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Note: This is a qualification specific document and should always be read in conjunction with the Supporting Notes for ILM qualifications, which are available at www.i-l-m.com or from ILM Customer Services (customer@i-l-m.com) and the ILM Customer Handbook. All ILM qualifications are awarded by The City and Guilds of London Institute.


Qualification Purpose and Aim 


Who are these qualifications for?

The Certificate in Management for Social Care Supervisors at SCQF Level 7  is designed for new and
aspiring middle managers. The qualification develops learner’s knowledge of the management
role, management communications and how to analyse secondary data.

Supporting the Scottish Social Services Council strategy to develop leadership at all levels in the social
service sector, the qualification provides options to the learner to develop technical skills such as
managing meetings and using and analysing data to justify management decision making
































Progression Routes 

These qualifications will provide progression opportunities to a range of qualifications such as:

· SVQ Social Services and Healthcare at SCQF level 7
· SVQ Social Services Children and Young People at SCQF level 7
· SVQ Social Services and Healthcare at SCQF level 9
· SVQ Social Services Children and Young People at SCQF level 9





















Qualification Structures and Details


[bookmark: _GoBack]Certificate in Management for Social Care Supervisors at SCQF Level 7

	Credit Value:
	Minimum of 15 credits and maximum of 22 credits. 

	Induction:
	Minimum 2 hours

	Tutorial Support:
	Minimum 3 hours

	Guided Learning Hours (GLH):
	Minimum of 60 hours and maximum of 94 hours. 

	Duration:
	To be completed in 3 years

	Rules of Combination:
	Learners must complete three mandatory units (700-702) with a combined credit value of 12, plus a minimum of 3 credits from optional units (703-706). 

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



Mandatory Units

	Ref
	Unit Title
	Level
	CV*
	GLH**

	8760-700
	Understanding the Management Role to Improve Management Performance
	7
	4
	15

	8760-701
	Managing the Analysis of Secondary Data 
	7
	4
	15

	8760-702
	Management Communication
	7
	4
	18






Optional Units

	8760-703
	Understanding Financial Management 
	7
	3
	12

	8760-704
	Managing a Healthy and Safe Environment 
	7
	2
	9

	8760-705
	Managing Meetings 
	7
	3
	15

	8760-706
	Data Collection and Analysis to Justify Management Decision Making 
	7
	2
	10

















Flexible Assessment – Alternative Ways of Assessing



ILM provides ready-made assessment instruments/vehicles (e.g. assignment tasks) for every unit.  These are not mandatory.   Using ILM’s flexible assessment approach, centres can develop their own assessment instruments.  Please note this does not include changing the criteria, just the method by which they are assessed.  

There is a range of alternative methods (please refer to the ‘ILM Guide to assessing’, currently sections 6 and 7).  It might be as minor as adjusting the ILM assignment task to contextualise it to a specific employer/situation.  More significantly, a centre might use assessed presentations or professional discussions in order to reduce the writing requirement.  However, before using a centre-developed assessment instrument, you first need approval from your ILM Quality & Compliance Manager.

Centres are also encouraged to combine the assessment of two or more units into an integrated assignment.  This reduces the number of assessments and, with astute choice of units, integration can also reduce the amount of assessment.  Any integrated assignment can also be assessed using an alternative method as above. 

This of course has implications for the marks.  When different sized units are integrated, especially from different levels, calculating marks for each assessment criterion is less than straightforward.  Some Centres avoid this by using the separate ILM mark sheets.  However this misses some of the benefits.  Another option is to not use numerical marks at all and combine the mark sheets and simply mark each criterion as pass/refer.

























	Title:
	Understanding the management role to improve management performance 

	SCQF Level:
	7

	Credit value:
	4

	Unit guided learning hours
	15

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

	
1. Understand the specific responsibilities of middle managers in enabling an organisation to achieve its goals

	
1.1


1.2
	
Describe the goals and objectives of your organisation 

Evaluate the specific responsibilities of middle managers in enabling your organisation to achieve its goals


	
2. Understand how communication and interpersonal skills affect managerial performance in the workplace

	
2.1



2.2
	
Evaluate how interpersonal and communication skills affect managerial performance

Evaluate strategies to overcome barriers to effective managerial communication and interpersonal skills



	
3. Be able to assess personal development opportunities to improve own managerial performance

	
3.1



3.2



3.3
	
Assess own knowledge, skills and behaviour, and their effect on own managerial performance

Identify areas for personal development to improve own managerial performance

Produce a personal development plan to improve own managerial performance


	Additional information about the unit
	

	Unit purpose and aim(s)
	To be able to demonstrate understanding of the middle management role and be able to plan your own development. 

	Unit review date
	31/03/2017

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to Management and Leadership 2004 NOS: A3, B1, B6, C4, D2, F8

	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)
	Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	M4.01 Understanding the management role 

	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
	

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· The nature and purpose of organisations, including mission and value statements
· Stakeholders and their objectives
· Organisation charts, including hierarchical and matrix structures; indication of the range of operational functions
· Levels of management and associated roles and responsibilities within organisation
· Profile and job functions of middle managers
· Formal and informal organisational relationships
· The management task, including planning, organising, motivating and controlling
· Range of management styles
· Differences between management and leadership
· The importance of organisational goals and objectives
· Organisational objectives as specific and measurable steps towards achieving a larger goal
· Aligning middle management responsibilities to organisational goals and objectives


	2
	
· Range of human behaviours, including how cultural and individual differences, verbal (esp. questioning and active listening skills) and non-verbal communication interact to affect understanding, and their effect on communication in the workplace
· Methods/procedures to overcome particular communication challenges (eg those with learning difficulties, hearing impaired, visually impaired, foreign languages, etc)
· Communications climate and culture
· Importance of feedback skills to facilitate communication and workplace relationships
· Networking skills
· Personal style and approach; image and presentation; non-verbal communication; social skills applicable to workplace
· Respect for others; balance between trust and control
· Attitudes to knowledge management and sharing of information
· Personal management styles and their effects on situations and individuals


	3
	
· Attitudes to knowledge management and sharing of information
· Personal management styles and their effects on situations and individuals
· Personal development planning
· Using self-assessment, feedback, and 360 feedback to assess own knowledge, skills and behaviour
· Formal and informal personal development methods, internal and external training and development, ‘traditional’ learning and e-learning






































	Title:
	Managing the analysis of secondary data 

	SCQF Level:
	7

	Credit value:
	4

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

	
1 Be able to gather and evaluate complex data from diverse secondary sources 
	
1.1


1.2




1.3




	
Identify a research topic which is relevant to the organisation

Collect secondary data from a wide range of academic, official and commercial sources, ensuring that all sources are acknowledged 

Analyse collected data to judge its relevance and validity, make deductions, and draw conclusions

	
2 Be able to review the findings from own analysis of data

	
2.1


2.2


	
Lead a group discussion on the findings from own analysis 

Evaluate the outcomes from the group discussion of the data analysis


	
3 Be able to review research activity and identify areas for future self development

	3.1



3.2

	Review the effectiveness of the research activity against the objectives set 

Prepare and justify a self-development plan to improve own performance when managing research activities


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop core data analysis skills as needed by practising or potential middle managers.

	Unit review date
	31/03/2017

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to MSC 2004 NOS

	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)
	Management Standards Centre (MSC)

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

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

	Availability for use
	Private

	Units available from
	01/10/2007

	Unit guided learning hours
	15

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Research methods
· Official (Governmental and supra-Governmental) and other (corporate, commercial, trade associations, societies, trades unions, etc) sources of information and information retrieval processes, including library classification systems, indexes, journals, trade magazines and the use of Internet search engines’ advanced search features (ie Boolean searches)
· Techniques for identifying relevant content from paper and electronic materials (using contents and index pages, skim-reading, using file/site search facilities) and criteria for judging the validity and appropriateness of information and sources
· Making structured notes and cross-referencing materials for different purposes (eg essays, reports, presentations)
· Using index cards, Mind MapsTM and similar techniques to record and structure material, and build links between information from different sources
· Note-taking and recording others’ contributions in lectures, demonstrations, seminars and tutorials
· Referencing
· Development of bibliographies

Note: Candidates should be encouraged to investigate topics that are of relevance to them and their role so as to add value to their work performance.


	2
	
· Skills for engaging actively in, and leading, tutorial and seminar discussions
· Basic principles of group dynamics and skills for working in self-managing groups
· Skills for making formal presentations and/or demonstrations, alone and with others, to individuals and to groups, including:
· Relevance of objectives, audience and contexts in relation to presentations
· Options and constraints applicable to presentation – including time, duration, venue, equipment, language, etc)
· Use of standard computer software, such as Microsoft PowerPoint
· Non-IT visual aids for presentations (eg OHTs, models, handouts, demonstrations, etc)
· Techniques for effective and flexible delivery
· Techniques for controlling and responding to questions


	3
	
· Evaluation techniques (self and others) and performance improvement
· Setting and using SMART objectives to manage own work
· Strategies to establish priorities (e.g. urgent/important grid) and make most effective use of time
· Action and task planning techniques
· Use of milestones to monitor progress
· Importance of monitoring and revising plans in line with progress








































	Title:
	Management Communication 

	SCQF Level:
	7

	Credit value:
	4

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

	
1. Understand the importance of effective communication in management

	
1.1



1.2




1.3

	
Explain the relevance of the communication cycle for effective communication in management

Explain, with examples, the importance of selecting an appropriate  tone, language, and level of formality in management communications

Assess the effectiveness of a range of verbal and written communication methods within your area of the organisation


	

1. 
2. Be able to develop effective communication skills as a reflective manager

	
2.1  


2.2


2.3
	
Develop appropriate criteria to evaluate own ability to communicate effectively 

Collect and analyse feedback on own verbal and written communication skills

Evaluate own communication skills as a manager, identifying strengths and areas for improvement


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability to communicate effectively, as required by a practising or potential middle manager.

	Unit review date
	31/03/2017

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to MSC 2004 NOS: A3, B6, C2, D2, D3, D6

	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)
	Management Standards Centre (MSC)

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

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

	Availability for use
	Private

	Units available from
	01/10/2007

	Unit guided learning hours
	18

	Additional Guidance about the Unit

	Indicative Content:

	1

	
· Communication theories, including the communication cycle and overcoming barriers
· Different types of communication, including verbal, written, visual and electronic and their relative advantages and disadvantages
· Non-verbal communication, such as body language and facial expression
· Business language, including tone, style and vocabulary
· Need for feedback, and implications of not receiving feedback
· Value of the written word and the importance of objectives and the reader(s)
· Letters, memos, reports, e-mails or other forms of written communication in use within the organisation
· Team meetings, one-to-ones and other forms of verbal communication
· Planning for writing, including use of available information and the needs of the recipient
· Tone, language, level of formality
· Image, structure, layout conventions including “house styles”
· Inclusion of statistical/visual materials and appendices in reports


	2
	
· Criteria for evaluating the effectiveness of communication
· Collecting and analysing feedback
· Techniques for evaluating own strengths and areas for improvement
· Personal development planning













	Title:
	Understanding financial management 

	SCQF Level:
	7

	Credit value:
	3

	Unit guided learning hours
	12

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

	
4 Understand finance within the context of an organisation

	
1.1


1.2



1.3



1.4
	
Describe the organisation’s sources of finance or funding

Analyse the range of financial stakeholders and explain their various expectations of the organisation

Explain the importance of cash flow forecasting and cash flow management to the organisation

Provide a general assessment of business/organisational performance using appropriate financial measures


	
5 Understand the value of recording financial management information 

	
2.1



2.2
	
Explain the role of financial performance indicators in monitoring the achievement of objectives

Explain the purposes of the main financial documents used within the organisation


	
6 Understand budgets for the management of own area of operation

	
3.1


3.2
	
Explain the process of budget setting used in the organisation

Explain how to use budgetary techniques to contribute to controlling cost in own area of operation


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding of finance within the context of an organisation, as required by a practising or potential middle manager.

	Unit review date
	31/03/2017

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to Management and Leadership 2004 NOS: E2

	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)
	Council for Administration (CfA)

	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
	

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Financial information and its value for management and decision-making
· Principles of Management accounting
· Income & Expenditure Accounts (for non-profit organisations)
· Financial measures of business/organisational performance – calculation and interpretation of Accounting Ratios
· Cash, profit and cash flow forecasting and credit control
· Sources of finance/funding and their characteristics
· Range of stakeholders and their various expectations of the organisation
· Role of the management accountant – as provider of management information


	2
	
· Performance indicators and their role in achieving objectives
· Source documents in accounting (invoices, etc)
· Balance Sheet, Profit & Loss Account


	3
	
· Nature and purpose of financial and non-financial budgets
· Methods of preparing budgets
· Zero based budgets
· Budgetary techniques for controlling operations
· How variances are calculated and used to analyse extent, source and cause of budgetary deviation
· Variable budgets
· Techniques for monitoring and controlling costs



















































	Title:
	Managing a healthy and safe environment

	SCQF Level:
	7          

	Credit value:
	2

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

	
7 Understand the importance of working in a healthy and safe environment

	
1.1


1.2



1.3



	
Review current UK law and legislation on health and safety 

Evaluate the benefits of having a health and safety policy in the workplace

Critically review own organisation’s health and safety policies and procedures 


	2.    Be able to manage a healthy and safe environment
	
1.1


1.2




1.3
	
Conduct a risk assessment in own area of operation

Produce a risk assessment report with recommendations for improvements to health and safety in own area of operation

Plan the implementation of recommendations to health and safety policy in own area of operation, using measurable targets


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability to be able to manage a healthy and safe environment as required by a practising or potential middle manager.

	Unit review date
	31/03/2017

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to MSC 2004 NOS: B8, B10, B11, E6

	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)
	Management Standards Centre (MSC)

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

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

	Availability for use
	Private

	Units available from
	01/10/2007

	Unit guided learning hours
	9

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Health and safety law, civil claims, negligence, HASW Act, Management of Health and Safety at Work Regulations, Role and powers of HSE
· Workplace (Health Safety and Welfare) Regulations
· Organising risk assessment procedures, identifying prevention and control measures
· Accident causation, immediate and root causes, investigating accidents and incidents, producing reports. Recommending prevention and control measures
· Costs of accidents at work, effects on people and productivity
· Monitoring health and safety performance, inspection, audits, sampling, safety tours and use of accident statistics
· Employee consultation, Safety Representatives and Safety Committees Regulations, Health and Safety (Consultation with Employees) Regulations
· Environmental protection legislation, reusing, reducing and recycling resources, sustainable activities, waste disposal duties


	2
	
· Risk assessment and risk assessment reports
· Implementing the results of risk assessments
· Action planning and target setting













	Title:
	Managing meetings

	SCQF Level:
	7

	Credit value:
	3

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

	
8 Understand different types of meetings and their suitability for different purposes

	
1.1


1.2



	
Describe the different types of meetings in the organisation

Explain why it is necessary to have different types of meeting

	
9 Understand how to prepare effectively for a meeting
	
2.1


2.2


2.3


2.4



	
Define the purpose for, and objectives of, a meeting

Identify the resources required to support and manage the meeting

Explain the reasoning behind who is to be invited to the meeting

Justify the information that attendees will be provided with in advance of the meeting


	3       Be able to develop own performance   in managing meetings
	3.1



3.2


3.3
	Evaluate own ability to be able to chair / lead a meeting gaining feedback from others

Identify areas of weakness in own performance when managing meetings

Create a personal development plan to improve own performance when managing meetings


	
4 Be able to follow up and effectively manage actions from meetings

	
4.1


4.2


4.3
	
Monitor the progress of actions agreed by relevant meeting attendees 

Manage any personal actions from the meeting to deadlines

Evaluate the impact on the organisation of all the actions agreed at the meeting



	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability to manage meetings as required by a practising or potential middle manager.

	Unit review date
	31/03/2017

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to MSC 2004 NOS: D2, D6

	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)
	Management Standards Centre (MSC)

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

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

	Availability for use
	Private

	Units available from
	01/10/2007

	Unit guided learning hours
	15

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Situations when meetings are/are not appropriate
· Different types and purposes of meetings (including formal/informal, decision-making, informing, instructing, negotiating)


	2
	
· Role and responsibilities of chairperson/leader in relation to formal and informal meetings
· Setting the objectives for a meeting
· Measures to prepare effectively including consultation, reference to documents and other evidence; preparation of papers/presentations
· Methods of planning a meeting to achieve particular outcomes (including participants, objective agendas, format and location)
· Meetings documents, terminology and protocol
· Ways to encourage contributions, and control digression and conflict to ensure outcomes are achieved within timescale and authority
· Nature, purpose, style and format of minutes or other records


	3
	
· Evaluating own performance in meetings
· Techniques for collecting and analysing feedback from others
· Personal SWOT analysis
· Personal development planning
· The importance of defining objectives, and deciding whether negotiation is the appropriate measure to take
· Formal and informal negotiation
· Importance of listening and other interpersonal skills
· Ways to identify acceptable outcomes, from the ideal to least acceptable, and their consequences
· Techniques for influencing others, including non-verbal communication and social skills
· Assertiveness
· Levels of power and authority, and the impact on negotiation
· Negotiation strategy, tactics and behaviour
· Conflict and its resolution
· Value systems and other barriers to acceptance
· The importance of achieving “win-win” and its effects on long term relationships


	4
	
· Methods of ensuring actions are completed as required by the meeting
· Planning and monitoring of action points of self and others
· Impact assessment and potential costs and benefits




























	Title:
	Data collection and analysis to justify management decision making 

	SCQF Level:
	7

	Credit value:
	2

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

	
10 Understand how to gather, analyse, and present data

	
1.1


1.2


1.3
	
Gather data on an organisational issue from a range of sources

Analyse data, identifying patterns and anomalies

Present analysis of data in a suitable format for the intended audience 


	
2    Be able to use data analysis to justify a  management decision
	
2.1


	
Justify a management decision, using data analysis to support your rationale


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability to be able to gather, analyse and present data, as required by a practising or potential middle manager.

	Unit expiry date
	31/12/2015

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to MSC 2004 NOS

	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)
	Management Standards Centre (MSC)

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

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

	Availability for use
	Private

	Units available from
	01/10/2007

	Unit guided learning hours
	10

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Data collection as a planned process
· Sources of primary and secondary data
· Types of data collection such as e-mail, questionnaires, observing, interviewing, focus group, and their uses and limitations
· Desk research, and its uses and limitations
· Methods of analysing primary and secondary data
· Characteristics of good data
· Data validation
· Importance of combining different data collection techniques 
· Referencing
· Bias and ethical issues in collecting data
· Data, information and knowledge
· Methods of presenting data such as tables, mean, median and mode, and frequency distributions
· Charts and diagrams – construction and use
· Range of applications of spreadsheets for management
· Creation of spreadsheets, including calculations and graphical presentation


	2
	
· Data analysis and decision-making
· Decision-making models and techniques
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Institute of Leadership & Management



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











