as well as to assess and record candidate performance. It is the centre’s responsibility to ensure that local administration and oversight gives the assessor sufficient confidence to be able to confirm the authenticity of the candidate’s work.

[bookmark: _Toc236992999][bookmark: _Toc236993159][bookmark: _Toc236993254]Security and authentication of candidate work
Centres must have effective arrangements in place to ensure the security and authenticity of all candidate evidence, regardless of whether the assignment is completed under uncontrolled conditions or assessed through a presentation or professional discussion.
Candidate assignment evidence must be protected from unsupervised access by the candidate or any third party once it has been produced or submitted for assessment. Where evidence is generated over a number of sessions, the assessor must ensure that candidates and others do not have access to the evidence outside of agreed assessment activity. 
For assignments completed under uncontrolled conditions, centres must ensure that procedures are in place to support the assessor in confirming that submitted work is the candidate’s own. For assignments assessed through presentations or professional discussions, the assessment arrangements must enable the assessor to clearly authenticate candidate responses and any supporting materials used.
All candidates are required to complete a declaration of authenticity confirming that the evidence submitted is their own work. The assessor must also complete and sign the declaration to confirm that, to the best of their knowledge, the evidence is authentic. The relevant declaration form is included within the assignment pack and must be signed after all evidence has been produced and assessment activity has been completed.
Where the candidate or assessor is unable to or does not confirm authenticity through signing the declaration form, EQAs will flag this through the verification process and will require the centre to provide further justification of authentication.

[bookmark: _Toc236993000][bookmark: _Toc236993160][bookmark: _Toc236993255]Accessibility and fairness
Where a candidate has special requirements, assessors should refer to the Access arrangements and reasonable adjustments section of the City & Guilds website.
Assessors can support access where necessary by providing clarification to any candidate on the requirements or timings of any aspect of this assignment. Assessors should not provide more guidance than the candidate needs as this may impact the candidate’s grade; see the guidance and feedback section below. 
All candidates must be provided with an environment, time frame and resources that allow them reasonable access to the full range of marks available.

[bookmark: _Toc236993001][bookmark: _Toc236993161][bookmark: _Toc236993256]Guidance and feedback
Assessors can support candidates during the assessment period to understand the requirements of the assignment and the assessment process. 
Following review and assessment of the candidate’s submission, the candidate should be provided with an assessment outcome of either pass or refer.
Where a candidate has achieved a pass, it is good practice for assessors to provide developmental feedback. This may include recognition of strengths, areas of good practice and recommendations for future improvement. Such feedback should explain how the assessment criteria (ACs) have been met and support the candidate's ongoing development.
Where a candidate receives a refer outcome, assessors must clearly identify the ACs that have not yet been achieved. Feedback may be provided to help the candidate understand why the criteria has not yet been achieved, but care must be taken to avoid directing the candidate to the specific answers or ways to achieve the criteria, as this could compromise the validity of the assessment and provide an unfair advantage.

[bookmark: _Toc236993257][bookmark: _Toc93919642]6. Candidate record form  

	Candidate name
	Candidate number

	
	

	Centre name
	Centre number

	
	


Assessor notes: please always refer to the relevant marksheet for guidance on criteria.
	Assignment
	Notes and justification
	Outcome 

	
	
	Pass/refer

	
	
	Pass/refer 

	
	
	Pass/refer

	
	
	



	Assessor name
	Date

	
	

	Assessor signature 
	

	
	



Resubmission of evidence 
Assessor to complete this section if any evidence has been resubmitted and to confirm if it meets/does not meet the standard. 

	Assignment
	Detail of evidence resubmitted
	Notes and justification 
	Outcome 

	
	
	
	Pass/refer

	
	
	
	Pass/refer

	
	
	
	Pass/refer

	
	
	
	



	 Assessor name
	Date

	
	

	 Assessor signature 
	

	
	



IQA to confirm. 
	Internal Quality Assurer (IQA) name 
	Date

	
	

	 IQA signature
	

	
	



If sampled by EQA:
	External Quality Assurer (EQA) name 
	Date

	
	

	 EQA signature
	

	
	




[bookmark: _Toc236993258]7. Declaration of authenticity 

	Assessment ID
	Qualification number

	
	

	Candidate name
	Candidate number

	
	

	 Centre name
	Centre number

	
	


		


Additional support 
Has the candidate received any additional support in the production of this work? 
No   Yes  (Please tick appropriate)	
If yes, give details below (and on a separate sheet if necessary).
	
	



Candidate:
I confirm that all work submitted is my own, and that I have acknowledged all sources I have used.
	Candidate signature
	Date 

	
	



Assessor:
I confirm that all work was conducted under conditions designed to assure the authenticity of the candidate’s work, and am satisfied that, to the best of my knowledge, the work produced is solely that of the candidate.
	Assessor signature
	Date 

	
	



Note: Where the candidate and/or assessor is unable to or does not confirm authenticity through signing this declaration form, the work will be queried and if any question of authenticity arises, the assessor may be contacted for justification of authentication. 


[bookmark: _Toc236993259]Appendix 1	Sources of general information  

The following documents contain essential information for centres delivering City & Guilds qualifications. They should be referred to in conjunction with this document. To download the documents and to find other useful documents, go to www.cityandguilds.com or click on the links below:
Centre handbook: quality assurance standards  
This document is for all approved centres and provides guidance to support their delivery of our qualifications. It includes information on:  
· centre quality assurance criteria and monitoring activities 
· administration and assessment systems 
· centre-facing support teams at City & Guilds/ILM 
· centre quality assurance roles and responsibilities.

The centre handbook should be used to ensure compliance with the terms and conditions of the centre contract.  
Centre assessment: quality assurance standards
This document sets out the minimum common quality assurance requirements for our qualifications that feature centre-assessed components. 
It incorporates our expectations for centre internal quality assurance and the external quality assurance methods we use to ensure that assessment standards are met and upheld. It also details the range of sanctions that may be put in place when centres do not comply with our requirements or actions that will be taken to align centre marking/assessment to required standards. Additionally, it provides guidance on administering portfolios and controlled assessments, including a definition of supervised conditions.

Access arrangements: when and how applications need to be made to City & Guilds This provides full details of the arrangements that may be made to facilitate access to assessments and qualifications for candidates who are eligible for adjustments in assessment. 

The centre document library also contains useful information on such things as: 
· conducting examinations
· registering learners
· appeals and malpractice.

[bookmark: _Toc93500765]
Useful contacts




Please visit the contact us section of the City & Guilds website
City & Guilds Level 3 Award and Certificate in Leadership and Management Development (8720-11/21)		27

City & Guilds Level 3 Award and Certificate in Leadership and Management Development (8720-11/21)
City & Guilds
For almost 150 years, we have worked with people, organisations and economies to help them identify and develop the skills they need to thrive. We understand the life-changing link between skills development, social mobility, prosperity and success. Everything we do is focused on developing and delivering high-quality training, qualifications, assessments and credentials that lead to jobs and meet the changing needs of industry.  
We partner with our customers to deliver work-based learning programmes that build competency to support better prospects for people, organisations and wider society. We create flexible learning pathways that support lifelong employability because we believe that people deserve the opportunity to (re)train and (re)learn again and again – gaining new skills at every stage of life, regardless of where they start. 
Copyright
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