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Understanding the Format of Qualifications

Qualification Structure

A qualification consists of credit based units of learning and assessment. Each qualification will have a structure specifying which units are mandatory (if any) and which are optional. The credit and units required to complete a qualification are set out by the Rules of Combination (RoC). As each unit belongs to a qualification under a permissible RoC, we can recognise more easily how long it will take to achieve both the units and the overall qualification based on learning time size and level.

Qualification Level, Credit and Size

The level of a unit or qualification indicates its complexity, the depth of achievement required and/or the autonomy of that learner demonstrating that achievement. SCQF has 12 levels ranging from Access at SCQF level 1, up to Doctorate at Level 12.

Learning Time

In a qualification, one credit is equal to 10 hours of learning time. For example a 3 credit unit highlights that on average, a learner will take about 30 hours to complete. Learning time is the average time it takes a learner to complete the learning outcomes of a unit. This can include tutorial time, group work, private study, reading, research, practical learning, work-based learning and assessment. Learning time includes guided learning hours and time allocated for self-directed study.

Guided Learning Hours

Guided Learning Hours (GLH) is the time that a trainer/tutor is available to guide learners. Skills Funding Agency (formerly the Learning and Skills Council) defines GLH as:

“Guided learning hours (GLH) are defined as all times when a member of provider staff is present to give specific guidance towards the learning aim being studied on the programme. This definition includes lectures, tutorials, and supervised study. It does not include hours where supervision or assistance is of a general nature and is not specific to the study of the learners.”

Guided learning can include tutorials, e-learning courses, guided reading, tutor facilitated discussion, one-to-one feedback and online guidance given by a tutor. It also includes the time spent by staff assessing a learner’s achievement for example in the assessment of knowledge and competence for a vocational qualification. However it does not include time spent by staff in the day-to-day marking of assignments and homework where the learner is not present, nor does it include hours where supervision is of a general nature and is not specific to the study of learners.

The actual GLH of a learner journey should be benchmarked against the sum of the GLH specified unit-by-unit, combined with the additional hours cited for induction and tutorial support for the qualification. Any proposed learner journey that significantly differs from these benchmark figures should be discussed in advance with an ILM Quality & Compliance Manager.

The table below shows the difference between GLH and Learning Time:

	
	Tutor* Directed/Facilitated
	Learner Directed
	Assessment

	Guided Learning Hours
	· Induction
· Tutorials and tutorial support time
· Directed activities such as role play, case studies etc
· Facilitated group discussion
· Action learning Sets
· Supervised work-based learning or practice
· Directed on-line learning
· Guidance prior to assessment
	
	· 

	Learning Time
	· Induction
· Tutorial and tutorial support time
· Directed activities such as role play, case studies etc
· Facilitated group discussion
· Action learning Sets
· Supervised work-based learning or practice
· Directed on-line learning
· Guidance prior to assessment
	· Reading
· Research
· Self-study
· Discussion with relevant others in the workplace
· Practice in the workplace

	Time taken for learner to complete assessment



*In this context, the term tutor covers teachers, deliverers, instructors, lecturer, trainer or any others involved in delivering the training.















ILM Approval

Learner Registration

Unless otherwise agreed documented learners must be registered with ILM within four weeks of the beginning of a programme lasting more than three months, or within one week for programmes of shorter duration. Registration should be completed electronically via the Walled Garden. More detail on this is available from the Customer Handbook https://www.i-l-m.com/Information-for-centres/customer-handbook

Induction

Centres must ensure that each programme should start with a short induction. The learner journey plan briefly covers this, however this section emphasises some of the key areas:

· Outline of the programme/qualification (content, delivery methods, hours, attendance etc).
· The assessment requirements (assessment methods, support and resources available, submission dates, appeals procedure, plagiarism, any special considerations etc).
· Information on tutorial support, advice and guidance, equal opportunities, appeals procedures, authenticity and plagiarism (see the Customer Handbook for more information).
· Roles and responsibilities of centre staff, employer of the learner (where applicable) and ILM.
· Expectations of, and benefits to, the individual and where relevant, their employer.















ILM Assessment Strategy 

This section gives generic guidance on ILM’s assessment strategy for its units. Assessment guidance is primarily designed to help assessors mark ILM assessments to the required standards and also acts as guidance that can be conveyed to learners to help them in writing their assessments. 

Centres should ensure that all units included in a qualification are assessed and the assessment must address all of the learning outcomes and assessment criteria for the relevant unit(s).


Unit Assessment

ILM provides an assignment task for each unit. These are recommended for most units and, for the few remaining mandatory units, they are prescribed. The ILM assignments are used by the large majority of centres. However centres are free to develop their own assessment instruments (for example, when organisation-specific contextualisation is wanted) as long as the method of assessment is suitable for the particular unit(s) and assessment criteria and that all the assessment criteria for the unit(s) are addressed. These must be approved by your Quality & Compliance Manager before being used.


Integrated Assessment

Units can be assessed individually or in clusters. In the latter case, a single integrated assessment instrument can be designed to assess two or more units. A rationale is needed for integration as this is not suitable for any combination of units. The usual logic is either sequencing (i.e. one unit naturally follows and builds on another) or overlap (i.e. common ground between units).

Even when a learner does not pass an integrated assessment overall, he/she may well have passed one of the units from which it was comprised. Therefore all integrated assessments must be capable of de-construction back to unit level to identify unit achievement. This involves, for any of the units that were integrated, simply identifying whether all of the assessment criteria has been met.

Guidance on Marking an Assessment

The ILM pass mark is 50%, which represents the minimum acceptable standard. If this standard is not achieved, the learner must be referred. The only acceptable reason for a referral is a failure to meet one or more assessment criteria. Although there can be grounds for being unable to mark an assignment, learners cannot be referred purely because of poor literacy, presentation or missing a deadline – the reason must relate to the requirements of the assessment as articulated by the criteria. This principle applies for all ILM qualifications and every unit.

In line with most other Awarding Organisations, ILM introduced criterion assessment in 2012. In this method, every assessment criterion counts. In order to pass, a learner must meet every assessment criterion in the assessment. 

In the units and mark sheets, ILM has provided a weighted mark available to each assessment criterion. As the pass mark is 50%, learners must gain at least half the marks available (e.g. 6/12) in order to meet that criterion. If any criteria are not met, this produces an automatic referral. Consequently, it is possible to gain over 50% and still not pass because one or more criteria have not been met. 

Centres have the opportunity to opt out of using marks. However ILM strongly recommends the use of marks because it considers that this is best practice. Firstly, people like to know ‘how well they have done’. Secondly, ILM wishes to encourage learners to achieve more than the minimum standard, as reflected in higher marks. Nevertheless, if a centre chooses not to use marks, a judgement must be still made whether each assessment criterion has been met. However, instead of awarding marks, a simple pass/fail is recorded. As usual, if any criterion receives a ‘fail’ then the submission must be referred.

ILM SCQF qualifications do not offer ‘merit’ or ‘distinction’ grades. Centres may recognise different levels of achievement by their learners, but this is independent of the achievement of the SCQF qualification. 


Guidance offered by Sufficiency Descriptors

Assessment is the exercise of professional judgement. In contrast to binomial (i.e. black-and-white pass/fail) assessment, as used for NVQs, ILM’s approach is to award marks according to the degree to which the learner’s evidence meets each assessment criterion. 

For example, if the learner’s submission only just met a criterion, then, with 20 marks available, this would attract 10. If the evidence fell just short of the requirement then this would be awarded a mark of 8 or 9/20. If no evidence had been offered, or it was completely irrelevant to the assessment criterion, then zero marks should be given.

To clarify the standard of evidence required from learners, ILM provides sufficiency descriptors on every mark sheet for most of its qualifications. Three are given for each assessment criterion, labelled as: referral, pass and good pass. These illustrate the different standards that approximate to one-quarter marks (e.g. about 5/20), half marks and around three-quarter marks for that assessment criterion. 

Assessment must always be carried out with reference to the assessment criteria. By clarifying the assessment criteria, sufficiency descriptors are merely guides for marking. They offer typical examples of the way in which a learner’s evidence might exceed or fall short of the standard.

Sufficiency in Assessment

As outlined by the descriptors, judging the sufficiency of a learner’s piece of work is often a key aspect in assessment. The test of whether the evidence is of sufficient quantity and quality is very much informed by the qualification level and, in particular, by the verb used in the relevant assessment criterion.

The higher levels expect a fuller learner response with greater breadth and depth. Increased detail and referencing is required and more exploration is sometimes needed. 

Assessors, tutors and learners must examine the verb used in the assessment criterion. At levels 2 and 3, basic assessment verbs such as ‘list’ and ‘describe’ are commonly used in criteria. ‘List’ is self-explanatory and one of the simplest of requirements. However if a criterion asks for a description then, even at level 2, a mere list will not suffice. At the higher levels, more demanding assessment verbs like ‘assess’, ‘evaluate’ and ‘analyse’ are used. 

A word count is indicated for the assignment for each unit. This is not prescriptive and a submission cannot be failed on word count alone. The word count is merely guidance on the size of assignment that could gain the minimum 50%. However mere quantity is no guarantee of passing because a learner could greatly exceed the word count but still fail to address the criteria. 





























Other Information

ILM Membership

ILM offers tutors free membership that is not time-bound. This gives access to the Learning Zone which includes 50 e-learning modules, fact sheets and video clips, mapped to ILM units. 

All ILM learners qualify for free studying membership of ILM, gaining access to a wealth of specialist information and advice including the Learning Zone. Studying membership lasts for the length of the learner’s programme (or a year, whichever is greater) and is an ideal way to support their studies and on-going leadership and management development.

Centres can advise learners and tutors to activate their studying membership for free at any time by visiting www.i-l-m.com/Membership-Studying

[bookmark: _GoBack]For further information on studying membership, contact the ILM Membership team on 01543 266867 or send an email to membership@i-l-m.com


Learning Resources at ILM

ILM offers its centres a range of learning resources and support materials/tools to assist in the teaching and learning of ILM qualifications. ILM also validates high quality third party learning resources.

Please call ILM Customer Services Team on 01543 266867 or email customer@i-l-m.com for further information.
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Qualification Structures and Details

SCQF Level 11 Certificate in Leadership and Management

	Credit Value:
	20 credits

	Induction:
	2 hours 

	Tutorial Support:
	Minimum of 3 hours 

	Guided Learning Hours (GLH):
	30 hours

	Duration:
	To be completed in 3 years

	Rules of Combination:
	Learners are required to complete one mandatory unit (110).

Refer to the overview of units table.


	Assessments:
	Criterion assessment applies to all units within this qualification (i.e. the learner must adequately evidence each assessment criterion). For further details see the ILM recommended Mark-Sheet for each unit.




 SCQF Level 11 Diploma in Leadership and Management

	Credit Value:
	60 credits

	Induction:
	6 hours (2 hours per unit) 

	Tutorial Support:
	Minimum 9 hours (3 hours per unit) 

	Guided Learning Hours (GLH):
	90 hours

	Duration:
	To be completed in 3 years

	Rules of Combination:
	Learners are required to complete three mandatory units (110-112).

Refer to the overview of units table.


	Assessments:
	Criterion assessment applies to all units within this qualification (i.e. the learner must adequately evidence each assessment criterion). For further details see the ILM recommended Mark-Sheet for each unit.














Overview of Units


	Ref
	Unit Title
	SCQF Level
	CV*
	GLH**

	8821-110
	Developing Leadership and Management Capability Through Enquiry
	11
	20
	30

	8821-111
	Developing a High-Level Business Case
	11
	20
	30

	8821-112
	Developing and Maintaining a High-Performance Culture and Optimising Resources
	11
	20
	30



*Credit Value     ** Guided Learning Hours



































	Title:
	Developing  leadership and management capability through enquiry

	Level:
	11

	Credit Value:
	20

	Unit Guided Learning Hours:
	30

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

	
1     Be able to justify an enquiry-based approach as a means of developing leadership and management capability
	
1.1

	
Use an enquiry-based research-orientated approach for leadership and management development in complex situations in a learner specific context

	
2     Be able to design and undertake an    enquiry-based approach to learning and development
	
2.1


2.2

	
Propose a valid enquiry which draws on existing cross cultural knowledge and current practice in leadership and management using a robust methodological approach  within a realistic time frame and budget in the learner specific context

Undertake a robust data-driven enquiry based on an investigative proposal negotiated with stakeholders that adds additional value through active participation in a learning community

	
3 Be able to evaluate and deliver the  outcome of enquiry-based learning

	
3.1

3.2

3.3
	
Critically evaluate the impact on the identified stakeholders of the actions arising from the enquiry findings
Justify choice of media to evidence the impact of the enquiry to satisfy and influence stakeholders and to enhance own personal brand
Evaluate the extent to which the impact of a rigorous data-driven enquiry has, through action,  added value to self and organisation and raised awareness of global and strategic issues in leadership and management in a learner specific context

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop the cognitive and behavioural skills necessary to undertake robust data-driven enquiry in complex environments in order to demonstrate impact upon leadership and management in a given context.

	Unit review date
	30/11/2018

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

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	

	Support for the unit from a sector skills council or other appropriate body (if required)
	

	Equivalencies agreed for the unit (if required)
	
N/A

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

	Name of the organisation submitting the unit
	Institute of Leadership & Management

	Availability for use
	



	Title:
	Developing a High-Level Business Case

	Level:
	11

	Credit value:
	20

	Unit guided learning hours:
	30

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

	
1 Understand the strategic context for change to identify the requirement for a high-level business case
	
1.1



1.2
	
Establish a business need that takes full account of the drivers for change and the strategic fit to organisational goals and priorities

Propose, and obtain agreement for, the development of a high-level business case that draws on existing knowledge and current practice, uses a robust methodological approach, and takes account of the needs of stakeholders


	
2 Be able to generate and evaluate viable options and apply decision-making techniques
	
2.1


2.2


	
Evaluate viable high-level business case options and associated costs and benefits

Justify the selection of a best business case option

	
3 Understand how to select and justify the strategies required to manage the high-level business case through to the desired business outcomes

	
3.1





3.2



3.3
	
Design an appropriate change management strategy for implementing the high-level business case that takes full account of diversity, risk and performance measurement and has been informed through active participation in a learning community

Justify choice of media to evidence the impact of the enquiry to satisfy and influence stakeholders and to enhance own personal brand

Evaluate the impact of the enactment of a significant part of the change management strategy 

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop a high-level business case for improvement that demonstrates the impact of a located enquiry that is aligned with the organisation’s strategic objectives and other planned improvements 

	Unit review date
	30/11/2018

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

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	

	Support for the unit from a sector skills council or other appropriate body (if required)
	

	Equivalencies agreed for the unit (if required)
	
N/A

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

	Name of the organisation submitting the unit
	Institute of Leadership & Management

	Availability for use
	



	Title:
	Developing and Maintaining a High-Performance Culture and Optimising Resources

	Level: 
	11

	Credit value:
	20

	Unit guided learning hours:
	30

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

	
1 Understand how to assess and benchmark performance
	
1.1




1.2




1.3


	
Establish with relevant stakeholders a range of appropriate data and indicators for assessing performance in own area of responsibility in terms of effectiveness, efficiency, financial viability, sustainability, diversity and relevance

Undertake a rigorous data-driven enquiry using an appropriate methodology to assess and benchmark performance and identify risks and challenges to current ways of working

Establish metrics to drive sustainability, performance and demonstrate value added

	
2 Understand how to develop and maintain a culture of high levels of performance

	
2.1




2.2


	
Critically evaluate the impact of the enquiry and establish strategies for the development and maintenance of high levels of performance that take account of stakeholder needs, identified risks, challenges and diversity

Engage effectively with collaborative networks to add value and ensure sustainability of high levels of performance 


	
3 Understand the leadership and management skills required for future-readiness

	
3.1




3.2


	
Critically review the outcomes of the enquiry to establish the leadership and management skills and perspectives required by a future-ready leader/ manager to create and sustain long-term organisational success

Justify choice of media to evidence the impact of the enquiry to satisfy and influence stakeholders and to enhance personal brand


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop the capabilities for the management of resources to optimise performance and the maintenance and continued development of a high performance culture.

	Unit review date
	30/11/2018

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

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	

	Support for the unit from a sector skills council or other appropriate body (if required)
	

	Equivalencies agreed for the unit (if required)
	
N/A

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

	Name of the organisation submitting the unit
	Institute of Leadership & Management

	Availability for use
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Every effort has been made to ensure that the information contained in this publication is true and
correct at the time of publication. ILM products and services are subject to continuous development and
improvement and the right is reserved to change products and services from time to time. ILM cannot
accept liability for loss or damage arising from the use of information in this publication.

© The Institute of Leadership and Management (ILM) 2012










