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[bookmark: _Toc239940235]1	Assessment overview 
This guidance contains assessment documentation for the Level 5 Award and Certificate in Operational 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.
Candidates are required to meet the minimum evidence requirements shown in the mark sheets. Centres must issue the mark sheet alongside the assignment brief.
The mark sheets must be used by the assessor to record their assessment decisions.
[bookmark: _Toc239940236]2	Assignment 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.

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.

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. 

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 7). Centres and candidates should be aware of City & Guilds guidance on both plagiarism and the use of Artificial Intelligence (AI) 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.
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.   

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 centres 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.

Assessment methods
Assignments may be completed using one or more 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. 
Assessors must not make the assessment judgement based on the success of the assignment format, eg the candidate’s presentation style.
Further guidance on the different assessment methods is provided in this section under ‘Guidance on assessment methods’.

Requirement for product evidence
Where assignment ACs require 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 alone.
All assignment evidence presented must be relevant and clearly referenced within the submission. 


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. Where more than one assessment method is used in an assignment, suggested word count and timing should be adjusted accordingly as indicative guidance.

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 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. Where more than one assessment method is used in an assignment, suggested word count and timing should be adjusted accordingly as indicative guidance. The candidate may agree with their tutor to complete Learning Outcome 1 as a written assignment, while Learning Outcomes 2 and 3 may be assessed through a presentation or professional discussion.

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.



Assessment outcomes and feedback 
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 (LOs) 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. Following agreement with the assessor, resubmissions can be made in a different format to the original submission.



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 External Quality Assurer (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: IQAs are only required to sample across resubmissions and not required to review all resubmissions within the centre. 

[bookmark: _Toc239940237]3	Assignment briefs
These assignment briefs set out what you are required to do to demonstrate your knowledge and understanding 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. Learning Outcomes (LOs) provide a context for the related ACs.
You should read the assignment brief carefully alongside the mark sheet 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 mark sheet.
Ranged terms are highlighted in bold and identified within the mark sheet in italics to help you understand what must be evidenced.
Where a range is specified, you are expected to cover the entire range in your response.
Failure to cover the full range will result in ACs not being met.
Minimum evidence requirements shown in the mark sheet must be fully met.
Plurals in ACs must be evidenced twice as a minimum. For example, AC2.1 Evaluate coaching models must evaluate a minimum of two models.



[bookmark: _Toc239940238]Unit 501 Developing leadership and management practices
Assignment brief
You are required to demonstrate your understanding and application of leadership and management practices in the workplace.
For this assessment, you will need to draw on your experience of leadership and management approaches used to support people and organisational goals, and evaluate your own leadership and management practice.
Using relevant examples, you must demonstrate your ability to:
analyse leadership and management differences, approaches to support people and achieve organisational goals
understand emotional intelligence in leadership practice
assess your leadership and management practice.

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

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

	Written submission
	2000–2500 words

	Presentation
	20–30 minutes

	Professional discussion with assessor/tutor
	20–30 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

What must be produced for marking
You must complete the assignment using an agreed assessment method.
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Unit 501 Developing leadership and management practices – mark sheet
	Unit title 
	Developing leadership and management practices
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand leadership and management approaches to support people and achieve organisational goals

	AC1.1 Analyse the differences between leadership and management
	Two differences
	Pass/Refer
	

	AC1.2 Describe different leadership and management approaches
	Two approaches
	Pass/Refer
	

	AC1.3 Analyse how leadership and management approaches can be applied
	Two approaches
	Pass/Refer
	

	AC1.4 Assess the impact of leadership and management approaches on people
	Two approaches
	Pass/Refer
	

	AC1.5 Assess how adapting leadership and management approaches can support individuals and teams to achieve organisational goals
	Individuals
Teams
	Pass/Refer
	

	LO2 Understand emotional intelligence in leadership practice

	AC2.1 Explain emotional intelligence
	Explanation
	Pass/Refer
	

	AC2.2 Explain the importance of emotional intelligence in leadership practice
AC2.2 Leadership practice: self, others
	Self
Others
	Pass/Refer
	

	AC2.3 Analyse emotional intelligence theories/models
	Two theories and/or models
	Pass/Refer
	

	LO3 Be able to develop own leadership and management practices

	AC3.1 Assess own leadership and management practice
	Two improvements
	Pass/Refer
	

	AC3.2 Identify improvements to own leadership and management practice
	
	Pass/Refer
	

	AC3.3 Justify improvements to own leadership and management practice
	
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	








[bookmark: _Toc239940239]Unit 502 Personal development planning
Assignment brief 
You are required to demonstrate your understanding and application of how personal development planning (PDP) could be used in the workplace.
For this assessment, you will need to draw on your experience of using reflective practice and personal/professional development approaches. 
Using relevant examples, you must demonstrate your ability to:
understand the purpose and importance of continuous personal and professional development
evaluate the impact of personal and professional development
plan, do, and reflect on own personal and professional development activities

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

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

	Written submission
	1000–1500 words

	Presentation
	15–25 minutes

	Professional discussion with assessor/tutor
	15–25 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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



[bookmark: _Hlk81561943]Unit 502 Personal development planning – mark sheet
	[bookmark: _Toc133242266]Unit title 
	Personal development planning
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria 
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand continuous personal and professional development planning

	AC1.1 Explain the purpose and importance of professional development
	Purpose
Importance
	Pass/Refer
	

	AC1.2 Explain the purpose and importance of personal development
	Purpose
Importance
	Pass/Refer
	

	AC1.3 Evaluate the personal and professional development opportunities available
	Personal
Professional
	Pass/Refer
	

	AC1.4 Analyse the value of personal and professional development 
	
	Pass/Refer
	

	AC1.5 Evaluate the impact of personal and professional development 
AC1.5 Impact: individual, organisation
	Individual
Organisation
Personal
Professional
	Pass/Refer
	

	AC1.6 Explain how personal and professional development can be planned and recorded
	Planning
Recording
	Pass/Refer
	

	LO2 Be able to plan and undertake own personal and professional development activities

	AC2.1 Create a personal development plan 
	Development activities with deadline dates
Product evidence: plan
	Pass/Refer
	

	AC2.2 Create a continuous professional development log for activities undertaken
AC2.2 Activities: personal, professional
	Personal
Professional
Product evidence: log 
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	




[bookmark: _Toc239940240]Unit 503 Managing and developing high performing teams
Assignment brief 
You are required to demonstrate your understanding and application of managing high‑performing teams in the workplace.
For this assessment, you will need to use approaches to build high performing teams. 
Using relevant examples, you must demonstrate your ability to:
understand how to build high‑performing teams
develop a talent management plan.

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

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

	Written submission
	2000–2500 words

	Presentation
	20–30 minutes

	Professional discussion with assessor/tutor
	20–30 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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



Unit 503 Managing and developing high performing teams – mark sheet
	Unit title 
	Managing and developing high performing teams
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria 
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand how to develop high performing teams in organisations

	AC1.1 Identify the characteristics of high performing teams 
	Two characteristics
	Pass/Refer
	

	AC1.2 Explain how to develop high performing teams
	Two approaches
	Pass/Refer
	

	AC1.3 Evaluate the impacts of developing high performance teams 
AC1.3 Impacts: individual, team, organisation
	Individual
Team
Organisation
	Pass/Refer
	

	LO2 Understand performance management and talent management in organisations

	AC2.1 Explain the importance of performance management
	Explanation
	Pass/Refer
	

	AC2.2 Explain the importance of talent management 
	Explanation
	Pass/Refer
	

	AC2.3 Evaluate performance and talent management tools and techniques
	Performance
Talent
	Pass/Refer
	

	AC2.4 Assess the impacts of managing performance and talent 
AC2.4 Impacts: individual, team, organisation
	Individual
Team
Organisation
	Pass/Refer
	

	[bookmark: _Hlk213831601]LO3 Understand how to develop people in organisations

	AC3.1 Explain how to build and maintain trust
	Two approaches
	Pass/Refer
	

	AC3.2 Explain factors that affect individual motivation 
	Two factors
	Pass/Refer
	

	AC3.3 Analyse features of coaching conversations
AC3.3 Features: open questioning, active listening, encourage self-thinking
	Open questioning
Active listening
Encourage self-thinking
	Pass/Refer
	

	LO4 Be able to develop high performing teams

	AC4.1 Develop a talent management plan for a team
	Two team members
Product evidence: plan
	Pass/Refer
	

	AC4.2 Justify the talent management plan to support development of a high performing team
	Two justifications
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	




[bookmark: _Toc239940241]Unit 504 Managing inclusive practices and workplace wellbeing 
Assignment brief 
You are required to demonstrate your understanding and application of inclusive practice and workplace wellbeing approaches used in an organisation. 
For this assessment, you will need to draw on your experience of inclusive leadership practices. 
Using relevant examples, you must demonstrate your ability to:
understand diversity, equity and inclusion and approaches that support wellbeing and resilience at work
assess equitable participation, reflect on own inclusive leadership, and propose actions that promote inclusion and wellbeing.

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

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

	Written submission
	2000–2500 words

	Presentation
	25–30 minutes

	Professional discussion with assessor/tutor
	25–30 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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



Unit 504 Managing inclusive practices and workplace wellbeing – mark sheet
	Unit title 
	Managing inclusive practices and workplace wellbeing
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand how diversity, equity, inclusion and equitable participation shape workplace experiences

	AC1.1 Explain the principles of diversity, equity and inclusion
	Diversity
Equity
Inclusion
	Pass/Refer
	

	AC1.2 Describe how intersectionality can impact individuals
AC1.2 Impact: pros and cons
	Two pros
Two cons
	Pass/Refer
	

	AC1.3 Explain approaches to enable equitable participation 
	Two approaches
	Pass/Refer
	

	AC1.4 Analyse the barriers that may prevent equitable participation 
AC1.4 Barriers: bias, discrimination, systemic inequality
	Bias
Discrimination
Systemic inequality
	Pass/Refer
	

	LO2 Understand wellbeing and resilience in workplaces

	AC2.1 Compare wellbeing and resilience
	Wellbeing
Resilience
	Pass/Refer
	

	AC2.2 Assess how workplace practices and conditions affect wellbeing and resilience
	
	Pass/Refer
	

	AC2.3 Evaluate approaches to promoting wellbeing and resilience
	Two approaches in total
	Pass/Refer
	

	LO3 Be able to recommend actions to promote inclusive practices and wellbeing in workplaces

	AC3.1 Assess opportunities for equitable participation within a team activity
	Two opportunities
	Pass/Refer
	

	AC3.2 Examine own inclusive leadership behaviours
	Two behaviours
	Pass/Refer
	

	AC3.3 Recommend actions to promote inclusion and wellbeing
	Two actions in total
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	





[bookmark: _Toc239940242]Unit 505 Coaching in a leadership role
Assignment brief 
You are required to demonstrate your understanding and application of coaching practice and approaches in a leadership role.
For this assessment, you will need to draw on your experience of using a coaching approach in a leadership discussion.
Using relevant examples, you must demonstrate your ability to:
understand the purpose and benefits of coaching
evaluate barriers to coaching
undertake a coaching session.

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

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

	Written submission
	2000–2500 words

	Presentation
	20–30 minutes

	Professional discussion with assessor/tutor
	20–30 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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





Unit 505 Coaching in a leadership role – mark sheet 
	Unit title 
	Coaching in a leadership role
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand coaching in a leadership role

	AC1.1 Explain the purpose of coaching
	Explanation
	Pass/Refer
	

	AC1.2 Assess the benefits of coaching
AC1.2 Benefits: coach, coachee, organisation
	Coach
Coachee
Organisation
	Pass/Refer
	

	AC1.3 Explain barriers to coaching
	Two barriers
	Pass/Refer
	

	LO2 Understand coaching practices

	AC2.1 Evaluate coaching models 
	Two models
	Pass/Refer
	

	AC2.2 Analyse skills and attributes of a coach
AC2.2 Skills and attributes: questioning, active listening, use of silence, non-verbal communication, non-judgemental, non-directive
	Questioning
Active listening
Use of silence
Non-verbal communication
Non-judgemental
Non-directive
	Pass/Refer
	

	AC2.3 Explain the rationale for creating a coaching contract and establishing boundaries 
AC2.3 Boundaries: professional, ethical 
	Professional
Ethical
	Pass/Refer
	

	AC2.4 Justify the components of a coaching contract
	Two components
	Pass/Refer
	

	LO3 Be able to undertake coaching

	AC3.1 Agree a coaching contract with a coachee
	Product evidence: signed, anonymised coaching contract

Note: coachee must provide permission for the coaching and outcomes to be shared and retained as part of the assessment evidence.
	Pass/Refer
	

	AC3.2 Undertake a coaching session using a coaching model
	Product evidence: audio or video recording or transcript
	Pass/Refer
	

	AC3.3 Reflect on strengths and areas for development in own coaching practice
	Strengths
Areas for development
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	




[bookmark: _Toc239940243]Unit 506 Artificial Intelligence in leadership practice 
Assignment brief 
You are required to demonstrate your understanding and application of using Artificial Intelligence (AI) in a leadership role.
For this assessment, you will need to draw on your experience of how AI can be used in leadership practices.
Using relevant examples, you must demonstrate your ability to:
understand how AI can support leaders
use AI in a leadership task and apply human oversight.

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

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

	Written submission
	2000–2500 words

	Presentation
	20–30 minutes

	Professional discussion with assessor/tutor
	20–30 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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



Unit 506 Artificial Intelligence in leadership practice – mark sheet 
	Unit title 
	Artificial Intelligence in leadership practice
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand the use of Artificial Intelligence (AI) in leadership practices

	AC1.1 Define AI and its main characteristics
	Definition
Two characteristics
	Pass/Refer
	

	AC1.2 Evaluate different functions of AI 
	Two functions
	Pass/Refer
	

	AC1.3 Evaluate AI use in leadership practice
	Evaluation
	Pass/Refer
	

	LO2 Understand risks, governance and security considerations in the use of AI

	AC2.1 Analyse risks related to the use of AI 
AC2.1 Risks: ethical, environmental, data and information
	Ethical
Environmental
Data and information
	Pass/Refer
	

	AC2.2 Assess the role of governance in mitigating AI risks
	Two risks
	Pass/Refer
	

	AC2.3 Explain security practices in relation to AI data inputs and outputs 
AC2.3 Security practices: compliance, confidentiality, data and information handling
	Compliance
Confidentiality
Data and information handling
	Pass/Refer
	

	LO3 Be able to apply AI tools in leadership practice

	AC3.1 Justify selection of an AI tool for a leadership task
	Justification
	Pass/Refer
	

	AC3.2 Use an AI tool for a leadership task
	Product evidence: AI output

	Pass/Refer
	

	AC3.3 Demonstrate human oversight when using AI
AC3.3 Human oversight: accuracy, verification, bias, fit for purpose
	Product evidence: human oversight
Accuracy
Verification
Bias
Fit for purpose
	Pass/Refer
	

	AC3.4 Recommend improvements for future use of AI in leadership practice
	Two improvements
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	




[bookmark: _Toc239940244]Unit 507 Optimising the use of technology
Assignment brief 
You are required to demonstrate your understanding and application of technology to assist leadership practice in the workplace.
For this assessment, you will need to draw on your leadership experience of technological solutions.
Using relevant examples, you must demonstrate your ability to:
understand how organisations can optimise the use of technology
recommend solutions to optimise the use of technology.

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

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

	Written submission
	1500–2000 words

	Presentation
	20–25 minutes

	Professional discussion with assessor/tutor
	20–25 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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




Unit 507 Optimising the use of technology – mark sheet 
	Unit title 
	Optimising the use of technology
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand how to optimise the use of technology in organisations

	AC1.1 Explain ways to keep up to date with technological developments 
	Two ways
	Pass/Refer
	

	AC1.2 Describe ways to optimise the use of technology 
	Two ways
	Pass/Refer
	

	AC1.3 Evaluate the implications of technology use 
	Two implications
	Pass/Refer
	

	AC1.4 Analyse the impact of legislation and regulation on technology use 
	Legislation
Regulation
	Pass/Refer
	

	AC1.5 Explain the importance of stakeholder engagement in optimising technology 
	Explanation
	Pass/Refer
	

	LO2 Be able to recommend solutions to optimise technology use in organisations

	AC2.1 Assess impacts of current technology use
	Two impacts
	Pass/Refer
	

	AC2.2 Evaluate opportunities to optimise the use of technology 
	Two opportunities
	Pass/Refer
	

	AC2.3 Recommend a solution to optimise the use of technology 
	Recommendation
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	




[bookmark: _Toc239940245]Unit 508 Operational workforce planning
Assignment brief 
You are required to demonstrate your understanding and application of operational workforce planning.
For this assessment, you will need to draw on your leadership experience of developing an operational workforce plan.
Using relevant examples, you must demonstrate your ability to:
understand operational workforce planning
develop an operational workforce plan.

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

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

	Written submission
	1500–2000 words

	Presentation
	20–25 minutes

	Professional discussion with assessor/tutor
	20–25 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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




Unit 508 Operational workforce planning – mark sheet 
	Unit title 
	Operational workforce planning
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand operational workforce plans

	AC1.1 Explain the purpose of operational workforce planning 
	Explanation
	Pass/Refer
	

	AC1.2 Analyse the benefits and limitations of operational workforce planning
	Benefits
Limitations
	Pass/Refer
	

	AC1.3 Analyse sources of information to determine workforce requirements
	Two sources
	Pass/Refer
	

	AC1.4 Evaluate factors that impact operational workforce planning
AC1.4 Factors: internal, external
	Internal
External
	Pass/Refer
	

	AC1.5 Explain components of an operational workforce plan
	Two components
	Pass/Refer
	

	LO2 Be able to develop operational workforce plans

	AC2.1 Forecast organisational workforce requirements
	Product evidence: six-month plan
	Pass/Refer
	

	AC2.2 Develop a six-month operational workforce plan
	
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	




[bookmark: _Toc239940246]Unit 509 Planning projects
Assignment brief 
You are required to demonstrate your understanding and application of project planning used in the workplace.
For this assessment, you will explore each stage of the project lifecycle and apply project planning skills to a workplace‑based project.
Using relevant examples, you must demonstrate your ability to:
understand how the project lifecycle operates
create a project plan and communication plan.

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

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

	Written submission
	2000–2500 words

	Presentation
	25–30 minutes

	Professional discussion with assessor/tutor
	25–30 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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




Unit 509 Planning projects – mark sheet 
	Unit title 
	Planning projects
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand project governance

	AC1.1 Analyse the stages of a project lifecycle
AC1.1 Stages: initiation, planning, execution, monitoring, closure
	Initiation
Planning
Execution
Monitoring
Closure
	Pass/Refer
	

	AC1.2 Evaluate different approaches to the project lifecycle
	Two approaches
	Pass/Refer
	

	AC1.3 Explain the roles and responsibilities in a project team
	Two roles and their responsibilities
	Pass/Refer
	

	AC1.4 Assess project governance requirements 
AC1.4 Project governance: lines of reporting, communication, risk management
	Lines of reporting
Communication
Risk management
	Pass/Refer
	

	[bookmark: _Hlk213853443]LO2 Understand how to plan and manage projects

	AC2.1 Explain the purpose of a project plan
	Explanation
	Pass/Refer
	

	AC2.2 Evaluate project management tools and techniques
	Two tools and/or techniques
	Pass/Refer
	

	AC2.3 Assess tools and techniques to support collaborative working with project stakeholders
AC2.3 Tools and techniques: stakeholder mapping and analysis, communication plan
	Stakeholder mapping 
Stakeholder analysis
Communication plan
	Pass/Refer
	

	AC2.4 Explain how to determine project success 
	Explanation
	Pass/Refer
	

	AC2.5 Explain the importance of project closure and evaluation 
	Closure
Evaluation
	Pass/Refer
	

	LO3 Be able to plan projects

	AC3.1 Create a project plan 
	Product evidence:
project plan
risk assessment
communication plan
	Pass/Refer
	

	AC3.2 Create a risk assessment for the project 
	
	Pass/Refer
	

	AC3.3 Create a communication plan
	
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	




[bookmark: _Toc239940247]Unit 510 Principles of strategic planning and organisational risk
Assignment brief 
You are required to demonstrate your understanding and application of strategic planning and organisational risk management approaches used in the workplace.
For this assessment, you will need to draw on your experience of using strategic planning and organisational risk management approaches to inform decision making. 
Using relevant examples, you must demonstrate your ability to:
understand strategic planning and risk management practices
apply recognised risk management approaches to a crisis situation.

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

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

	Written submission
	2000–2500 words

	Presentation
	20–30 minutes

	Professional discussion with assessor/tutor
	20–30 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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



Unit 510 Principles of strategic planning and organisational risk – mark sheet 
	Unit title 
	Principles of strategic planning and organisational risk
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand strategic planning within organisations

	AC1.1 Explain strategic intentions, strategic choice and strategy formulation
	Strategic intentions
Strategic choice
Strategy formulation
	Pass/Refer
	

	AC1.2 Evaluate recognised approaches to strategic planning
	Two approaches
	Pass/Refer
	

	AC1.3 Evaluate components of a strategic plan
	Two components
	Pass/Refer
	

	[bookmark: _Hlk213854202]LO2 Understand risk management practices within organisations

	AC2.1 Evaluate risk management approaches
	Two approaches
	Pass/Refer
	

	AC2.2 Explain governance structure and risk ownership
	Governance structure
Risk ownership
	Pass/Refer
	

	AC2.3 Explain the relationship between risk management, business continuity and crisis management 
	Relationship between:
risk management
business continuity
crisis management
	Pass/Refer
	

	LO3 Be able to apply recognised risk management approaches within an organisation

	AC3.1 Apply a recognised risk management approach to a crisis situation
	Application
	Pass/Refer
	

	AC3.2 Evaluate the effectiveness of the chosen risk management approach
	Evaluation
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	





[bookmark: _Toc239940248]Unit 511 Setting and managing budgets
Assignment brief 
You are required to demonstrate your understanding and application of setting and managing budgets within a workplace.
For this assessment, you will need to draw on your experience of financial management, governance, and budgeting. 
Using relevant examples, you must demonstrate your ability to:
understand financial management, financial governance, and budgeting
prepare a financial forecast and set a budget.

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

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

	Written submission
	2000–2500 words

	Presentation
	20–25 minutes

	Professional discussion with assessor/tutor
	20–25 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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






Unit 511 Setting and managing budgets – mark sheet
	Unit title 
	Setting and managing budgets
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand financial management and governance in organisations

	AC1.1 Analyse components of financial management
AC1.1 Components: forecasting, budgeting, monitoring, control measures
	Forecasting
Budgeting
Monitoring
Control measures
	Pass/Refer
	

	AC1.2 Explain financial governance
AC1.2 Financial governance: policies, processes, procedures, limits of authority
	Policies
Processes
Procedures
Limits of authority
	Pass/Refer
	

	LO2 Understand setting and managing budgets in organisations

	AC2.1 Explain the purpose of financial forecasting in relation to budget setting
	Explanation
	Pass/Refer
	

	AC2.2 Explain components of a financial forecast
	Two components
	Pass/Refer
	

	AC2.3 Analyse types of cost within a budget
AC2.3 Cost: variable, fixed, direct, indirect
	Variable
Fixed
Direct
Indirect
	Pass/Refer
	

	AC2.4 Explain approaches to budget setting
AC2.4 Approaches: incremental, zero-based, activity-based
	Incremental
Zero-based
Activity-based
	Pass/Refer
	

	AC2.5 Explain how to manage a budget
AC2.5 Manage: monitor, review, take corrective action
	Monitor
Review
Take corrective action
	Pass/Refer
	

	LO3 Be able to set budgets in organisations

	AC3.1 Set a six-month budget
	Product evidence: six-month budget
	Pass/Refer
	

	AC3.2 Justify the budget
	
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	





[bookmark: _Toc227845254][bookmark: _Toc239940249]Unit 512 Problem-solving and decision-making in organisations
Assignment brief 
You are required to demonstrate your understanding and application of problem‑solving and decision‑making techniques in the workplace.
For this assessment, you will need to draw on your experience of using techniques for problem‑solving and decision‑making.
Using relevant examples, you must demonstrate your ability to:
evaluate techniques for problem‑solving and decision‑making
identify a problem, investigate it using appropriate evidence and evaluate options to reach a justified decision.

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

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

	Written submission
	1500–1800 words

	Presentation
	20–25 minutes

	Professional discussion with assessor/tutor
	20–25 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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






Unit 512 Problem-solving and decision-making in organisations – mark sheet
	Unit title 
	Problem-solving and decision-making in organisations
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand problem-solving and decision-making in organisations

	AC1.1 Explain the importance of understanding the nature, scope and impact of a problem 
	Nature
Scope
Impact
	Pass/Refer
	

	AC1.2 Explain the relationship between problem-solving and decision-making 
	Explanation
	Pass/Refer
	

	AC1.3 Evaluate different techniques used for problem-solving and decision-making 
	Two problem-solving
Two decision-making
	Pass/Refer
	

	AC1.4 Analyse how data and information support problem-solving and decision-making
	Problem-solving
Decision-making
	Pass/Refer
	

	AC1.5 Examine the potential impacts of inaccurate and misinterpreted data 
	Two impacts
	Pass/Refer
	

	LO2 Be able to solve problems and make decisions in organisations

	AC2.1 Identify a problem and define its nature, scope and impact
	Nature
Scope
Impact
	Pass/Refer
	

	AC2.2 Investigate the problem and generate options using a problem-solving technique
	Use a problem-solving and a decision-making technique 
Generate and evaluate two options
	Pass/Refer
	

	AC2.3 Evaluate options to solve the problem using a decision-making technique
	
	Pass/Refer
	

	AC2.4 Identify the most suitable option 
	
	Pass/Refer
	

	AC2.5 Justify the decision
	
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	








[bookmark: _Toc239940250]Unit 513 Continuous improvement and change management in organisations
Assignment brief 
You are required to demonstrate your understanding of continuous improvement and change management within an organisation.
For this assessment, you will need to draw on your experience of using structured approaches to identify areas for improvement and to plan effective changes within the workplace.
Using relevant examples, you must demonstrate your ability to:
understand innovation, continuous improvement and change management 
produce a structured change management plan.

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

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

	Written submission
	1200–1500 words

	Presentation
	20–25 minutes

	Professional discussion with assessor/tutor
	20–25 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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



Unit 513 Continuous improvement and change management in organisations – mark sheet
	Unit title 
	Continuous improvement and change management in organisations
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand innovation, continuous improvement and change management in organisations

	AC1.1 Compare innovation and continuous improvement 
	Innovation
Continuous improvement
	Pass/Refer
	

	AC1.2 Evaluate continuous improvement tools and techniques
	Two tools and/or techniques
	Pass/Refer
	

	AC1.3 Define change management
	Definition
	Pass/Refer
	

	AC1.4 Evaluate change management tools and techniques
	Two tools and/or techniques
	Pass/Refer
	

	AC1.5 Analyse components of a change management plan
	Two components
	Pass/Refer
	

	LO2 Be able to plan change in organisations

	AC2.1 Identify a potential improvement 
	Identification
	Pass/Refer
	

	AC2.2 Create a change management plan for the improvement
	Product evidence: plan
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	



[bookmark: _Toc239940251]Unit 514 Planning and managing resources
Assignment brief 
You are required to demonstrate your understanding of planning and managing resources in a workplace.
For this assessment, you will need to draw on your experience of planning resources and managing potential disruptions to achieve organisational objectives.
Using relevant examples, you must demonstrate your ability to:
understand how to plan and manage resources to meet organisational objectives
develop resource plans and manage potential disruptions.

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

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

	Written submission
	1500–1800 words

	Presentation
	20–25 minutes

	Professional discussion with assessor/tutor
	20–25 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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




Unit 514 Planning and managing resources – mark sheet 
	Unit title 
	Planning and managing resources
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand how to plan resources to meet organisational objectives

	AC1.1 Explain different types of resources
	Two types
	Pass/Refer
	

	AC1.2 Evaluate the impacts of resource planning
	Two impacts
	Pass/Refer
	

	AC1.3 Analyse sources of information used in resource planning
	Two sources 
	Pass/Refer
	

	AC1.4 Evaluate approaches to resource planning 
	Two approaches
	Pass/Refer
	

	AC1.5 Analyse components of a resource plan
AC1.5	Components: requirements, availability, allocation, timescales
	Requirements
Availability
Allocation
Timescales
	Pass/Refer
	

	LO2 Understand how to manage resources to meet organisational objectives

	AC2.1 Analyse impacts of managing resources
	Two impacts
	Pass/Refer
	

	AC2.2 Analyse methods to manage resources
	Two methods
	Pass/Refer
	

	AC2.3 Analyse approaches to contingency planning
	Two approaches
	Pass/Refer
	

	LO3 Be able to plan resources to meet organisational objectives and mitigate potential disruptions

	AC3.1 Develop a resource plan
	Product evidence: resource plan
Two disruptions
Two mitigations
	Pass/Refer
	

	AC3.2 Assess potential disruptions to a resource plan
	
	Pass/Refer
	

	AC3.3 Justify mitigations for potential disruptions
	
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	




[bookmark: _Toc239940252]Unit 515 Principles and purpose of quality management
Assignment brief 
You are required to demonstrate your understanding of quality management and application of quality planning in the workplace.
For this assessment, you will need to draw on your experience of producing quality management plans that meet workplace quality standards. 
Using relevant examples, you must demonstrate your ability to:
understand quality management and quality planning
produce a quality management plan addressing workplace quality standards.

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

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

	Written submission
	1800–2500 words

	Presentation
	25–30 minutes

	Professional discussion with assessor/tutor
	25–30 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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



Unit 515 Principles and purpose of quality management – mark sheet 
	Unit title 
	Principles and purpose of quality management
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand the principles and purpose of quality management in organisations

	AC1.1 Explain the principles of quality management
	Two principles
	Pass/Refer
	

	AC1.2 Analyse the purpose and requirements of quality standards
	Purpose
Requirements
	Pass/Refer
	

	AC1.3 Compare and contrast quality assurance, quality control and quality improvement
	Quality assurance
Quality control
Quality improvement
	Pass/Refer
	

	AC1.4 Evaluate quality assurance, quality control and quality improvement methodologies
	Quality assurance
Quality control
Quality improvement
	Pass/Refer
	

	LO2 Understand how to manage quality

	AC2.1 Analyse the components of a quality management plan
	Two components
	Pass/Refer
	

	AC2.2 Explain approaches to measure quality 
	Two approaches
	Pass/Refer
	

	AC2.3 Evaluate methods to monitor quality 
	Two methods
	Pass/Refer
	

	LO3 Be able to produce quality management plans

	AC3.1 Identify an applicable quality standard
	Identification
	Pass/Refer
	

	AC3.2 Produce a quality management plan 
	Product evidence: plan
	Pass/Refer
	

	AC3.3 Justify how the plan meets the quality standard
	Justification
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	




[bookmark: _Toc239940253]Unit 516 Operational and contingency planning
Assignment brief 
You are required to demonstrate your understanding and application of operational and business continuity planning in the workplace.
For this assessment, you will need to draw on your experience of using operational and business continuity planning that supports organisational success. 
Using relevant examples, you must demonstrate your ability to:
understand operational and business continuity planning
design operational and business continuity plans for organisational success.

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

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

	Written submission
	1200–1500 words

	Presentation
	20–25 minutes

	Professional discussion with assessor/tutor
	20–25 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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




Unit 516 Operational and contingency planning – mark sheet 
	Unit title 
	Operational and contingency planning
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand the principles of operational planning

	AC1.1 Explain the components of an operational plan 
	Two components
	Pass/Refer
	

	AC1.2 Assess approaches to support business continuity
	Two approaches
	Pass/Refer
	

	AC1.3 Analyse the components of a business continuity plan 
	Two components
	Pass/Refer
	

	AC1.4 Evaluate how operational planning supports organisational objectives 
	Evaluation
	Pass/Refer
	

	AC1.5 Explain how operational plans are monitored and reviewed 
	Monitored
Reviewed
	Pass/Refer
	

	LO2 Be able to support organisational objectives

	AC2.1 Create an operational plan 
	Product evidence: plan
	Pass/Refer
	

	AC2.2 Create a business continuity plan
	Product evidence: plan
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	



[bookmark: _Toc239940254]Unit 517 Organisational culture and ethics
Assignment brief 
You are required to demonstrate your understanding of organisational culture, ethics, values and behaviours.
For this assessment, you will need to draw on your experience of organisational culture, ethics, values and behaviours, and recommend improvements.
Using relevant examples, you must demonstrate your ability to:
understand organisational culture, ethics, values and behaviours
recommend improvements to improve organisational culture, ethics, values and behaviours.

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

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

	Written submission
	2500–3000 words

	Presentation
	25–35 minutes

	Professional discussion with assessor/tutor
	25–35 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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



Unit 517 Organisational culture and ethics – mark sheet 
	Unit title 
	Organisational culture and ethics
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand organisational cultures

	AC1.1 Define organisational culture
	Definition
	Pass/Refer
	

	AC1.2 Evaluate recognised models of organisational culture
	Two models
	Pass/Refer
	

	AC1.3 Explain what influences organisational culture 
	Two influences
	Pass/Refer
	

	AC1.4 Explain the effects of organisational culture on people
AC1.4 Effects: wellbeing, psychological safety, motivation
	Wellbeing
Psychological safety
Motivation
	Pass/Refer
	

	LO2 Understand how ethics, values and behaviours contribute to organisational culture

	AC2.1 Assess the impact ethics, values and behaviours have on the culture of an organisation
	Ethics
Values
Behaviours
	Pass/Refer
	

	AC2.2 Analyse the benefits of alignment between organisational and employee values
	Organisational
Employee
	Pass/Refer
	

	AC2.3 Analyse approaches that can be taken to ensure ethics, values and behaviours are embedded within an organisation 
	Two approaches
	Pass/Refer
	

	LO3 Be able to recommend improvements to organisational culture

	AC3.1 Analyse an organisational culture
	Analysis
	Pass/Refer
	

	AC3.2 Evaluate an organisation’s ethics, values and behaviours
	Ethics
Values
Behaviours
	Pass/Refer
	

	AC3.3 Recommend improvements to organisational culture that enhance ethical and values-based practice
	Two improvements
	Pass/Refer
	

	AC3.4 Justify how the proposed improvements will strengthen organisational culture
	
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	




[bookmark: _Toc239940255]Unit 518 Managing stakeholder relationships

Assignment brief 
You are required to demonstrate your understanding of managing stakeholder relationships.
For this assessment, you will need to draw on your experience of managing stakeholder relationships and developing a stakeholder engagement plan.
Using relevant examples, you must demonstrate your ability to:
understand stakeholder relationships
understand how to manage conflict
create a stakeholder engagement plan.

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

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

	Written submission
	1800–2200 words

	Presentation
	25–30 minutes

	Professional discussion with assessor/tutor
	25–30 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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






Unit 518 Managing stakeholder relationships  – mark sheet
	Unit title 
	Managing stakeholder relationships
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand stakeholder relationships

	AC1.1 Define the term stakeholder 
	Definition
	Pass/Refer
	

	AC1.2 Analyse factors that influence communication with stakeholders
	Two factors
	Pass/Refer
	

	AC1.3 Evaluate approaches to manage stakeholder relationships
AC1.3 Approaches: stakeholder mapping, stakeholder analysis
	Stakeholder mapping
Stakeholder analysis
	Pass/Refer
	

	AC1.4 Analyse components of a stakeholder engagement plan
	Two components
	Pass/Refer
	

	LO2 Understand how to manage conflict in stakeholder relationships

	AC2.1 Define the term conflict
	Definition
	Pass/Refer
	

	AC2.2 Explain causes of conflict
	Two causes
	Pass/Refer
	

	AC2.3 Evaluate approaches used to manage conflict
	Two approaches
	Pass/Refer
	

	AC2.4 Evaluate influencing and negotiating techniques when managing conflict
	Influencing
Negotiating
	Pass/Refer
	

	LO3 Be able to engage stakeholders to meet organisational objectives

	AC3.1 Complete a stakeholder analysis
	Product evidence: analysis
	Pass/Refer
	

	AC3.2 Create a stakeholder engagement plan
	Product evidence: plan
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	




[bookmark: _Toc239940256]Unit 519 Organisational sustainability practices
Assignment brief 
You are required to demonstrate your understanding of organisational sustainability practices.
For this assessment, you will need to draw on your experience of how sustainability influences organisational practices.
Using relevant examples, you must demonstrate your ability to:
understand how sustainability drives organisational practice
carry out a sustainability audit.

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

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

	Written submission
	1800–2200 words

	Presentation
	20–25 minutes

	Professional discussion with assessor/tutor
	20–25 minutes



You must ensure that:
all ACs are met in your response
any evidence requirements shown in the mark sheet are met.

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






Unit 519 Organisational sustainability practices – mark sheet
	Unit title 
	Organisational sustainability practices
	Centre number 
	

	Candidate name/number
	
	Date of assessment
	



	Instructions for assessment and use of mark sheet
Each assignment is assessed by 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, candidates must present the actual product, such as a completed project plan). It is not sufficient to describe what they would produce.
Where a Range is included, candidates are required to evidence all of the range in their assignment.
Where any further guidance is required to support the judgement of an AC, this is provided in the Evidence requirement column of the mark sheet.
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 in the ‘Assessor justification’ column.
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 mark sheet. 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 mark sheet.



	Assessment criteria
	Minimum evidence requirements (see guidance)
	Pass/Refer
	Assessor justification

	LO1 Understand the principles of sustainability in organisations

	AC1.1 Explain the principles of sustainability
	Two principles
	Pass/Refer
	

	AC1.2 Examine the interdependence between the three pillars of sustainability
AC1.2 Three pillars of sustainability: environmental, social, economic
	Environmental
Social
Economic
	Pass/Refer
	

	AC1.3 Explain the impact of current sustainability legislation and regulation on organisations
	Two different organisations
	Pass/Refer
	

	LO2 Understand how sustainability influences organisational practices

	AC2.1 Explain the purpose of a sustainability framework 
	Explanation
	Pass/Refer
	

	AC2.2 Describe how an organisation can align practices with sustainability principles
	Two principles
	Pass/Refer
	

	AC2.3 Explain how to undertake a sustainability audit
	Explanation
	Pass/Refer
	

	LO3 Be able to undertake sustainability audits in an organisation

	AC3.1 Undertake a sustainability audit
	Product evidence: audit
Two improvements
	Pass/Refer
	

	AC3.2 Recommend potential improvements 
	
	Pass/Refer
	



	Outcome
	Pass/Refer

	Assessor overall feedback
	





	Date Pass achieved  
	



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	






[bookmark: _Toc239940257]4	Grading
Mark sheets containing all ACs for each assignment are provided. Each mark sheet 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 mark sheet.
All ACs within a mark sheet must be met in order to confirm a pass grade for the assignment. 
[bookmark: _Toc239940258]5	Centre guidance
[bookmark: _Toc93919642]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.

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.



Planning and managing assessment 
Compliance with timings
All assignments are completed by candidates during their period of study on the qualification.

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

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.

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.

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.

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.

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: _Toc239940259]6	Candidate record form
	Candidate name
	Candidate number

	
	

	Centre name
	Centre number

	
	



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

	
	
	Pass/refer

	
	
	Pass/refer 

	
	
	Pass/refer



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



	Role
	Name
	Signature
	Date

	Assessor
	
	
	

	IQA
	
	
	

	EQA (if sampled)
	
	
	



[bookmark: _Toc239940260]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: _Toc239940261]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
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
The content of this document is, unless otherwise indicated, © The City & Guilds Limited and may not be copied, reproduced or distributed without prior written consent. However, approved City & Guilds centres and learners studying for City & Guilds qualifications may photocopy this document free of charge and/or include a PDF version of it on centre intranets on the following conditions:
· centre staff may copy the material only for the purpose of teaching learners working towards a City & Guilds qualification, or for internal administration purposes
· learners may copy the material only for their own use when working towards a City & Guilds qualification.
The Standard Copying Conditions (see the City & Guilds website) also apply.
Contains public sector information licensed under the Open Government Licence v3.0.
Published by City & Guilds Limited, a company registered in England and Wales (company number 16513878)
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