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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 SCQF Level 7 Award and Certificate in Leadership and Management are designed for new and 
aspiring middle managers. These qualifications help learners to really get to grips with their role, gain 
comprehensive business knowledge, and develop the technical skills they need to lead effectively at this 
level.


Benefits for individuals

· Consolidate your management skills and experience 
· Build knowledge of specialist business areas such as finance and marketing
· Develop the capabilities and personal awareness you need to be a leader
· Accredit your experience with a nationally recognised qualification 




Benefits for employers 

· Middle managers with an advanced understanding of their role and function 
· Managers who can assess and improve their leadership styles and behaviours
· Flexible choice of units – customise this qualification to close skills gaps in your organisation 























Progression Routes

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

· SCQF Level 9 Award in Leadership and Management

· SCQF Level 9 Certificate in Leadership and Management 























Qualification Structures and Details


Award in Leadership and Management at SCQF Level 7

	Credit Value:
	Minimum 6 credits

	Induction:
	Minimum 2 hours

	Tutorial Support:
	Minimum 2 hours

	Guided Learning Hours (GLH):
	Minimum 9 hours 

	Duration:
	To be completed in 3 years

	Rules of Combination:
	Learners must achieve a minimum of 5 credits from a minimum of 2 units from group 1.

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.





[bookmark: _GoBack]Certificate in Leadership and Management at SCQF Level 7

	Credit Value:
	Minimum 13 credits

	Induction:
	Minimum 2 hours

	Tutorial Support:
	Minimum 2 hours

	Guided Learning Hours (GLH):
	Minimum 19 hours 

	Duration:
	To be completed in 3 years

	Rules of Combination:
	Learners must achieve a minimum of 13 credits from Groups 1 and 2, no more than 6 credits can be taken from Group 2. 

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



Group 1

	Ref
	Unit Title
	Level
	CV*
	GLH**

	8816-700
	Understanding the Management Role to Improve Management Performance
	7
	4
	15

	8816-701
	Planning and Leading a Complex Team Activity
	7
	4
	6

	8816-702
	Managing Equality and Diversity in Own Area
	7
	4
	12

	8816-703
	Managing Risk in the Workplace
	7
	3
	6

	8816-704
	Delegating Authority in the Workplace
	7
	3
	3

	8816-705
	Developing People in the Workplace
	7
	5
	21

	8816-706
	Developing Your Leadership Styles
	7
	4
	10

	8816-707
	Understanding Financial Management
	7
	3
	12

	8816-708
	Management Communication
	7
	4
	18

	8816-710
	Managing the Analysis of Secondary Data
	7
	4
	15

	8816-711
	Managing a Healthy and Safe Environment
	7
	2
	9

	8816-712
	Managing Meetings
	7
	3
	15

	8816-713
	Managing Marketing Activities
	7
	3
	15

	8816-714
	Data Collection and Analysis to Justify Management Decision Making
	7
	2
	10

	8816-715
	Motivating People in the Workplace
	7
	2
	6

	8816-716
	Solving Problems by Making Effective Decisions in the Workplace
	7
	3
	14

	8816-717
	Managing and Implementing Change in the Workplace
	7
	6
	24

	8816-718
	Understanding the Organisational Culture and Context
	7
	6
	25

	8816-719
	Understanding Work in Contemporary Society
	7
	3
	8

	8816-720
	Budgetary Planning and Control
	7
	3
	6

	8816-721
	Interpreting Financial Statements to Assess Organisational Performance Using Financial Ratios
	7
	3
	6

	8816-722
	Understanding the Importance of Marketing for an Organisation
	7
	4
	6

	8816-723
	Using Quantitative Methods to Solve Management Problems
	7
	6
	10

	8816-724
	Understanding the Economics of the Marketplace
	7
	6
	10

	8816-725
	Developing Individual Mental Toughness
	7
	2
	5

	8816-726
	Understanding the Macro Economic Environment
	7
	7
	25

	8816-727
	Developing a Culture to Support Innovation and Improvement
	7
	3
	12












Group 2

	Ref
	Unit Title
	Level
	CV*
	GLH**

	8816-600
	Solving Problems and Making Decisions
	6
	2
	9

	8816-601
	Understanding Innovation and Change in an Organisation
	6
	2
	9

	8816-602
	Planning Change in the Workplace
	6
	2
	9

	8816-603
	Planning and Allocating Work
	6
	2
	9

	8816-604
	Writing for Business
	6
	1
	4

	8816-605
	Contributing to Innovation and Creativity in the Workplace
	6
	2
	9

	8816-606
	Understanding Customer Service Standards and Requirements
	6
	2
	7

	8816-607
	Giving Briefings and Making Presentations
	6
	2
	4

	8816-608
	Understanding Leadership
	6
	2
	6

	8816-609
	Understand How to Establish an Effective Team
	6
	1
	5

	8816-610
	Understanding How to Motivate to Improve Performance
	6
	2
	9

	8816-611
	Developing Yourself and Others
	6
	2
	9

	8816-612
	Understanding Conflict Management in the Workplace
	6
	1
	4

	8816-613
	Understanding Stress Management in the Workplace
	6
	1
	7

	8816-614
	Understanding Discipline in the Workplace
	6
	1
	5

	8816-615
	Understanding Recruitment and Selection of New Staff in the Workplace
	6
	2
	7

	8816-616
	Understanding the Induction of New Staff in the Workplace
	6
	1
	3

	8816-617
	Understanding Training and Coaching in the Workplace
	6
	2
	7

	8816-618
	Understanding Quality Management in the Workplace
	6
	2
	6

	8816-619
	Understanding Organising and Delegating in the Workplace
	6
	1
	4

	8816-620
	Managing Workplace Projects
	6
	2
	7

	8816-621
	Understanding Health and Safety in the Workplace
	6
	2
	7

	8816-622
	Understand the Organisation and its Context
	6
	2
	7

	8816-623
	Understanding Performance Management
	6
	2
	7

	8816-624
	Understand Costs and Budgets in an Organisation
	6
	1
	7

	8816-625
	Understand How to Manage the Efficient Use of Materials and Equipment
	6
	2
	7

	8816-626
	Understanding the Communication Process in the Workplace
	6
	2
	7

	8816-627
	Understanding Negotiation and Networking in the Workplace
	6
	1
	6

	8816-628
	Understand How to Lead Effective Meetings
	6
	2
	4

	8816-629
	Understanding Workplace Information Systems
	6
	1
	6

	8816-630
	Understanding Marketing for Managers
	6
	1
	4

	8816-631
	Understanding Support Services Operations in an Organisation
	6
	3
	7

	8816-632
	Understanding Sustainability and Environmental Issues in an Organisation
	6
	3
	10

	8816-633
	Understanding Procurement and Supplier Management in the Workplace
	6
	2
	7

	8816-634
	Understanding and Developing Relationships in the Workplace
	6
	2
	8

	8816-635
	Understand How to Manage Contracts and Contractors in the Workplace
	6
	2
	8

	8816-636
	Understanding Incident Management and Disaster Recovery in the Workplace
	6
	2
	7

	8816-637
	Understanding Security Measures in the Workplace
	6
	2
	7

	8816-638
	Understanding How to Manage Remote Workers
	6
	2
	7

	8816-639
	Understanding Good Practice in Workplace Coaching
	6
	3
	9

	8816-640
	Understanding Good Practice in Workplace Mentoring
	6
	3
	9

	8816-641
	Leading and Motivating a Team Effectively
	6
	2
	7

	8816-901
	Managing Improvement
	9
	3
	8

	8816-902
	Making a Financial Case
	9
	3
	14

	8816-903
	Developing Critical Thinking
	9
	4
	18

	8816-904
	Leading Innovation and Change
	9
	5
	24

	8816-905
	Managing Individual Development
	9
	4
	18

	8816-906
	Managing Stress and Conflict in the Organisation
	9
	3
	8

	8816-907
	Understanding the Organisational Environment
	9
	5
	24

	8816-908
	Understanding Organisational Culture and Ethics
	9
	3
	12

	8816-909
	Managing Customer Relations
	9
	3
	10

	8816-910
	Managing for Efficiency and Effectiveness
	9
	4
	18

	8816-911
	Managing Projects in the Organisation
	9
	4
	18

	8816-912
	Managing Resources
	9
	4
	12

	8816-913
	Managing Information
	9
	4
	12

	8816-914
	Managing Recruitment
	9
	5
	24

	8816-915
	Managing Work Analysis
	9
	3
	12

	8816-916
	Analysing and Interpreting Statistics to Inform Management Decisions
	9
	2
	10

	8816-917
	Understanding the Management of Facilities
	9
	2
	9

	8816-918
	Making Professional Presentations
	9
	2
	9

	8816-919
	Developing and Leading Teams to Achieve Organisational Goals and Objectives
	9
	4
	18

	8816-920
	Assessing Your Own Leadership Capability and Performance
	9
	6
	15

	8816-922
	Becoming an Effective Leader
	9
	5
	9

	8816-925
	Improving and Maintaining the Organisation’s Environmental Performance
	9
	5
	14

	8816-926
	Managing Remote Workers
	9
	5
	12

	8816-927
	Partnership Working
	9
	4
	10

	8816-928
	Understanding Governance of Organisations
	9
	6
	18

	8816-929
	Knowledge and Information Management 
	9
	5
	14

	8816-930
	Understanding the Skills, Principles and Practice of Effective Management Coaching
and Mentoring
	9
	5
	18



*Credit Value
** Guided Learning Hours










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:
	Planning and leading a complex team activity 

	SCQF Level:
	7

	Credit value:
	4

	Unit guided learning hours
	6

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

	
1. Be able to plan a complex team activity 

	
1.1


1.2



1.3


1.4
	
Define the purpose, aims and objectives of the activity

Identify the tasks and resources required for the activity, including any operational constraints that apply 

Produce a plan for the implementation of the activity

Assess the risks and any operational or safety issues that apply to the activity



	
2. Be able to communicate information on the activity to your team

	
2.1



2.2
	
Present information on the activity to your team, inviting questions and seeking to clarify any uncertainties

Communicate allocations of roles and responsibilities to team members 



	
3. Be able to review own ability to lead a team through a complex activity

	
3.1


3.2


3.3
	
Collect feedback on your ability to lead the team through a complex activity. 

Review own performance, identifying  leadership strengths and weaknesses

Produce a development plan to improve own planning and leadership skills, using feedback and self-assessment


	Additional information about the unit
	

	Unit purpose and aim(s)
	To enable candidates to plan and lead a complex team activity which demonstrates their leadership skills.

	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 NOS 2004: B6

	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) 
	M4.03 Planning Practical Leadership Activities and M4.04 Developing Leadership Through Practical Activities combined are equivalent to this unit.  

	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
	
· Importance of clarity of purpose in planning activities
· Implementation planning, planning techniques and contingency planning
· Ways of identifying the tasks needed to achieve an agreed goal and setting priorities or order in the tasks
· The range of resources available, their operational constraints and safety requirements and how to ensure that they are appropriate and prepared for use
· How to conduct a risk assessment
· Operational constraints


	2
	
· Briefing skills, questioning and listening skills
· Techniques to check understanding
· Allocation of roles and responsibilities to carry out a complex task
· Nature, purpose and best practice in delegation, and delegation and role allocation techniques


	3
	
· Collecting and analysing feedback from team members on own performance
· Self-assessment and reviewing own performance
· Leadership theories and leadership practice as a framework for assessing and developing leadership skills
· Personal development planning
 



















































	Title:
	Managing equality and diversity in own area 

	SCQF Level:
	7

	Credit value:
	4

	Unit guided learning hours
	12

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

	1. Understand equality and diversity law, legislation and internal policies in relation to own area of responsibility

	
1.1



1.2
	Explain the implications of the legal requirements for equality and diversity on own area of responsibility
Evaluate own organisation’s policies and procedures relating to equality and diversity


	
2. Be able to influence the management of equality and diversity in own area of responsibility 

	
2.1



2.2
	
Evaluate the organisation’s implementation of equality and diversity legal requirements and internal policies 

Make recommendations for improving the management of equality and diversity in own area of responsibility. 


	Additional information about the unit
	

	Unit purpose and aim(s)
	Be able to evaluate and influence the management of equality and diversity law, legislation and internal policies within own area of responsibility.

	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 & Leadership 2004 NOS: B11
Links to KSF: Core Dimension 6 ‘Equality & Diversity’ and provides evidence to support levels 3 & 4

	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
	
· Equality and diversity defined
· Diversity and its impact on the organisation
· Legislation and how it affects individuals, organisational policies and procedures
· Examining personal values, beliefs, attitudes and prejudices
· Language and diversity
· Harassment, bullying and victimisation in the workplace
· Dress codes and discrimination
· The business case for diversity


	2
	
· Creating a diverse workforce
· Promoting equality outcomes
· Diversity monitoring
· Equality impact assessments
· Examining the organisation/team in relation to diversity
· Business diversity action planning
· Promoting equality and diversity
· Inclusively and creating an inclusive culture
· Examples of good practice in equality and diversity
· Challenging inequalities and discrimination in the workplace

















	Title:
	Managing risk in the workplace

	SCQF Level:
	7

	Credit value:
	3

	Unit guided learning hours
	6

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

	
1. Understand the importance of managing risks in the workplace

	
1.1



1.2
	Evaluate relevant laws and legislation relating to risk management in own area of responsibility 

Evaluate internal policies relating to the management of risk in own area of responsibility
 

	
2. Be able to identify and manage risks in own area of responsibility 

	
2.1


2.2


2.3
	
Conduct a risk assessment within the context of own workplace

Propose how to minimise identified risks in own workplace

Explain how identified risks will be continuously monitored and reviewed


	Additional information about the unit
	

	Unit purpose and aim(s)
	To be able to manage risks within the context of the workplace. 

	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 & Leadership 2004 NOS: B10

	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 unit (if required)
	M4.06 Managing Risk in the Workplace

	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
	
· Establishing the context and scope of the workplace
· Applicable laws and legislation relating to risk management
· Internal risk management policies and procedures
· Types of hazards and risks such as environmental, technological, information, physical
· Principles of risk management
· How to identify the circumstances and consequences of hazards and risks 


	2
	
· Identifying prevention and control measures
· Five steps to risk
· Prioritisation of risk
· Objective likelihood/probability, impact and score
· Risk assessment procedure and associated documentation
· Avoidance, control, transfer to another entity or higher authority, retention (careful assessment and monitoring of risk)
· Risk management registers
· Risk management planning
· Compare actual results with results expected/predetermined
· Monitoring and re-assessing the level and implications of risk





















	Title:
	Delegating authority in the workplace 

	SCQF Level:
	7 

	Credit value:
	3

	Unit guided learning hours
	3

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

	
1. Understand the benefits of delegation


	
1.1


1.2
	
Evaluate the benefits of effective delegation

Explain how delegation can be used to empower others



	
2. Be able to delegate effectively in the workplace 

	
2.1



2.2
	
Justify an appropriate process to follow when delegating work within your area of responsibility

Allocate and monitor work that you have delegated within your own area of responsibility


	
3. Be able to improve own ability to delegate and empower others

	
3.1




3.2
	
Review how well you delegated the task, based on the outcomes of the delegated task and feedback from others

Assess how you can improve your own ability to delegate and empower others


	Additional information about the unit
	

	Unit purpose and aim(s)
	To enable candidates to delegate work effectively and empower others.

	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 & Leadership 2004 NOS: B6, D5

	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)
	M4.09 Delegating Authority in the Workplace

	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
	
· Advantages and disadvantages of delegation
· Principles of effective delegation
· Delegating to empower others
· Levels of delegation
· Requirements of delegation and requirements of empowerment
· Constraints and benefits of empowerment
· The importance of making effective and efficient use of people’s knowledge and skills, and how to achieve this
· Definitions of authority and power, responsibility and accountability


	2
	
· Techniques for deciding the most appropriate individual to undertake the activity
· Process of delegation including barriers and support mechanisms


	3
	
· Techniques to monitor outcomes of delegation
· Feedback, recognition and reward techniques
· Review of own effectiveness in delegating tasks
· Identifying actions that could improve ability to delegate















	Title:
	Developing people in the workplace 

	SCQF Level:
	7

	Credit value:
	5

	Unit guided learning hours
	21

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

	
1. Understand the importance of promoting personal development



	
1.1


1.2
	
Assess the potential benefits to the organisation of developing individuals

Assess the benefits to the individual of personal development 


	
2. Be able to plan for an individual’s development

	
2.1



2.2



2.3
	
Assess how to manage an individual’s expectations in respect to personal development.

Evaluate development vehicles in the organisation appropriate to the development needs of the individual

Develop a plan to meet the identified development needs of an individual



	Additional information about the unit
	

	Unit purpose and aim(s)
	To be able to plan the personal development of individuals in the workplace.

	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: A2, D7, D9

	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)
	M4.11 Developing and managing people in the workplace

	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
	
· Examining the expectations and requirements of people
· Determining groups and individuals for whom the manager has responsibility
· Diversity in the workplace
· Understanding the causes of conflict in the organisation
· Promotion of work/life balance


	2
	
· Administering people in accordance with guidelines and career pathways
· Being aware of and understanding organisational policies (diversity, substance and alcohol abuse etc)
· Understanding the variety of documentation required to manage people
· Managing career development of people
· Support structures within the organisation
· Techniques for managing interpersonal conflict
· Techniques for supervision and formal appraisal
· Methods of ensuring fair and objective assessment/appraisal
· Methods to monitor, evaluate and record individual feedback
· Reporting performance appraisal including the importance of confidentiality
· Promotion of a healthy life-style
· Learning styles and the range of training/development opportunities available
· Mechanisms to provide appropriate feedback to individuals
· Career development strategies
· Appropriate recording systems
















	Title:
	Developing your leadership styles

	SCQF Level:
	7

	Credit value:
	4

	Unit guided learning hours
	10

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

	
1 Understand the outcomes of effective leadership 

	
1.1
	
Evaluate the importance of performance and engagement with followers in an organisation


	
2 Be able to assess own leadership styles

	
2.1


2.2
	
Review the six specific scales for leadership

Assess the effectiveness of own leadership style in terms of the six scales


	
3 Understand the implications of own leadership styles for self and for leadership within own organisation

	
3.1




3.2
	
Using the self-assessment of own leadership styles, evaluate the implications for self and own organisation 

Evaluate the impact of changes in the situation on the effectiveness of the adopted style


	
4 Be able to assess own leadership behaviour, in terms of the three global factors which determine effective leadership

	
4.1


4.2
	
Evaluate the three global factors which impact on leadership effectiveness

Assess own leadership behaviour in terms of the three global factors


	
5 Understand how to develop own leadership style and effectiveness

	
5.1


5.2


5.3
	
Produce an action plan for developing own leadership style and effectiveness

Explain the benefits of implementing the action plan

Explain how you will monitor and evaluate the action plan


	Additional information about the unit
	This is an optional unit and uses the Integrated Leadership Style Measure (ILM72).  Centres choosing this unit should contact AQR Ltd directly at ilm@aqr.co.uk or on telephone number 01244 572050 to arrange access for their candidates to this measure and to obtain the cost of using this per candidate.  This would be a direct arrangement between AQR Ltd and the Centre wishing to obtain access to the ILM 72 instrument for their candidates.

	Unit purpose and aim(s)
	To be able to develop own leadership style to improve own and organisational performance.

	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: A2

	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 (of required)
	M4.24 Developing your leadership styles

	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
	
· Definition of leadership
· The difference between leadership and management
· Importance of performance and interaction (engagement) with followers in an organisation


	2
	
· Influential leadership models
· Great person models
· Trait theories (intelligence, personality etc)
· Behavioural models (Pull Theory, Transactional Models, Transformational Models, Action Centred Leadership, The 7 Habits etc)
· Situational Models (Hersey-Blanchard, Tannenbaum-Schmidt etc)
· ILM 72 (Integrated leadership measure)
· Situational leadership
· Six specific scales to measure aspects of leadership style
· task vs person
· flexible vs dogmatic
· de-centralised vs centralised
· reward vs punishment
· the means vs the end
· structured vs organic)


	3
	
· Ability to assess and understand various situations
· Implications of leadership styles for self and for organisational performance (productivity, open to ideas and suggestions, effective delegation, developing people and processes etc)
· Implications for different situations


	4
	
· Three global scales
· Determination to deliver
· Individual cohesion
· Team working
· Assessing own leadership behaviour in terms of the three global scales
· Understanding how these work in terms of motivation theory


	5
	
· Compiling an action plan (current behaviours, goal setting, implementation practice, identification of what the difference in performance would be)
· Benefits of implementing an action plan
























	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)

	
6 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


	
7 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


	
8 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:
	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:
	Managing the analysis of secondary data 

	SCQF Level:
	7

	Credit value:
	4

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

	
9 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

	
10 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


	
11 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:
	Managing a healthy and safe environment

	SCQF Level:
	7          

	Credit value:
	2

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

	
12 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)

	
13 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

	
14 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:
	Managing Marketing Activities

	SCQF Level:
	7

	Credit value:
	3

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

	
15 Understand the concepts involved in managing marketing
	
1.1


1.2



1.3

	
Explain the differences between product and service marketing

Explain how the marketing mix is used to summarise the main factors involved in a marketing strategy

Evaluate a range of marketing strategies


	
16 Be able to review the effectiveness of marketing in an organisation

	
2.1



2.2



2.3



	
Review the effectiveness of an organisation in identifying and segmenting consumer markets

Review the effectiveness of the marketing mix for a product or service in an organisation

Make recommendations for improving the management of marketing in an organisation


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding of marketing management as required by a practising or potential middle manager.

	Unit review 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: C2, F9

	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
	
· Marketing management as a process that allocates organisational resources to marketing activities and monitors and evaluates the use of those resources
· Using marketing management to increase customer base, improve organisational image, and to increase perceived value
· Environmental scanning and situation analysis
· Development, implementation and monitoring of a Marketing Plan 
· Industrial and consumer market segmentation
· Product differentiation strategies
· The marketing mix and the extended marketing mix  
· Product and service marketing and business-to-business marketing
· The product life cycle
· The generic strategy framework (Porter 1984)
· Marketing strategies such as generic, growth and innovation strategies


	2
	
· Primary and secondary data collection and analysis
· Presentation of information to support recommendations



















	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)

	
17 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





















	Title:
	Motivating people in the workplace 

	SCQF Level:
	7

	Credit value:
	2

	Unit guided learning hours
	6

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

	18 Understand the factors that may affect performance and motivation in the work place

	
1.1


1.2
	
Evaluate theories of motivation relevant to your workplace

Evaluate the principal factors that may affect performance and motivation in the workplace


	
19 Be able to improve levels of motivation and increase performance in the workplace

	
2.1


2.2
	
Select a theory of motivation and apply this to your workplace

Evaluate the impact of applying the theory of motivation on performance in the workplace


	Additional information about the unit
	

	Unit purpose and aim(s)
	To be able to examine how levels of motivation can be improved to increase performance in the workplace.

	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 & Leadership 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)
	Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	M4.07 Motivating People in the Workplace

	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
	
· Theories of motivation, including ‘Content’ and ‘Process’ theories, and their application to teams and individuals
· Factors that affect performance and motivation (individual differences/needs, manager behaviour, the job and organisational context etc)
· Assumptions about human behaviour and the limitations of traditional theories of motivation
· Case studies and research evidence on using motivation theory in the workplace
· Styles and patterns of behaviour at work
· Individual motivation and team motivation and potential conflicts between the two
· Incentive systems and the impact on performance


	2
	
· Theories of motivation and their application to teams and individuals
· Understanding how individuals and teams are motivated
· Tools and techniques for the identification of different motivational needs
· Range of techniques to motivate individuals and monitor performance
· Positive approaches to offset negative attitudes in the workplace
· Measures for evaluating performance such as productivity, quality, cost, time 
























	Title:
	Solving problems by making effective decisions in the workplace 

	SCQF Level:
	7

	Credit value:
	3

	Unit guided learning hours
	14

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

	
20 Be able to analyse a complex problem in the context of the workplace

	
1.1



1.2
	
Define a complex problem in the workplace including its scope and impact

Analyse information on the identified problem, to help inform the decision making process


	
21 Be able to apply decision making techniques when assessing possible solutions

	
2.1


2.2
	
Propose a range of alternative solutions to the problem

Using a decision making technique, evaluate a range of solutions to identify the most appropriate option


	
22 Be able to plan how you will implement the solution

	
3.1


3.2


3.3
	
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Develop a detailed plan for implementing the solution

Communicate the plan to relevant stakeholders

Assess appropriate monitoring and review techniques to ensure successful implementation of solution



	Additional information about the unit
	

	Unit purpose and aim(s)
	To enable candidates to make effective decisions to solve complex problems in the workplace.

	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 & Leadership 2004 NOS: C2, C5, C6, F6

	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)
	M4.08 solving problems by making effective decisions

	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
	
· Complex problems with multiple possible solutions as a challenge and an opportunity for improvement
· Ways to recognise, investigate, and analyse complex problems such as Root Cause Analysis (RCA), Cause and Effect, Ishikawa, Why-Why, and brainstorming and a range of other creative thinking techniques
· Framing and scoping problems with a ‘Problem Definition’
· Setting objectives in relation to problems
· Collecting primary and secondary data for decision making
· Data analysis techniques for quantitative and qualitative data
· Differences between ‘data’ and ‘information’


	2
	
· Conditions under which decisions are made (certainty, uncertainty)
· Creative and rational decision-making
· Techniques for generating creative solutions and rational solutions in decision-making 
· Establishing criteria for decision-making
· Setting priorities
· Evaluating options
· Rational decision making models and techniques such as grid analysis, paired comparison analysis, decision trees, ‘pros and cons’ 
· Creative decision-making using brainstorming and a range of other creative thinking techniques
· Types of decisions (routine, adaptive, innovative etc)
· Decision making in relation to goals which specify the quality or quantity of the desired results


	3
	
· Implementation planning (for example – human resources, finance, marketing, operations, health and safety)
· Resource allocation (money, people, facilities, equipment etc)
· Implementation planning tools and techniques such as GANTT charts, PDCA Cycle (plan-do-check-act), PDSA (plan-do-study-act)
· SMART objectives
· Communication plans
· Monitoring and review techniques such as Critical Path Analysis (CPA), Programme Evaluation and Review (PERT)











































	Title:
	Managing and implementing change in the workplace 

	SCQF Level:
	7

	Credit value:
	6

	Unit guided learning hours
	24

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

	
23 Understand the reasons for change in an organisation

	
1.1


1.2
	
Explain reasons why organisations continually need to change

Conduct an environmental and organisational analysis, to identify possible areas for change in own organisation


	
24 Be able to manage and implement change in the workplace

	
2.1



2.2



2.3
	
Identify an opportunity for change, arising from an environmental and organisational analysis

Assess the benefits and risks of implementing the identified opportunity for change

Develop a change implementation plan including details of how you will monitor and review the implementation of change. 



	Additional information about the unit
	

	Unit purpose and aim(s)
	To be able to manage and implement change in the workplace.

	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: C4, C5, C6

	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)
	M4.10 Managing and implementing change in the workplace

	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
	
· Reasons for organisational change such as changes in leadership, technology, business strategy, need to become more efficient
· Types of change such as developmental, transitional and transformational
· Environmental analysis technique, such as PESTLE
· Organisational analysis, such as SWOT analysis


	2
	
· Benefits and implications of change
· Methods of assessing risks and uncertainties
· Principles of change management
· System theory and process design
· Methods for planning for change
· Feasibility and viability of the change for stakeholders
· Use of tools for planning change
· Identification of human and financial factors in the consideration of resistance to change
· Bridges’ Transition Model, 4 P’s, Purpose, Picture, Plan & Part
· Clear communication of change
· The importance of involving people to facilitate effective change
· Techniques for monitoring and evaluating outcomes of change
















	Title:
	Understanding the organisational culture and context 

	SCQF Level:
	7

	Credit value:
	6

	Unit guided learning hours
	25

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

	
25 Understand the culture and context of the organisation

	
1.1




1.2




1.3



	
Evaluate the organisation within its broader environment using appropriate environmental and organisational analysis techniques

Examine the implications of the policies, procedures and legal requirements that are relevant to your area of work

Evaluate the cultural and ethical behaviour present in the organisation


	
26 Understand own ability to function within organisational culture and ethical norms

	
2.1


2.2
	
Evaluate own cultural and ethical behaviour in relation to the organisation

Propose how to uphold the ethical standards across the organisation


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding of the organisational culture and context in order to improve own ability to function within the organisational norms. 

	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: B9

	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)
	M4.12 Understanding organisation culture and context

	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
	
· Impact of external forces on the organisation (for example political, social, economic, technological, legal, environmental) and related environmental and organisational analysis techniques (eg PESTLE and SWOT analysis)
· Law and policies governing the organisation
· The nature and purpose of organisations
· Formal and informal relationships between departments and people
· Legal duties in relation to sex, race, age, disability and unfair discrimination
· Organisational culture, ethos and values
· Corporate social and environmental responsibility
· Organisation policies/guidelines governing behaviour


	2
	
· Personal SWOT analysis
· Organisation’s role and objectives
· Personal ethical standards, values and beliefs
· Communication channels for sharing information and building relationships
· Barriers to effective functioning in the organisation and ways to overcome these
· Available support mechanisms
· Share own success stories and those of others

















	Title:
	Understanding work in contemporary society 

	SCQF Level:
	7

	Credit value:
	3

	Unit guided learning hours
	8

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

	
27 Understand the nature and purpose of own organisation

	
1.1


1.2
	
Assess the nature and purpose of own organisation

Assess the strengths and weaknesses of organisational type and structure in enabling it to achieve its goals 


	
28 Understand the potential impact of the external environment on the organisation

	
2.1



2.2
	
Evaluate changes in the external environment that may have an effect on the way the organisation operates 

Make recommendations for changes that may be required to respond to these external factors  


	Additional information about the unit
	

	Unit purpose and aim(s)
	To enable candidates to understand work in contemporary society.

	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: B2

	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)
	M4.16 Understanding work in contemporary society

	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
	
· Nature and purpose of organisations
· Organisational  models/structures and formats 
· Organisational types such as Charity, Franchise, Public Sector, LTD
· Advantages and disadvantages of organisational types (nature and purpose)


	2
	
· Changes in the nature of work organisations as a result of technological, competitive and social development
· Availability of information
· Learning organisations and the role of professionals
· Gender, diversity, demographic trends, work and employment
· Factors which inevitably cause changes,
· Possible ways of responding to external factors that have an influence on organisations




























	Title:
	Budgetary planning and control 

	SCQF Level:
	7 

	Credit value:
	3

	Unit guided learning hours
	6

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

	
29 Understand how budgetary planning and the effective and controlled implementation of budgets both support and deliver the organisation’s objectives

	
1.1





1.2




1.3




1.4
	
Review the effectiveness of the organisation’s budgetary planning process in supporting the delivery of the organisation’s strategic objectives
and policies 
Review the effectiveness of the organisation in allocating responsibilities for budget management and control  
Review the effectiveness of the organisation in relating budgets to clear objectives and outputs to achieve the organisation’s objectives  
Recommend improvements to the organisation’s budgetary planning and implementation processes  


	
30 Understand how to measure and monitor performance against budgets and their objectives

	
2.1




2.2
	
Review the organisation’s systems, procedures and reporting mechanisms that are used to monitor progress against budgets and their objectives  

Recommend improvements to the measurement, monitoring and reporting of performance against budgets and their objectives   

	Additional information about the unit
	

	Unit purpose and aim(s)
	To understand how the proper construction and control of budgets is used by organisations to manage performance to meet financial and strategic objectives.

	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: E1

	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
	
· Differences between budgetary control and financial control
· Budgetary control as the establishment of budgets and associated responsibilities of budget holders and the continuous comparisons of actual and budget
· Budgets as a planned and integral part of the strategic and operational management of the organisation
· Budget preparation and the principal budget factor
· Alignment of budgets with managerial responsibilities
· Elements of a system of budgetary planning and control, such as developing plans to achieve objectives, communicating proposed plans, motivating people to achieve the plans, reporting performance
· Characteristics of a good budget
· Budget organisation and administration
· Advantages of, and problems with, budgetary planning and control


	2
	
· Budget planning and control systems
· Monitoring budgets to verify expenditure or income against targets and to identify changing patterns or circumstances that may give rise to the need for corrective management action or changes in policy
· Reporting back the variances between ‘budgeted’ and ‘actual cost’  
· Comparing actual results with budgets and assigning responsibilities for variances to individuals who can either exercise control action or revise the original budgets
· Budgetary control and responsibility centres
· Variance analysis
· Management action and cost control



















































	Title:
	Interpreting financial statements to assess organisational performance using financial ratios 

	SCQF Level:
	7  

	Credit value:
	3

	Unit guided learning hours
	6

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

	
31 Understand the purpose of financial statements and the financial expectations of organisational stakeholders

	
1.1




1.2
	
Explain, using figures extracted from a set of financial statements, the purpose of each of the financial statements produced by the organisation  

Identify the organisation’s stakeholders and users of accounts and explain their various expectations in terms of the financial performance of the organisation


	
32 Understand how to use and interpret financial ratios to assess a range of performance areas relevant to organisational stakeholders

	
2.1




2.2





2.3
	
Calculate a set of financial ratios across a range of performance areas using actual figures extracted from the organisation’s financial statements 

Interpret the set of financial ratios to provide an assessment of the organisation’s financial performance in a way that is relevant to each of its stakeholders  

Explain the limitations of the set of financial ratios as a truly accurate assessment of organisational performance


	Additional information about the unit
	

	Unit purpose and aim(s)
	To enable candidates to understand and interpret financial statements so as to provide an assessment of organisational performance through a range of financial ratios that is relevant and meaningful to stakeholders.

	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)
	M4.19 Understanding and interpreting financial data

	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
	
· Range of stakeholders and their various and sometimes differing and conflicting financial expectations of the organisation, such as distribute or invest profit
· Balance sheet (statement of financial position), profit and loss account (income statement), income and expenditure accounts, statement of activities, statement of cash flows, statement of changes in equity


	2
	
· The hierarchy of ratios
· Financial ratio analysis, including profitability, financial efficiency, liquidity and gearing and shareholder return ratios
· Calculating and interpreting financial ratios
· Limitations of ratio analysis and the organisational context, such as using past data to predict the future, the objectives of the organisation, the state of the market, the organisation’s stage of development, the importance of non-quantitative data, benchmarking  









	Title:
	Understanding the importance of marketing for an organisation 

	SCQF Level:
	7

	Credit value:
	4

	Unit guided learning hours
	6

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

	
33 Understand the market within which an organisation operates

	
1.1




1.2
	
Review the market within which own organisation operates, focussing on market size, the organisation’s share of that market and its competitor profile

Explain the role of the marketing function and activities within own organisation


	
34 Understand the effectiveness of marketing within own organisation

	
2.1



2.2
	
[bookmark: OLE_LINK7][bookmark: OLE_LINK8]Evaluate the effectiveness of a marketing campaign within own organisation

Make recommendations to improve the effectiveness of a marketing campaign within own organisation.


	Additional information about the unit
	

	Unit purpose and aim(s)
	Understand the importance of marketing for an organisation.

	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 & Leadership 2004 NOS: C2, F9

	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)
	M4.20 Understanding the importance of marketing for an organisation

	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
	
· Marketing management as a process that allocates organisational resources to marketing activities and monitors and evaluates the use of those resources
· Using marketing management to increase customer base, improve organisational image, and to increase perceived value
· Environmental scanning and situation analysis
· Market share as an indicator of market competitiveness, total market growth or decline and consumer tastes
· Primary and secondary research to determine market trends 
· Industrial and consumer market segmentation
· Product differentiation strategies
· Product and service marketing and business-to-business marketing
· The product life cycle
· Competitor profiling 


	2
	
· Marketing campaign as a method to increase awareness for a particular product or service, or to increase consumer awareness of a business or organisation, or to portray a business or organisation image, core message or theme
· Different types of marketing campaign such as direct and indirect, integrated, cause-related, creative, social media, SMS, web, digital, e-mail, viral, guerrilla
· Reviewing a marketing campaign to determine what worked well and to identify any improvements that could be made, such as a better message, better response rate, better contact method, a different target audience, cost reductions, better return on investment















	Title:
	Using quantitative methods to solve management problems 

	SCQF Level:
	7

	Credit value:
	6

	Unit guided learning hours
	10

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

	
1. Be able to collect data relevant to a management problem

	
1.1


1.2
	
Identify a management problem that would benefit from quantitative analysis 

Research the management problem using relevant method(s) to collect quantitative data


	2. Be able to analyse data using quantitative methods to make recommendations

	
2.1


2.2
	
Analyse data using quantitative methods

Recommend solutions to the management problem based on conclusions from the quantitative evaluation


	Additional information about the unit
	

	Unit purpose and aim(s)
	To be able to analyse data using quantitative methods to solve management problems.

	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 & Leadership 2004 NOS: C2

	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
	· Developing questions in quantitative research
· Issue of validity and reliability
· Methods of collecting data from numerous sources
· Random and non-random methods of sampling
· The importance of statistical and mathematical concepts in business decision-making
· Different types of data and different data collection processes
· Main sources and types of data such as primary and secondary data, discrete and continuous
· Sampling methods, surveys, questionnaire design and the concept of sampling error and bias
· Data presentation


	2
	· The use of spread sheet software
· Tabulation charts and graphs
· Normal distribution, measures of central tendency (mean, median, mode) and dispersion (range, standard deviation)
· Computing and interpreting summary statistics
· Frequency distributions
· Probability and probability distributions
· Analysing business decision-making under conditions of uncertainty
· Hypothesis testing and confidence intervals
· Correlation and regression analysis

















	Title:
	Understanding the economics of the marketplace 

	SCQF Level:
	7

	Credit value:
	6

	Unit guided learning hours
	10

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

	35 Understand economic principles to explain how prices are determined in an organisations market

	
1.1




1.2



1.3
	Evaluate 	the factors affecting the prices of goods or services in the market in which the organisation operates, using micro economic principles

Evaluate the impact of market conditions on the organisations financial performance

Evaluate the responsiveness of consumers and suppliers to price changes in the organisations market

	36 Understand economic principles to explain the impact of competition on an organisations market

	
2.1




2.2
	Describe the current barriers to entry and exit for the market in which the organisation operates, for new and existing suppliers

Evaluate the implications the competitive environment has for the organisations prices and financial performance


	Additional information about the unit
	

	Unit purpose and aim(s)
	To enable learners to understand the economics of the marketplace.

	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 & Leadership 2004 NOS: B2

	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)
	M4.22 Understanding the economics of the marketplace

	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
	· Economic principles and determinates of supply and demand
· Use of demand and supply curves to illustrate price equilibrium
· Increases and decreases in supply and demand, and their impact on equilibrium price
· Concept, types, determinates and implications of elasticity of supply and demand
· Industrial (Business to Business) and consumer (Business to Consumer) markets and the implications of consumer price and income elasticity on markets further up the supply chain


	2
	· Models of market competition (perfect and imperfect competition, monopoly and oligopoly) and their impact on price and financial performance
· The nature and impact of barriers to entry and exit to the market for new suppliers
· Likely economic, political, social and technological developments and their potential impact on the market
· Indicators of financial performance such as  Gross profit margin, Operating margin, Net profit margin, Return on capital employed


















	Title:
	Developing individual mental toughness 

	SCQF Level:
	7

	Credit value:
	2

	Unit guided learning hours
	5

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

	
37 Be able to assess own mental toughness

	
1.1


1.2


1.3
	
Explain the importance and implications of mental toughness

Evaluate a model that measures mental toughness

Measure own mental toughness using a relevant model


	
38 Understand how mental toughness can be developed

	
2.1



2.2
	
Using the results of own mental toughness assessment, examine the implications for self and organisation

Evaluate tools for developing mental toughness


	
39 Be able to plan to improve own mental toughness

	
3.1


3.2


3.3
	
Produce an action plan to develop own mental toughness

Explain the benefits of implementing the action plan

Explain how you will monitor and evaluate the action plan


	Additional information about the unit
	This is an optional unit and uses the MTQ48 (measures Mental Toughness).  Centres choosing this unit should contact AQR Ltd directly at ilm@aqr.co.uk or on telephone number 01244 572050 to arrange access for their candidates to this measure and to obtain the cost of using this per candidate.  This would be a direct arrangement between AQR Ltd and the Centre wishing to obtain access to the MTQ48 instrument for their candidates.

	Unit purpose and aim(s)
	To develop individual mental toughness.

	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: A2

	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)
	M4.25 Developing individual mental toughness

	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
	
· Importance and implications of mental toughness
· Where mental toughness makes a difference – performance, wellbeing, positive behaviours and aspiration
· MTQ48 (Model that measures control, challenge, commitment, confidence)


	2
	
· Benefits (Work to demanding goals and targets, handle several things at once, respond to sudden change and demand, achieve despite set backs and interruptions)
· Consequences (under-performance, stress related problems etc)
· Developing attentional control
· Developing anxiety control
· Developing positive thinking and visualisation
· Effective goals setting
· Variety of tools for developing mental toughness


	3
	
· Developing an action plan (current behaviours, goal setting, implementation practice, identification of what the difference in performance would be)
· Monitoring and evaluation
· Benefits of implementing an action plan




	Title:
	Understanding the macro economic environment 

	SCQF Level:
	7

	Credit value:
	7

	Unit guided learning hours
	25

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

	
40 Understand the impact of the domestic economic environment on the organisation

	
1.1



1.2
	
Evaluate the impact of the current domestic economic environment on the organisation

Assess the likely impact of current domestic fiscal and monetary policy and its implications for the organisation in the short to medium term


	
41 Understand the impact of the international economic environment on the organisation

	
2.1



2.1
	
Evaluate the impact of the current
international economic environment on the organisation

Assess the likely impact of current international fiscal and monetary policy and its implications for the organisation in the short to medium term


	Additional information about the unit
	

	Unit purpose and aim(s)
	To understand the impact of the macroeconomic environment on the organisation. 

	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 & Leadership 2008 NOS: M&LB2

	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)
	 M4.26 Understanding the macro economic environment 

	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
	
1. Macroeconomic theory and indicators of macroeconomic conditions such as national income and determinates of economic performance and growth, inflation and its causes
1. Globalisation, multinational corporations, industrialisation, outsourcing
1. Government interventions in the economy such as fiscal and monetary policy, role of the Bank of England and interest rates)


	2
	
1. International trade, exchange rates, terms of trade and their impact on international trade
1. Trends in the pattern of international trade, globalisation and the effect of international treaty obligations such as European Union, Eurozone, World Trade Organisation






























	Title:
	Developing a culture to support innovation and improvement

	SCQF Level:
	7 

	Credit value:
	3

	Unit guided learning hours
	12

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

	
1 Understand an organisation’s culture
	
1.1

1.2

1.3
	
Describe the underlying culture within the organisation 
Explain how this influences the management style and team structure
Explain own responsibility in promoting the organisation’s vision and helping to shape the culture


	
2 Understand the importance of values in underpinning the culture for innovation and improvement
	
2.1


2.2



2.3


	
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Explain how your own values and beliefs affect how you deal with change and innovation
Explain own responsibility to manage your personal behaviour, actions and words to reinforce an innovation and change culture
Explain the importance of being aware of other’s needs, feelings and motivations to minimise the resistance to change and innovation


	
3 Understand the roles of different functions in supporting innovation and change

	
3.1

3.2

3.3
	
Identify possible tasks of the innovator during the innovation process
Explain the role of managers during the innovation process 
Explain the role of senior members of the organisation in defining the strategy for innovation and encouraging potential innovation activity


	
4 Know how to develop a culture that supports the growth and implementation of ideas

	
4.1


4.2


4.3
	
Describe how to encourage individuals to think innovatively and contribute ideas in the work place
Explain the importance of giving constructive feedback to innovators in order to sustain their energy and input 
Explain how to provide the support and guidance needed to implement ideas


	
5 Understand the importance of risk management in creating a culture that supports creativity and innovation 
	
5.1

5.2




5.3



5.4
	
Describe how to recognise and manage risk in innovation
Explain how to develop the organisational culture so that people are risk aware but prepared to take acceptable risks in undertaking activities
Explain the importance of communicating information on identified risks to relevant people across the organisation
Explain the need to comply with legal requirements, industry regulations, organisational policies and professional codes when dealing with innovation activity


	
6 Understand the important role of communication during the innovation process
	
6.1




6.2


6.3




6.4
	
Explain the importance of establishing and communicating a clear and well understood vision of the future for your team and/or area of responsibility resulting from an innovation activity
Explain the purpose of an elevator pitch to secure sponsorship for innovation ideas
Describe the key actions required when developing an effective business case promoting the benefits of an innovation idea in order to secure ongoing support from sponsors and the work team
Explain the importance of communicating outcomes of innovation activities to maintain momentum and interest


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of culture to support innovation and improvement as required by a practising or potential first line 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 & Leadership 2008 NOS: B6

	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)
	


	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
	
· Types of organisational culture and how they are manifest in terms of structure of teams and management style
· Concepts of values and vision and their relevance to the first line manager role 


	2
	
· Different management styles and the effects they have on the culture of a business
· The importance of valuing diversity to support innovation activity
· Understanding what resistance to change is and how to work with it
· The importance of management commitment to ensure sustainability 


	3
	
· The two key phases of innovation activity – exploration and exploitation
· Preferences and limitations of innovators
· Providing the space to innovate
· The role of senior management in setting a strategy for innovation


	4
	
· The factors that motivate people (Maslow’s hierarchy of needs / Herzberg’s motivation and hygiene factors)
· The challenges and benefits of introducing reward and recognition systems to support creativity and innovation
· The use of simple tools to evaluate and validate ideas so as to provide balanced feedback for innovators
· Developing an effective business case to promote the innovation idea


	5
	
· Stage gate processes and how they support decision making
· The importance of defining when to stop and walk away 
· Creating an environment that is aligned to ‘learning from mistakes’
· The importance of Intellectual Property and Intellectual Property Rights
· Controlling trials and experimentation to minimise risks


	6
	
· The role of communication in motivating others
· Engaging staff by sharing the vision
· Building momentum by communicating the benefits and success of quick wins 
· Gaining the support of key sponsors by presenting your ideas / concepts in a limited time frame
· How to develop a business case to clarify the benefits of your ideas / concepts














































	Title:
	Solving problems and making decisions 

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	9

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

	1 Know how to describe a problem, its nature, scope and impact
	
1.1


	
Describe a problem, its nature scope and impact


	2 Know how to gather and interpret information to solve a problem

	
2.1

2.2

	
Gather and interpret information to identify possible solutions to a problem
Prepare a summary of the options providing facts and evidence



	3 Know how to evaluate options to make a decision
	
3.1




	
Apply a simple decision making technique to evaluate options to arrive at the best solution


	4 Know how to plan, monitor and review the implementation and communication of decisions 

	
4.1

4.2


	
Plan the implementation and communication of the decision
Describe which monitoring and review techniques could be used to evaluate outcomes


	Additional information about the unit
	

	Unit purpose and aim(s)
	The learner will be able to solve problems and make decisions as required by a practising or potential first line 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 & Leadership 2008 NOS: D8, D10

	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)
	M3.01 – Solving problems and making decisions

	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
	
· Ways to recognise, define, investigate and analyse problems
· Objective setting in relation to problem
· Brainstorming, problem solving and creative thinking techniques


	2
	
· Difference between data and information 
· How to calculate and use simple averages and basic summary statistics 
· How to prepare and use grouped data and tables
· Interpretation of charts and diagrams
· Methods of indexing, referencing and structuring qualitative information


	3
	
· How to evaluate options
· The importance of adequate and relevant information for effective decision-making
· Identification of what information is relevant to specific decisions
· Decision making techniques


	4
	
· The use of simple planning techniques- action plans, Gantt charts
· Effective presentation of a case – i.e. providing facts and evidence, not just opinion
· Monitoring and review techniques to evaluate outcomes of problem solving activities














	Title:
	Understanding innovation and change in an organisation 

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	9

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

	1 Understand innovation and change in an organisation
	
1.1

1.2

1.3


	
Explain the benefits of innovation and change for the organisation
Identify the barriers to change and innovation in the organisation 
Explain practical ways of overcoming these barriers 


	2 Understand how to plan, monitor and review the implementation and communication of innovation and change in an organisation
	
2.1


2.2

	
Describe which planning, monitoring and review techniques could be used to manage innovation and change
Explain why communication is important in successful implementation of innovation and change


	3 Understand the effects of innovation and change on people and teams in an organisation

	
3.1




	
Explain possible human effects of innovation and change upon people and teams in an organisation

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of innovation and change as required by a practising or potential first line 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 & Leadership 2008 NOS: C2, C5, C6

	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)
	M3.02 – Understanding change in the workplace

	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 benefits of change and the consequences of not changing 
· The role of change in the survival and prosperity of organisations
· Concepts of creativity and innovation and their significance for organisational success and change management
· Barriers to change and innovation – how to identify them and other difficulties in implementing change
· Means of overcoming barriers and difficulties including unfreezing and freezing techniques


	2
	
· Methods to monitor and control progress of innovation and change against plan, including use of Gantt charts, network planning
· The role of communication in successful implementation of innovation and change


	3
	
· Change fatigue and its adverse effects
· Ways to organise and co-ordinate resources and activities to achieve planned innovation and change
· Direct and indirect aspects of innovation and change – human and financial effects upon other people, departments and organisations
















	Title:
	Planning change in the workplace

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	9

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

	
1 Understand the forces for change in an organisation

	
1.1


	
Identify the forces that may require own organisation to change by conducting a simple PESTLE or SWOT analysis


	
2 Know how to identify and plan change in an organisation 
	
2.1


2.2



2.3


2.4

	
Give an example of change required in the workplace reflecting the SWOT or PESTLE analysis
Identify relevant human and financial factors in the consideration of planning change within the context of the example given
Explain how to communicate with and involve people to facilitate effective change
Use a technique for planning change within the given context


	Additional information about the unit
	

	Unit purpose and aim(s)
	To be able to plan change in an organisation as required by a practising or potential first line 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 & Leadership 2008 NOS: C5, C6

	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)
	M3.03 – Planning change in the workplace

	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
	
· PESTLE analysis
· Organisational SWOT analysis


	2
	
· The principles of change management
· Methods of planning for change
· Use of Gantt charts, network planning as tools for planning change
· Identification of human and financial factors in the consideration of change
· The importance of communication and involving people to facilitate effective change





























	Title:
	Planning and allocating work 

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	9

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

	
1 Know how to plan work in the workplace

	
1.1

1.2

1.3

1.4


	
Identify organisational targets relevant to the team
Set SMART objectives for the team to achieve the targets
Use a technique to plan to achieve the objectives
Explain how to monitor and control a planned activity


	
2 Know how to allocate work to team members

	
2.1

2.2

2.3


	
Identify resources required to complete a planned activity
Explain how to allocate work to team members
Explain how to assess and support team performance in achieving objectives


	
3 Understand how to improve the performance of a team in delivering to plan

	
3.1

3.2

3.3

	
Identify a possible cause of variance from a planned activity
Identify actions to overcome causes of variance
Explain how to involve team members in identifying ways to improve performance to meet objectives


	Additional information about the unit
	

	Unit purpose and aim(s)
	The learner will be able to develop knowledge and understanding of how to plan and allocate work as required by a practising or potential first line 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 & Leadership 2008 NOS: D5, D6, D8

	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)
	

	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 role and purpose of objectives and targets
· Links between organisational and team objectives
· Setting SMART work targets 
· Performance measurement
· Planning techniques appropriate to small scale planning e.g. action planning, task/work/production schedules, timetables, rotas etc
· Monitoring and control techniques and records


	2
	
· Effective methods of communication to give instructions  
· Types of quality standards and their purpose 
· Methods to monitor actual performance against production targets and time-scales, and identify variances 
· Ways to ensure team members understand monitoring systems 


	3
	
· Recording outputs and variances
· Techniques for identifying causes of underperformance
· Corrective and remedial actions for underperformance











	Title:
	Writing for business 

	SCQF Level:
	6

	Credit value:
	1

	Unit guided learning hours
	4

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

	
1 Know how to write for business 

	
1.1

1.2


1.3



1.4


	
Produce a piece of business writing for a defined purpose
Produce a piece of business writing that satisfies an organisation’s business writing conventions
Use effective and appropriate tone, language and level of formality to meet specified standards when writing for a business purpose
Incorporate basic statistics and visual material in the content or in an appendix 


	Additional information about the unit
	

	Unit purpose and aim(s)
	The learner will be able to write for business as required by a practising or potential first line 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 & Leadership 2008 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)
	
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	M3.05 – Writing for business

	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 value of the written word in avoiding errors and providing permanent records
· Image, structure, layout conventions including “house styles”
· The purpose and conventions of letters, memos, reports and e-mails in use within the organisation
· Planning for writing, including use of available information and the needs of the recipient 
· The importance of objectives and the reader
· Report structures – to meet standard and specific requirements (ILM and/or in-company formats)
· Incorporation of statistics and visual materials, and the use of appendices to enhance understanding 
· Effective and appropriate use of tone, language, level of formality in a range of cases
· Supervised practice or simulation to develop the ability to apply knowledge and skills






























	Title:
	Contributing to innovation and creativity in the workplace

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	9

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

	
1 Understand what innovation is
	
1.1
1.2
1.3


	
Describe what is meant by innovation
Identify examples of recent innovation
Describe the difference between innovation and creativity

	
2 Understand the different types of innovation and their application within an organisation

	
2.1
2.2


	
Describe different types of innovation
Explain where the different types of innovation could be typically applied within an organisation


	
3 Understand the drivers of innovation 
	
3.1

3.2


3.3

	
Explain how external influences impact on the organisation
Explain the drivers within the organisation that will promote and encourage innovation 
Identify key influences that would promote innovation in the team


	
4 Understand the conditions that promote and hinder innovation in the workplace
	
4.1
4.2

4.3
	
Explain what organisational culture is
Explain how an organisation’s culture can support and hinder innovation
Identify barriers to innovation


	
5 Understand the use of creative thinking in innovation

	
5.1

5.2
	
Identify examples of creative thinking in business
Compare creative thinking techniques that will enable innovative thinking in the team


	
6 Understand the innovation process


	
6.1
6.2

6.3


6.4

6.5
	
Explain the process of innovation
Describe the importance of protecting intellectual property
Explain the importance of record keeping to support the innovation process
Identify the criteria for successful innovation
Outline how to evaluate the validity and potential of a creative idea


	
7 Understand how to implement and measure the impact of innovation

	
7.1

7.2
	
Outline methods of implementing creative ideas
Outline how the success of an innovation can be measured


	Additional information about the unit
	

	Unit purpose and aim(s)
	The aim of the unit is to build an understanding in the learners of the principles of innovation. To be able to identify the different environments which both hinder and encourage innovation. The drivers behind innovation and the different types of innovation and the importance of encouraging creative thinking within the workplace.

	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 & Leadership 2008 NOS: C1, C2

	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)
	

	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
	
· A clear and applicable definition of organisational innovation.
· A list of recent innovations within their workplace
· A clear model of innovation that provides guidance and understanding of the whole process for innovation within organisations


	2
	
· Examples of different types of innovation, e.g. Service innovation, Product innovation, Process innovation
· Examples of applications of innovation within an organisation


	3
	
· Examples of current and ongoing changes in the world around us resulting from innovation
· Assessment of whether these examples of innovation could offer opportunities or threats in the near future
· Drivers that promote and encourage innovation


	4
	
· Demonstrate the ability to evaluate organisational culture
· Assessment of those elements of the culture that support innovation and those that hinder it
· Identify the conditions under which innovation can most favourably occur


	5
	
· Use of creative thinking techniques, e.g. Brainstorming, Random Word, Six Hats, Assumption Reversal


	6
	
· Use of SWOT analysis, or other process, to evaluate an innovative solution
· Demonstrate the ability to evaluate and develop a creative concept and to test its viability
· Criteria for successful innovation
· Recent list of examples of organisations that have innovated successfully and those that have failed to innovate, demonstrating the implications of not innovating or doing it badly


	7
	
· Supporting someone who has an idea through to innovation
· Understanding of different approaches from concept of an idea through development to implementation and evaluation
· Measuring the success of innovation
















	Title:
	Understanding customer service standards and requirements 

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	7

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

	
1 Understand the legal and organisational requirement for managing customer service



	
1.1

1.2

1.3


	
Describe the main legal rights of customers
Describe an organisation’s commitments to customers
Describe the manager’s responsibilities in relation to customer service


	
2 Understand customer service standards
	
2.1

2.2


	
Describe the purpose of customer service standards 
Explain how customer service standards and procedures are used to meet customer needs


	
3 Know how to monitor customer service performance 
	
3.1


3.2


	
Explain how an organisation monitors customer service against the standards set
Explain how feedback on customer satisfaction can be used to improve performance in customer service


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of meeting customer service standards as required by a practising or potential first line 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 & Leadership 2008 NOS: F5, F6, F7, 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)
	

	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 legal rights of customers (law of contract, sale of goods and services, trade descriptions, etc)
· Organisational commitments to customers (contract terms, warranties and guarantees, service standards etc)
Methods of identifying customer requirements and expectations
Standards and benchmarks
Manager’s responsibilities and authority in relation to customer service


	2
	
How to identify the internal customer chain, external customers, and potential customers
Methods of establishing relevant customer care standards and procedures
Methods to establish and maintain effective relationships with customers at all stages


	3
	
Techniques for identifying customer needs
Use of appropriate planning and quality systems to monitor and fulfil customer care standards















	Title:
	Giving briefings and making presentations 

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	4

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

	
1 Be able to plan a briefing or presentation
	
1.1


1.2


	
Identify appropriate information in line with the objectives of the briefing or presentation 
Prepare a plan for the content of the briefing or presentation

	
2 Be able to conduct a briefing or presentation
	
2.1



2.2

2.3

2.4


	
Use appropriate presentation techniques and aids to enhance understanding of the topic of briefing or presentation
Present information clearly and logically
Present information within agreed time limits
Respond to questions raised accurately and clearly


	
3 Be able to evaluate a briefing or presentation
	
3.1


3.2


	
Design a simple evaluation form to gather feedback on briefing or presentation
Use feedback to identify areas for improvement in presentation skills


	Additional information about the unit
	

	Unit purpose and aim(s)
	The learner will be able to give a briefing and make a presentation in the workplace as required by a practising or potential first line 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 & Leadership 2008 NOS: E11

	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)
	

	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
	
· Selection of relevant information content 
· How to plan and prepare effectively for briefings (account for Purpose; Audience; Content; Form)
· The value of various methods of data presentation – tables, graphs, charts, diagrams 
· Prepare visual aids to support briefing or presentation


	2
	
· Formal and informal presentation skills including platform techniques and visual aids
· Use of feedback to check understanding


	3
	
· How to evaluate briefings/presentations


















	Title:
	Understanding leadership

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	6

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

	
1 Understand leadership styles
	
1.1


1.2


	
Describe the factors that will influence the choice of leadership styles or behaviours in workplace situations
Explain why these leadership styles or behaviours are likely to have a positive or negative effect on individual and group behaviour


	
2 Understand leadership qualities and review own leadership qualities and potential
	
2.1




2.2

	
Assess own leadership behaviours and potential in the context of a particular leadership model and own organisation’s working practices and culture, using feedback from others
Describe appropriate actions to enhance own leadership behaviour in the context of the particular leadership model


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of leadership as required by a practising or potential first line 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 & Leadership 2008 NOS: B6

	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)
	
M3.10 – Introduction to leadership

	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 qualities of leadership
· The leader – roles and responsibilities  
· Differences and similarities between leadership and management, and the need for each of them
· Range of at least three leadership models (such as trait, contingency, situational, distributive, servant oblique leader, transactional/transformational) and their significance for task performance, culture and relationships 
· Leadership behaviours and the sources of power


	2
	
· Identification, development and appropriate choice of personal leadership styles and behaviours
· The role of trust and respect in effective team leadership
· Supervised practice or simulation to develop the ability to apply knowledge and skills


























	Title:
	Understand how to establish an effective team 

	SCQF Level:
	6

	Credit value:
	1

	Unit guided learning hours
	5

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

	
1 Understand how to develop and maintain effective working relationships
	
1.1


1.2

1.3


	
Explain the benefits of effective working relationships in developing and maintaining the team
Describe behaviours which could develop and maintain trust at work
Explain the role of communication in developing effective team working


	
2 Understand how to build a team
	
2.1

2.2

2.3



	
Explain the differences between a group and a team
Describe the stages of an established model of group formation
Explain how a manager could benefit from knowing team members’ preferred roles as defined in an established team role model


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop an introductory knowledge and understanding of team building as required by a practising or potential first line 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 & Leadership 2008 NOS: D1, D9, E11

	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)
	M3.11 – Building the team

	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 of formal and informal working relationships 
· Role of open communications and the need to keep people informed, in creating effective working relationships
· Range of internal and external contacts 
· Differences between people, and the effects on relationship building
· Differences in organisational culture, and the effects on relationship building at work
· Social skills appropriate to the workplace
· Range of behaviours which develop, maintain and destroy trust at work
· The importance of maintaining confidentiality in the workplace


	2
	
· Characteristics of groups and teams – the differences, examples within the workplace
· Tuckman’s theory of group formation 
· How to identify team roles (e.g. Belbin) and the uses and implications for managers
· Building a balanced team to achieve objectives























	Title:
	Understanding how to motivate to improve performance

	SCQF Level:
	6  

	Credit value:
	2

	Unit guided learning hours
	9

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

	
1 Understand the factors that influence motivation levels in the workplace

	
1.1
1.2

1.3


1.4

	
Define the term motivation
Describe the factors that may affect motivation levels in the workplace
Explain how individual differences affect levels of motivation in the workplace
Explain the potential impact on organisational performance if employee motivation levels are low


	
2 Understand how a theory of motivation can be used to improve performance levels

	
2.1

2.2


2.3
	
Describe a recognised theory of motivation
Describe ways in which knowledge of a theory of motivation can be used to improve performance in the workplace
Explain how to use employee engagement to increase motivation levels 


	Additional information about the unit
	

	Unit purpose and aim(s)
	The learner will be able to develop knowledge and understanding of motivation theory and how it can be applied in the workplace to improve performance as required by a practising or potential first line 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 & Leadership 2008 NOS: D7, D8, D13

	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)
	M3.12 - Motivating to perform in the workplace

	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
	
· Basic theories of motivation and their application to teams and individuals
· Overview of the factors influencing behaviour at work
· Styles and patterns of behaviour at work


	2
	
· Range of techniques to motivate individuals and monitor performance
· Positive approaches to offset negative attitudes in the workplace
· Employee engagement policies and practice




















	Title:
	Developing yourself and others

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	9

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

	
1 Know how to identify development needs

	
1.1


1.2



1.3
1.4


	
Identify own learning style(s) and the learning style(s) of another member of the team
Use a simple technique for identifying own development needs and the development needs of another member of the team 
Identify potential barriers to learning 
Explain how barriers to learning can be overcome


	
2 Know how to develop self and others to achieve organisational objectives
	
2.1


2.2


2.3


2.4
	
Briefly analyse learning/development options to meet need(s) of self and another member of the team
Identify support mechanisms for the development of self and another member of the team
Prepare a development plan to achieve a learning objective for self or another team member
Describe a method that could be used to monitor the development of self and another member of the team


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of developing self and others as required by a practising or potential first line 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 & Leadership 2008 NOS: A2, D7, D13

	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)
	
M3.13 – Developing yourself and others

	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
	[bookmark: OLE_LINK126]
· Use of job description, matching to own CV
· Personal SWOT analysis
· Organisation’s objectives and development plans and significance for own development
· [bookmark: OLE_LINK133]Obtaining feedback on performance from line managers and colleagues
· Simple training needs analysis – using outcomes of SWOT and PESTLE analyses
· Identification of preferred learning styles 
· The importance of taking responsibility for own personal development
· Value of learning and the importance of encouraging a commitment to learning 


	2
	
· Identification of potential development opportunities
· Barriers to learning, and methods to overcome them 
· Development plans including timescale and resource implications
· Available support mechanisms 
· How to compile learning logs and records of activities
· Methods to plan and monitor learning 
· Methods to review and evaluate progress
· How to revise development plans













	Title:
	Understanding conflict management in the workplace 

	SCQF Level:
	6

	Credit value:
	1

	Unit guided learning hours
	4

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

	
1 Understand conflict management in the workplace
	
1.1
1.2

1.3


1.4


1.5
	
Identify causes of conflict at work
Describe the stages in the development of conflict
Explain the effects of conflict on individual and team performance at work
Explain any recognised technique a manager could use to minimise and resolve conflict in the workplace
Describe how a manager could promote a positive atmosphere in order to minimise the adverse effects of conflict


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of managing conflict and supporting individuals as required by a practising or potential first line 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 & Leadership 2008 NOS: D1

	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)
	
M3.14 – Managing conflict in the workplace

	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
	
· Possible causes of internal conflict, e.g. personal versus business objectives/values
· Causes of interpersonal friction at work, including bullying and harassment
· The effects of conflict on performance and the individual at work
· Stages in the development of conflict 
· The manager’s responsibility in minimising and resolving conflict, and techniques to achieve this
· Ways to create harmony at work and engender a positive atmosphere


































	Title:
	Understanding stress management in the workplace 

	SCQF Level:
	6

	Credit value:
	1

	Unit guided learning hours
	7

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

	
1 Know how to manage stress in the workplace

	
1.1

1.2

1.3

	
Examine the causes and impact of stress in the organisation
Describe the symptoms of stress in self and others
Explain a practical stress management technique 


	
2 Understand how to support individuals in the team and minimise stress in others 

	
2.1


2.2
	
Describe management responsibilities and actions in relation to work-related stress in the team
Explain how and when to provide advice, mentoring or counselling to support individuals in the workplace


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of managing stress in self and others as required by a practising or potential first line 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 & Leadership 2008 NOS: C6, D8

	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)
	
M3.15 – Managing stress in the workplace

	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
	
· Causes and impacts of stress at work
· Symptoms of stress in self and in others
· Implications of stress for workplace and non-work activities/relationships
· Implications and effects of stress for individuals and organisations 
· Management responsibilities in relation to work-related stress
· Simple practical stress management techniques
· Sources of available support for stress sufferers
· Action planning and review techniques


	2
	
· Definitions of counselling, advising and mentoring and when to use each of them to support individuals
· Principles of counselling
· Mentoring, and the mentoring cycle
· Range of available counselling and support mechanisms 
· Implications of confidentiality


























	Title:
	Understanding discipline in the workplace 

	SCQF Level:
	6

	Credit value:
	1

	Unit guided learning hours
	5

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

	
1 Understand the legal aspects and organisational policy relating to discipline in the workplace
	
1.1

1.2

	
Briefly describe the legal aspects of the disciplinary process
Identify an organisation’s employment policies and procedures that could guide the manager in dealing with disciplinary issues


	
2 Understand how to monitor discipline in the workplace
	
2.1

2.2
	
Describe the purpose of disciplinary procedure
Identify the interpersonal behaviour and support skills required by a manager to monitor discipline in the workplace


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of discipline in the workplace as required by a practising or potential first line 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 & Leadership 2008 NOS: D14

	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)
	

	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
	
· Organisational employment policies, (e.g. relating to time-keeping, absenteeism, conduct, level of performance, attitude and behaviour, gross misconduct)
· Legal aspects of disciplinary processes


	2
	
· Interpersonal behaviour and support skills to maintain discipline at work 
· Records and other means to support and monitor the disciplinary process 




































	Title:
	Understanding recruitment and selection of new staff in the workplace

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	7

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

	
1 Know how to plan to recruit and select new staff in the workplace
	
1.1


1.2


	
Identify an organisation’s policies and procedures that could guide the manager in recruitment and selection
Explain how to conduct a job analysis and prepare a job description and person specification for an identified post


	
2 Know how to select the right person
	
2.1




2.2

	
Explain how a manager would prepare for selection interviews to ensure impartiality and optimum decision making in selecting the most suitable applicant
Explain a recognised selection technique that could be used during interviews


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of recruitment and selection as required by a practising or potential first line 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 & Leadership 2008 NOS: D3

	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)
	

	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
	
· Own organisational recruitment policies and procedures 
· Basic legal aspects of recruitment 
· Simple techniques for job analysis
· How to prepare job descriptions and person specifications
· Range of methods of advertising vacancies, internally and externally, and how to select the most appropriate for a variety of posts


	2
	
· The relative merits of internal and external applications
· Use of job descriptions and person specifications to shortlist applicants
· Preparation for selection interviews to ensure impartiality and optimum decision
· Selection interviewing techniques
· Alternative methods for selecting the most suitable applicant


























	Title:
	Understanding the induction of new staff in the workplace

	SCQF Level:
	6

	Credit value:
	1

	Unit guided learning hours
	3

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

	
1 Understand the induction process
	
1.1

1.2

1.3


	
Explain the importance of effective induction
Describe the phases of induction in an organisation
Describe which legal aspects should be included in an organisation’s induction process


	
2 Understand the effectiveness of an induction process
	
2.1


2.2

	
Explain a method that could be used to record an individual’s progress during induction
Explain how an induction process could be evaluated


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of induction as required by a practising or potential first line 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 & Leadership 2008 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)
	
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	

	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 importance of effective induction 
· The phases of induction (e.g. organisational, local team, facilities, spread over time)


	2
	
· Matching of organisational and individual needs during induction
· Legal and practical aspects of health and safety to be included
· Methods to monitor and record an individual’s progress 
· How to monitor the effectiveness of an induction process
· How to evaluate the effectiveness of the induction process
· Legal requirements or relevant legislation































	Title:
	Understanding training and coaching in the workplace 

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	7

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

	
1 Understand how to provide training appropriate to the workplace 




	
1.1

1.2

1.3


1.4

1.5
	
Explain how to identify the training needs for individuals in the workplace
Describe training techniques appropriate to the workplace 
Explain how knowledge of different learning styles can assist when training individuals in the workplace
Describe a method of evaluating the effectiveness of training 
Describe how to maintain training records in the workplace


	
2 Understand how to coach an individual in an organisation

	
2.1

2.2

2.3

2.4

	
Explain how to identify the coaching needs for individuals in the workplace
Explain how to plan the coaching for an individual in the workplace
Explain the importance of feedback in coaching
Describe a method of evaluating the effectiveness of coaching in the workplace


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of training and coaching as required by a practising or potential first line 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 & Leadership 2008 NOS: D7

	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)
	
M3.18 – Coaching and training your work team

	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
	
· Identifying when training is an appropriate method to address a development need
· Training techniques appropriate to the workplace situation
· Range of learning styles and their implications for training design
· Relevant feedback techniques 
· Methods to evaluate effectiveness of training
· Appropriate recording systems 
· Supervised practice or simulation to develop the ability to apply knowledge and skills


	2
	
· Identifying when coaching is an appropriate method to address a development need
· Coaching techniques as appropriate to the workplace situation
· Role of feedback in coaching
· Methods to evaluate effectiveness of coaching 
· Supervised practice or simulation to develop the ability to apply knowledge and skills


















	Title:
	Understanding quality management in the workplace 

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	6

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

	
1 Understand the importance of quality management within the workplace
	
1.1


1.2

1.3


1.4

	
Explain why quality is important to internal and external customers in the workplace
Explain what is meant by Total Quality Management
Explain the difference between design quality standards and process quality standards
Explain the cost of quality in the workplace


	
2 Understand how quality is delivered within the workplace

	
2.1

2.2

2.3

2.4

2.5
	
Describe a quality system used in the workplace
Identify quality standards set for the workplace
Describe tools used to monitor quality in the workplace
Describe records for maintaining quality in the workplace
Identify practical and positive steps to improve quality in the workplace


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of quality management within the workplace as required by a practising or potential first line 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 & Leadership 2008 NOS: F13

	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)
	
M3.19 – Providing quality to customers

	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
	
· Quality and its importance to customers (internal and external); difference between quality assurance and quality control 
· Difference between design quality and process quality standards
· The cost of quality (positive and negative aspects)
· Total quality management


	2
	
· The Total Quality Management (TQM) concept
· Quality systems (such as TQM, Kaizen/continuous improvement, kanban etc) and quality standards, such as ISO 9000, EFQM and IiP 
· The benefits (and any disadvantages) of accreditation against quality standards, and how to gain it
· Practical steps to quality – team approaches
· Records for maintaining quality
· Tools for quality - the role of statistics in quality control as relevant to organisation



















	Title:
	Understanding organising and delegating in the workplace 

	SCQF Level:
	6

	Credit value:
	1

	Unit guided learning hours
	4

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

	
1 Understand how to organise people to achieve objectives
	
1.1



1.2

1.3
	
Explain the importance of making effective and efficient use of people’s knowledge and skills while planning a team’s work to achieve objectives
Explain how to identify the appropriate person for an activity in the workplace
Explain how human resource planning can be used to assure output and quality in the workplace


	
2 Understand how to delegate to achieve workplace objectives
	
2.1

2.2

2.3

2.4



	
Explain how to delegate tasks effectively
Describe the benefits of empowerment in the workplace 
Identity barriers to delegation and how these can be overcome 
Explain a technique that could be used to monitor the outcomes of delegation in the workplace


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of organising and delegating in the workplace as required by a practising or potential first line 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 & Leadership 2008 NOS: B6, E10

	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)
	
M3.21 – Organising and delegating

	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 importance of planning the team’s work to achieve objectives
· Techniques for deciding the most appropriate individual to undertake the activity
· The importance of making effective and efficient use of people’s knowledge and skills, and how to achieve this 
· Outline of the principles of human resource planning to assure continuity of output and quality


	2
	
· Definitions of authority and power; responsibility and accountability
· Concepts of delegation and empowerment
· Process of delegation including barriers and support mechanisms
· Techniques to monitor outcomes of delegation























	Title:
	Managing workplace projects

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	7

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

	
1 Know how to manage a simple workplace project

	
1.1
1.2

1.3

1.4


1.5

	
Identify a simple workplace project
Use a simple tool for determining the financial viability of the project
Produce a project plan using an appropriate project planning technique
Set objectives and targets/milestones to monitor performance and review plans within the project
Use a project evaluation technique to evaluate the project


	
2 Understand the financial and non-financial implications of a workplace project
	
2.1


2.2
	
List areas where net savings can be achieved as a result of the workplace project
Identify wider non-financial implications that can result from the workplace project


	Additional information about the unit
	

	Unit purpose and aim(s)
	To enable the practicing and potential first line manager to manage workplace projects.

	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 & Leadership 2008 NOS: F1

	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)
	
M3.22 – Managing projects

	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
	
· Basic project design principles
· Simple tools for financial appraisal of projects 
· Project planning techniques (Gantt charts, Flow charts, Network planning)
· Use of objectives and targets/milestones to monitor performance and review plans
· Project evaluation and review techniques


	2
	
· Non-financial costs and benefits of change (social, environmental, human elements)






























	Title:
	Understanding health and safety in the workplace 

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	7

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

	
1 Understand the organisation’s policy and responsibilities for ensuring a safe and healthy working environment

	
1.1



1.2


	
List current legislation and industry regulations relating to health, safety and welfare at work as relevant to a specific organisation
Describe an organisation's policy in relation to one specific item of legislation or regulation


	
2 Understand own responsibilities for health and safety in the workplace
	
2.1

2.2
2.3


2.4


2.5
	
Explain the difference between a hazard and a risk
Describe how to conduct a risk analysis
Identify the main areas of own responsibility for health and safety in the workplace
Describe how to ensure the team is aware of the health and safety requirements in the workplace
Describe how to monitor health and safety in the workplace


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop an understanding of the manager’s role in maintaining health and safety in the workplace.

	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 & Leadership 2008 NOS: E5, 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)
	
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	

	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
	
· Health and safety legislation and the responsibilities of different parties in own sector (e.g. HASAW 1974 Act, COSHH)
· Own organisation’s health and safety policies, practices and systems (including requirements for personal protective equipment, working at height, access to equipment, hand arm vibration guidance, asbestos awareness)


	2
	
· Potentially harmful working practices within own work area
· Risk assessment procedures and associated documentation
· Accident and near miss reporting (e.g. RIDDOR)
· First aid provision
· How to set good example in relation to health and safety matters
























	Title:
	Understand the organisation and its context 

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	7

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

	
1 Understand the organisation as an entity 
	
1.1



1.2

1.3


1.4


1.5
	
Describe the legal entity of a specified organisation and the implication of that legal entity on the structure and management of the organisation
Describe the operational functions within an organisation
Identify own role, span of control and reporting line in an organisation using an organisational chart to illustrate
Describe the roles and responsibilities of managers at different levels of an organisation
Explain the relevance to an organisation of its different stakeholders


	
2 Understand the context within which the organisation operates

	
2.1

2.2

	
Identify the major external forces which impact upon an organisation
Prepare a PESTLE analysis of an organisation 
 

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of organisations and their context as required by a practising or potential first line 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 & Leadership 2008 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)
	
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	

	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 
· An outline of basic business structures – sole trader, partnership, limited companies, public sector organisations, voluntary sector, etc
· Operational functions within the organisation, such as marketing, finance, production, etc
· Overview of the management task
· Formal and informal organisational relationships between departments and people
· Various types of organisation chart
· Management roles and responsibilities within the organisation
· The relevance of stakeholders and how to identify them


	2
	
· PESTLE analysis
· Simple outline of the impact of economics and politics on the organisation
· Brief outline of the key economic issues – inflation, unemployment, trade cycles, exchange rates, economic growth, price mechanism, competition, economic indicators, “factors of production” affecting business location as relevant to own organisation
· A brief treatment of key global issues and the challenges they present to organisations 
· Other international organisations which have an influence on business as appropriate














	Title:
	Understanding performance management 

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	7

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

	
1 Understand the value of assessing performance to meet organisational and individual needs

	
1.1


1.2

	
Describe the value of formal and informal performance assessment in the workplace
Explain the role of the first line manager in performance management



	
2 Know how to manage performance of individuals in the team

	
2.1

2.2

2.3

2.4


	
Identify ways to ensure fair and objective formal assessment
Explain how to set SMART objectives for a team member
Explain how to set performance standards for a team member
Explain how to measure performance against agreed standards


	
3 Understand the value of feedback in the workplace
	
3.1

3.2

	
Explain the importance of feedback to improve performance
Describe how to give effective feedback


	
4 Know how to manage  underperformance in the workplace

	
4.1

4.2

4.3

	
Identify potential areas of underperformance in the workplace
Identify causes for failure to meet agreed performance levels
Describe actions to restore performance to acceptable levels


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding and be able to manage performance in the workplace as required by a practising or potential first line 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 & Leadership 2008 NOS: D1, D6, D7, D8

	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)
	

	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

	
· First line manager’s responsibility for managing team and individual performance and meeting objectives
· The purpose and value of formal and informal performance assessment at work (formal assessment includes performance review/appraisal)
· Ways to ensure fair and objective assessment (including objectives and on going monitoring)
· Preparations necessary for effective, valid and reliable assessments
· Roles and responsibilities of individuals in the performance assessment process
· Appropriate assessment records
· How to conduct formal appraisals


	2
	
· The relevance of SMART objectives, and how to set them
· How to set performance standards
· How to measure performance against agreed standards
· A range of methods for measuring performance and how to select the ideal one
· Techniques for performance monitoring and evaluation 
· Range of performance improvement methods available to the manager


	3
	
· The importance of feedback to improve performance
· Principles for giving effective feedback on performance


	4
	
· Range of performance improvement methods available to the manager (Coaching, training, review of the job role etc) 
· Causes of poor performance (lack of skills, lack of knowledge, poor motivation, lack of incentives, lack of information etc)
















































	Title:
	Understanding costs and budgets in an organisation 

	SCQF Level:
	6

	Credit value:
	1

	Unit guided learning hours
	7

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

	
1 Understand budgets within an organisation
	
1.1

1.2

1.3



1.4
	
Explain the importance of agreeing to a budget and operating within it
Describe the process by which a budget is agreed in an organisation
Explain the process of gathering information to be used for the determination and/or revision of budgets 
Describe a method to monitor variance between actual and budgeted performance


	
2 Understand costs within an organisation
	
2.1

2.2

2.3

2.4

2.5
	
Explain fixed and variable costs in relation to the organisation
Explain the concept of break even in relation to the organisation
Explain the purpose and nature of basic cost statements
Explain the value of standard costing and its role as a control mechanism
Describe mechanisms in the organisation to maintain control of costs


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of costs and budgets in an organisation as required by a practising or potential first line 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 & Leadership 2008 NOS: E1

	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)
	
M3.27 - Working with costs and budgets

	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 budgets, and the advantages of budgetary control
· Methods to monitor variance of actual performance against budget
· Causes of variance, their significance and ways of reducing adverse effects 
· How to gather information for use in determining and/or revising budgets


	2
	
· Definition of fixed and variable costs; concept of break even, especially in relation to own organisation
· The purpose and nature of basic cost statements; use of standard costs 
· Role of the manager in cost control
· Mechanisms to maintain control of costs, and how to select the optimum method





















	Title:
	Understanding the communication process in the workplace 

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	7

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

	
1 Understand the nature and importance of the communication process in the workplace


	
1.1

1.2

1.3

1.4

	
Explain the importance of effective communication in the workplace
Describe the stages in the communication cycle
Identify possible barriers to communication in the workplace
Explain how to overcome a potential barrier to communication


	
2 Understand the methods of communication


	
2.1


2.2


2.3

2.4


2.5
	
Describe the main methods of written and oral communication in the workplace and their uses
Identify the main advantages and disadvantages of written methods of communication
Identify the main advantages and disadvantages of oral communication
Explain how non-verbal communication can influence the effectiveness of oral communication
Explain the value of feedback in ensuring effective communication


	
3 Be able to assess own effectiveness in communication
 

	
3.1


3.2
	
Assess own performance in a frequently used method of communication
Identify actions to improve own performance in communicating


	Additional information about the unit
	

	Unit purpose and aim(s)
	The learner will be able to develop knowledge and understanding of the communication process in the workplace as required by a practising or potential first line 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 & Leadership 2008 NOS: E11

	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)
	

	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 importance of effective communication at work and the effects of poor communication
· The stages in communication: sender -encoding – transmission – decoding - receiver
· Possible barriers to communication and methods to overcome them 
· Ways to ensure effective communication in the workplace


	2
	
· Different types of communication including oral, written, visual, and electronic and their relative advantages and disadvantages
· Active listening skills
· Significance of non-verbal communication and body language
· Techniques of face-to-face and indirect communication, and when each is appropriate
· How to use feedback to check effectiveness of communication


	3
	
· How to assess and develop own communication skills through feedback and reflection















































	Title:
	Understanding negotiation and networking in the workplace

	SCQF Level:
	6

	Credit value:
	1

	Unit guided learning hours
	6

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

	
1 Know how to influence and negotiate with others to achieve objectives
	
1.1

1.2


1.3
		
Explain the general principles of negotiation
Explain a relevant technique for influencing others to achieve workplace objectives
Describe how to reduce resistance and minimise conflict to achieve a win-win situation in the workplace during negotiations


	
2 Understand the value of networking
	
2.1
2.2

2.3
	
Explain the value of networking
Identify an appropriate network for a manager in the workplace 
Describe methods to establish and maintain effective professional relationships with the identified network


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of negotiation and networking in the workplace as required by a practising or potential first line 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 & Leadership 2008 NOS: D1, D10

	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)
	
M3.31 - Influencing others at work

	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
	
· Formal and informal negotiation 
· Negotiation strategy, tactics and behaviour
· Non-verbal communication and social skills
· Techniques for influencing others
· Value systems and other barriers to acceptance
· Conflict and its resolution to achieve a win-win situation
· Levels of power and authority, and the impact on negotiation


	2
	
· Nature, purpose and value of networking
· Identification of relevant networks
· Effective networking practices and skills
· Network and contact creation
· Methods to establish and maintain effective professional relationships at various levels






















	Title:
	Understand how to lead effective meetings

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	4

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

	
1 Understand how to prepare and plan a meeting

	
1.1
1.2

1.3

1.4


	
Explain the purpose of a meeting
Explain the purpose and structure of an agenda
Explain how to select and invite the right people to attend the meeting
Describe how to prepare prior to a meeting

	
2 Understand how to manage a meeting

	
2.1


2.2

2.3

2.4
	
Explain the roles and responsibilities of the chairperson, the secretary and individuals at a meeting
Explain basic meeting protocol and procedures
Explain positive and negative actions that can affect meetings
Explain the purposes of minutes and action plans
 

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of meetings as required by a practising or potential first line 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 & Leadership 2008 NOS: D11

	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)



	Title:
	Understanding workplace information systems

	SCQF Level:
	6

	Credit value:
	1

	Unit guided learning hours
	6

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

	
1 Understand the need to maintain information systems
	
1.1

1.2


1.3

1.4
1.5

	
Explain the purpose of record-keeping for the organisation
Identify key information to be recorded to meet organisational and legal requirements
Identify appropriate systems to store and retrieve information
Explain the need to control data access
Identify records which are included under relevant legislation (for example the Data Protection Act of 1998)


	
2 Understand the use and application of IT applications for information systems in an organisation

	
2.1


2.2

2.3
	
Identify different uses or applications of spreadsheets and/or databases in the organisation
Explain the value of electronic communication methods
Describe how data used to manage workplace information is backed up in the organisation


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of information systems as required by a practising or potential first line 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 & Leadership 2008 NOS: E11

	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)
	
M3.34 – Understanding workplace information systems

	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 purpose of record-keeping for the organisation including legal requirements
· How to identify the essential content of records needed for internal and external use
· Storage, indexing and information retrieval systems (manual and IT, as appropriate)
· Confidentiality/security of records (level of access, backup, virus protection, legal aspects)
· Data Protection Act 1998


	2
	
· Basics of using spreadsheets 
· Basics of using databases
· Advantages and disadvantages of e-mail, internet and intranet
· The method of IT backup within an organisation
· Security and confidentiality























	Title:
	Understanding marketing for managers

	SCQF Level:
	6

	Credit value:
	1

	Unit guided learning hours
	4

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

	
1 Understand basic marketing concepts
	
1.1

1.2



1.3
	
Explain the marketing concept and its relevance for the organisation
Describe the elements of the marketing mix and give an example of how each is used within the context of the organisation 
Identify the key elements of an organisations marketing strategy 


	
2 Understand the marketing context
	
2.1
	
Conduct a simple organisational SWOT analysis in the marketing context


	Additional information about the unit
	This unit is meant for a general manager and not a marketing manager.

	Unit purpose and aim(s)
	To develop basic knowledge and understanding of marketing as required by a practising or potential first line 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 & Leadership 2008 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)
	
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	
M3.35 – Marketing for managers

	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
	
· Simple definition of marketing and its relevance to the organisation
· The idea of the Marketing Mix (product, price, place and promotion, and 7P model for services) and its relevance
· Nature and role of market segmentation
· Outline of market planning and its purpose
· Sales promotion and advertising methods
· Public and customer relations activities


	2
	
· Simple organisational SWOT analysis in the marketing context

































	Title:
	Understanding support services operations in an organisation

	SCQF Level:
	6

	Credit value:
	3

	Unit guided learning hours
	7

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

	
4 Understand the range of support services required by the organisation and the legislation that impacts on these services

	
1.1



1.2
	
Describe the range of support services that is required by own organisation, distinguishing between ‘hard’ and soft’ services
Identify the legislation that impacts on these services


	
5 Understand what support services are and how they are currently being provided and delivered

	
2.1


2.2


2.3


	
Describe the role of service level agreements, their typical structure and content 
Describe how service level agreements are used with both customers and suppliers in own organisation
Describe what support services are currently being provided by the facilities management department and how these are delivered


	
3	Understand the options of delivering support services 

	
3.1


3.2
	
Explain various ways of providing support services to meet organisational requirements
Explain how the quality of support services is measured and monitored


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop an understanding of support services operations in an organisation.

	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 Facilities Management 2008 NOS: FM305, FM317

	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)
	
Asset Skills

	Equivalencies agreed for the unit (if required)
	
M3.40 - Understanding support services operations in an organisation


	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
	
· Knowledge and understanding of the products or services required by the organisation (for example location, resources available to pay for it, image, constraints of physical buildings)
· Requirements of occupants of buildings in terms of the ‘soft’ facilities management support services they need to function effectively (for example catering, waste disposal, reprographics, mail room functions, visitor management)
· Awareness of new trends in support service operations (for example scanning of documents, use of micro-fibres for cleaning, healthy eating, employer of choice campaigns, daytime cleaning, performance monitoring, re-cycling)
· Relevant legislation (for example all applicable Workplace Health, Safety and Fire Regulation, Working Time Regulations, Workplace Regulations, Private Security Industry Act, Transfer of Undertakings for the Protection of Employment (TUPE), Environmental Legislation)


	2
	
· Awareness and understanding of service level agreements, their typical and content and how they are used both with customers and suppliers
· Interpretation of formal agreements with clients and customers for the delivery of services
· Customer service procedures (for example help desk operations, how to log customer information, how to initiate service calls, how to close jobs)
· Authorisation procedures (e.g. how to confirm caller identity, how to validate requests)
· Escalation, resolution and complaint handling
· Quality assurance procedures
· Compliance with relevant legislation and regulations (e.g. Health and Safety at Work Act)
· Maintenance and communication of facilities management/department brand or image
· Range of support services (for example cleaning, catering, security, reception, reprographics, ‘front of house’ and ‘back-office’ administration)


	3
	
· Range of delivery options (for example in-house, external contractor, partnership working, joint-ventures and shared services)
· Performance measurement and monitoring tools (key performance indicators (KPIs), inspections, audits, customer surveys, visual management, in-house incident records, helpdesk reports)
· Internal, external or third party certification audits
· Managing contractors and suppliers, contract administration











































	Title:
	Understanding sustainability and environmental issues in an organisation 

	SCQF Level:
	6

	Credit value:
	3

	Unit guided learning hours
	10

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

	
1 Understand sustainability and corporate social responsibility
	
1.1

1.2
	
Explain the terms sustainability and corporate social responsibility
Identify the key legislation associated with sustainability and corporate social responsibility


	
2 Understand environmental issues affecting the organisation and how these issues can be managed

	
2.1

2.2

2.3
	
List the environmental standards required in own organisation
Explain the environmental issues affecting own organisation
Describe environmentally friendly ways to manage issues affecting own organisation


	
3 Understand the constraints and opportunities of an organisation’s building(s) in being environmentally friendly

	
3.1



3.2
	
Explain the constraints of own organisation’s building(s) on environmentally friendly procedures and practices
Explain the opportunities to enhance own organisation’s building(s) environmentally friendly performance


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of managing sustainability and environmental issues in an organisation.

	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 Facilities Management 2008 NOS: FM311

	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)
	
Asset Skills

	Equivalencies agreed for the unit (if required)
	
M3.41 - Managing sustainability and environmental issues


	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
	
· Legislative requirements and duty of care in terms of minimising environmental impact and damage (for example Environment Protection Act)
· Explanation of sustainability and corporate social responsibility and how these relate to the role of the facilities manager  (for example responsible purchasing, eco-design, stakeholder and community engagement, ‘green’ initiatives, energy awareness training and signage)


	2
	
· Types of environmental issues (for example waste management, pollution, carbon footprint, climate change, resource efficiency, energy usage, biodiversity )
· Impacts of environmental issues on organisations (for example legal compliance and statutory duties, loss of reputation, poor publicity)
· Relevant regulatory and legislative requirements (for example Duty of Care, Environment Protection Act, hazardous and non-hazardous waste, Waste Electrical and Electronic Equipment Regulations, Packaging Waste Regulations)
· Environmental standards (for example ISO14001, Eco-Management Audit System [EMAS], Energy Efficiency Scheme)
· Methods for minimising environmental impact and damage during work (for example environmental management system with policies, procedures and audits; reducing carbon footprint, regular maintenance of plant and equipment, setting targets, re-use and re-cycling)
· The most suitable choice of materials and equipment given the nature of the work activity, and its potential impact on the environment (for example use of eco-friendly products, energy efficient equipment, low energy lighting)
· Ways in which tools and materials should be used in order to minimise environmental impact and damage
· Types of damage which may occur, the impact these can have on the environment, and the corrective actions to be taken
· Identification and management of waste streams (for example methods of waste disposal which will minimise the risk to the environment, people and business)
· How to recognise and deal with small scale environment incidents (for example
· the role of the facilities manager and procedures for dealing with environmental incidents


	3
	
· Constraints of building(s) on environmentally friendly procedures and practices (for example type of heating and cooling, listed buildings, structure of roof, level of insulation, solar gain and thermal efficiency, noise or air pollution)
· Opportunities to enhance buildings’ environmentally friendly performance (for example Carbon reduction Commitment, alternative sources of energy, re-use , re-cycling, resource efficiency, natural ventilation, LED lighting, thermal glazing, grey water re-cycling, rain water harvesting, heat recovery and comfort conditioning systems, Building Research Establishment environmental assessment method [BREEAM], energy performance certificates [EPCs], thermo graphic surveys)










































	Title:
	Understanding procurement and supplier management in the workplace

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	7

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

	
1 Understand procurement in own organisation

	
1.1

1.2


1.3

1.4

1.5
	
Explain procurement procedures in own organisation
Describe how procurement requirements can be identified and validated
Identify typical purchases in own area of responsibility
Describe supply chain in own organisation
Describe types of specifications used in the organisation


	
2 Understand how specialists and suppliers are identified and managed in own organisation

	
2.1



2.2

	
List specialists and suppliers used by own organisation and explain how these specialists and suppliers are selected
Explain how the performance of specialists and suppliers is monitored and how continuous improvement is encouraged


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of procurement and supplier management.

	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 Facilities Management 2008 NOS: FM314, FM326

	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)
	
Asset Skills

	Equivalencies agreed for the unit (if required)
	
M3.43 - Understanding procurement and supplier management in the workplace


	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
	
· Procurement procedures (for example policy, budgetary control, contracted-out provision, requisitioning and placing orders, CAPEX purchases, managing contracts, terms and conditions, authority level, payment terms)
· Identify sources of supply and procurement needs (for example stock checks, demand analysis, service level agreements, buy, lease or rent decisions, collaborative and bulk buying)
· Awareness of relevant legislative and ethical compliance issues (for example Sale of Goods Act, Late Payment of Debts Act, Transfer of Undertakings [TUPE], contract law, fair and honest dealings in supply chain, minimising risk of social exploitation, public procurement rules)
· Specifications (input, output and function)
· Examples of typical facilities management procurement activities (for example researching goods and services, writing and preparing tenders and specifications, placing contracts and orders, inventory management and managing deliveries and storage)
· Examples of typical facilities management purchases (for example consumables, office furniture and equipment, utilities, courier services, cleaning materials and catering supplies, protective clothing)
· Examples of supply chains (for example E-procurement, single service providers, Private Finance Initiatives [PFI], Public Private Partnerships [PPP], Corporate Social Responsibility aspects and transparency.  Sector supply chains [education, NHS])


	
2
	
· Range of specialists and suppliers in facilities management sector and  organisations (for example contract cleaning, security, IT and telecoms, vehicle fleets, maintenance and repair, catering and consumables, HEVAC and electrical services, grounds maintenance)
· Selection and appointment processes (for example sustainable procurement, competitive and fixed price tendering, pre-qualification questionnaires [PPQ], approved suppliers)
· Performance and monitoring of suppliers and specialists working with organisations (for example writing and managing Service Level Agreements, setting and monitoring Key Performance Indicators [KPIs], contract management, internal and third party audits  to ensure continuous improvement

	Title:
	Understanding and developing relationships in the workplace 

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	8

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

	
1 Understand the needs and/or expectations of others
	
1.1



1.2
	
Identify and examine the needs and/or expectations of customers, colleagues, key stakeholders and relevant others in the workplace
Explain the importance of knowing what customers, colleagues, key stakeholders and relevant others in the workplace require


	
2 Know how to meet the needs and/or expectations of others
	
2.1




2.2
	
Determine ways of meeting the needs and/or expectations of customers, colleagues, key stakeholders and relevant others in the workplace within organisational constraints
Explain ways of checking that the needs and/or expectations of others have been met


	
3 Know how to manage relationships where it is not possible to meet the needs and/or expectations of others

	
3.1
	
Describe ways of dealing with difficult situations where it is not possible to meet the needs and/or expectations of others within organisational guidelines and constraints


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of managing and developing relationships in the workplace.

	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 Facilities Management 2008 NOS: FM302

	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)
	
Asset Skills

	Equivalencies agreed for the unit (if required)
	
M3.45 - Managing and developing relationships in the workplace


	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
	
· Explanation of stakeholders and stakeholder analysis
· Identify ways of determining the needs and/or expectations of customers, colleagues, key stakeholders and relevant others in the workplace (for example surveys, interviews, focus-groups, feedback, suggestion boxes, comment cards)
· Ways of examining/validating that identified needs and/or expectations are relevant and managed
· The benefits of knowing what relevant others require


	2
	
· Ways of meeting the needs and/or expectations of relevant others (active and effective listening, clear, accurate and relevant communication; understanding of their environment/situation, progress reporting, feeding back, timely delivery of the correct requirement)
· Principles of effective communication
· Ways of checking that the needs and/or expectations have been met (for example feedback, surveys, mystery shop, meetings, complaints and compliments, internal records)


	3
	
· The importance of establishing trust and confidence
· Ways of managing relationships where it is not possible to meet the needs and/or expectations of others (for example good communication, possible alternative solutions, possible future alternatives, informing superiors, clear explanation as to why it is not possible to meet the needs and/or expectations, building trust and confidence by being open, honest and transparent, being willing to listen, exploring all options and giving a clear rationale, politeness and courtesy, being customer focussed)
· Principles of effective communication
· Basic knowledge of negotiation and consultation skills
· Basic knowledge of conflict management and problem solving

	Title:
	Understand how to manage contracts and contractors in the workplace

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	8

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

	
1 Understand how contracts are managed in the workplace
	
1.1


1.2

	
Briefly outline contract management procedures and tools used in own workplace
Describe a contract that you have assisted in managing and explain how you do this


	
2 Understand how contractors can be managed in the workplace
	
2.1


2.2



2.3


2.4
	
Explain how to communicate all relevant information to contractor(s) in the workplace
Give an example of a contractor that you manage and explain what information the contractor will require to perform their function safely
Using the example provided explain a control tool that you could use to monitor the contractors work
Using the example provided explain how you could stop a contractor working if the work were unsafe, unauthorised or causing business disruption


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of managing contracts and contractors in the workplace.

	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 Facilities Management 2008 NOS: FM326

	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)
	
Asset Skills

	Equivalencies agreed for the unit (if required)
	
M3.46 - Managing contracts and contractors in the workplace


	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
	
· Basic awareness of contract law (for example the importance of agreement between two parties, the pre-requisites  of offer, acceptance, consideration and intention to create legal relations)
· Types of contracts (for example fixed price, measured term, framework, PFI, labor only, design and build, supply only, supply and fix, annual rolling)
· Contract management procedures and tools (for example setting objectives, requirements, plans and specifications. Awarding and administering contracts.  Pre-start contract meetings, regular reviews and reports , compliance audits, customer surveys, meetings, service level agreements, post-contract evaluation)
· Basic awareness of the scale and scope of contracts (regional, national or global)
· Basic awareness of the monitoring and evaluation of contracts including penalties and rewards for delivery
· Basic awareness of the stages of commissioning or mobilising new contracts (for example enabling works, site access, documentation, transfer of staff, training, induction) (learners may be part of a team doing this, or expected to be able to work in a team doing this)


	2
	
· Examples of types of relevant information required by contractors (for example fire, safety, site rules and code of conduct, accident reporting, hours of work, safety equipment, emergency arrangements)
· Types of contractors commonly used in the workplace (for example photo-copier engineers, water cooler distributor, decorator, internal landscaping operatives, food seller and distributor, lift engineers, maintenance contractors, specialist cleaning contractors)
· Examples of control tools (permit to work, risk assessment, method statement, security ID, criminal record checks, access control, insurance)
· Robust contractor selection processes, site induction, risk assessment and method statement, permit to work system, supervision (for example  discuss concerns, order work to cease immediately, inform employing organisation, report to enforcing authority, dismiss from site, safeguard work area) 


	Title:
	Understanding incident management and disaster recovery in the workplace

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	7

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

	
1 Understand business risk management process and potential threats to the organisation
	
1.1

1.2


1.3
	
Explain the process of business risk management
Describe potential threats and major incidents that could occur in own workplace
Describe potential outcomes if hazards and incidents are not managed


	
2 Understand how to reduce the impact of business interruption on people and the organisation

	
2.1


2.2


2.3
	
Explain how to reduce the impact of business interruption on people and the organisation
List mitigation measures used to prevent major incidents in the organisation
Describe monitoring and review processes that are used in own organisation


	
3	Understand how to recover after a major incident has occurred in the workplace

	
3.1

3.2
	
Explain the recovery procedures in own organisation
Describe a major incident that could occur in own workplace and explain your role should this incident occur


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of incident management and disaster recovery in the workplace.

	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 Facilities Management 2008 NOS: FM320

	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)
	
Asset Skills

	Equivalencies agreed for the unit (if required)
	
M3.48 - Understanding incident management and disaster recovery in the workplace


	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
	
· Explanation of business risks (for example financial, loss of market, operational, competitor activity, supply chain failure, non-availability of business premises and/or workforce, legal proceedings, loss of reputation)
· Identify a range of business threats and their consequences (for example non-compliance resulting in prosecution and/or civil proceedings, fire, explosion, act of terrorism, theft, failure of major customer or supplier, major power outage or plant failure, flood)
· Identify the people and their business processes that could be affected by potential threats
· Identify the role of facilities management in business continuity processes


	2
	
· Explanation of risk mitigation (for example business continuity planning, emergency preparedness, security, mitigation processes, training, insurance, prevention controls)
· Risk management processes (for example policy, procedures, record keeping and reviews, training exercises)


	3
	
· Explanation of business continuity and disaster recovery planning (for example identification of potential threats to the business, selection and training of recovery teams, availability of alternative premises informal arrangements, ‘hot’ and ‘cold’ start locations, liaison with emergency services, communication equipment and ‘cascade’ systems) (suggest that tutors work through examples and case studies)
· The role of facilities management in business continuity or disaster recovery teams







	Title:
	Understanding security measures in the workplace

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	7

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

	
1 Understand security measures in the workplace and associated legislation
	
1.1

1.2
	
Identify and explain security measures in the workplace
Describe relevant legislation affecting security measures in the workplace


	
2 Understand whether the prescribed security measures are effective in the organisation

	
2.1


2.2
	
Examine the effectiveness of prescribed security measures in the workplace
Identify potential gaps between the intentions of prescribed security measures and what happens in practice 


	
3	Know how to identify improvements to existing security measures

	
3.1
	
State appropriate improvements to security measures based on the most important potential weaknesses identified


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding effective security measures in the workplace.

	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 Facilities Management 2008 NOS: FM307

	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)
	
Asset Skills

	Equivalencies agreed for the unit (if required)
	
M3.49 - Understanding security measures in the workplace


	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
	
· Explanation of security measures in organisation and workplace affecting people, place and business (for example access control, restricted areas, identification systems, protective clothing, locks and safes, authorisation procedures, manned guarding, employee criminal record and identity checks, closed circuit television (CCTV), remote monitoring, lone worker alarms, ‘man down’ alarms and panic buttons, passwords, fire-walls, anti-virus software checks, document protection systems, confidential waste management, data protection and security)
· Relevant legislation (for example Data Protection Act, Human Rights, The Regulation of Investigatory Powers, Computer Misuse Act, Private Security Industries Act)


	2
	
· Identify limitations and restrictions in a range of security measures and arrangements
· Identifying gaps between requirements and reality (for example security reviews and) audits
· Prioritisation of weaknesses


	3
	
· Explanation of improving existing or providing alternative security measures and arrangements (for example new technology such as biometrics, security marking of assets, staff training on personal safety)

















	Title:
	Understanding how to manage remote workers

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	7

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

	
1 Understand the nature of remote working 

	
1.1
1.2

1.3

	
Explain the meaning of remote working
List the benefits of remote working for the organisation and the individual
List the potential barriers to remote working for the organisation and for the individual


	
2 Know how to lead a remote working team 

	
2.1

2.2

2.3

2.4

2.5


2.6

	
Explain the role of trust in remote working
Describe how to develop trust when managing remote workers
Explain the role of communication in remote working
Describe how to communicate effectively with remote workers
Explain the role and nature of motivation when managing remote workers
Describe how to give effective feedback to remote workers


	
3 Know how to provide support for remote workers



	
3.1

3.2

3.3
	
Describe how to overcome isolation for remote workers
Describe how to ensure health and safety of remote workers
Describe how to provide technical support for remote working


	Additional information about the unit
	'Individual' – in this context is the 'worker' not the manager.

	Unit purpose and aim(s)
	To enable learners to understand the basics of the management of people of an organisation who work remotely.

	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 & Leadership 2008 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)
	
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
	
· Developments in flexible working practices
· The business case for remote working - costs and benefits
· Selecting the right people for remote working – nature of the job role, personal characteristics, availability of technical resources and suitable working environments


	2
	
· Managing people remotely – communication, trust, motivating, creating a sense of belonging, skills development
· Developing skills for remote working – time management , planning and prioritising work, problem solving and decision making, IT


	3
	
· Remote working policy
· Health and safety in relation to remote working
· Types of technology and technical available to support remote working

















































	Title:
	Understanding good practice in workplace coaching 

	SCQF Level:
	6

	Credit value:
	3

	Unit guided learning hours:
	9

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

	
42 Understand the context for effective workplace coaching 



	
1.1

1.2

1.3

1.4


	
Describe and define the purpose of workplace coaching
Explain the role and responsibilities of an effective workplace coach
Describe the behaviours and characteristics of an effective workplace coach
Explain how coaches should contract and manage confidentiality to coach ethically


	
43 Understand the process and content of effective workplace coaching 


	
2.1


2.2



2.3


2.4

	
Explain how to manage a coaching process agreeing goals and following a simple coaching model
Explain the range of tools and techniques (including diagnostic tools and those exploring learning preferences) that can be used to support effective coaching
Explain why it is important to maintain basic records of coaching activity and what these should contain
Recognise any potential barriers to coaching in the workplace and explain suitable strategies to overcome these barriers


	Additional information about the unit
	

	Unit purpose and aim(s)
	To enable learners to understand good practice in workplace coaching.

	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 Coaching & Mentoring 2012 NOS: LSI CM01, LSI CM02, LSI CM04, LSI CM10

	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)
	Learning and Skills Improvement Service (LSIS)

	Equivalencies agreed for the unit (if required)
	D3.01 – Understanding good practice in workplace coaching

	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
	Restricted to City & Guilds

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Nature and role of coaching in the workplace
· Behaviours required by a workplace coach
· Skills, abilities and characteristics of an effective workplace coach
· Importance of contracting and confidentiality
· Development goals that can be met through coaching
· Following a process of effective coaching using a recognised model (e.g. GROW, OSCAR, ARROW or similar)
· The coaching relationship, how it gives power to a coach, and the responsibilities associated with the role
· Exploration of the coach and line manager responsibilities – differences and potential conflicts
· Importance of equality working in a diverse workforce, nature of values and attitudes and potential for abuse (e.g. power) in the coaching process
· Promote equality of opportunity and avoid abusing their relationship with others
· Contracting – purpose and content
· The importance of confidentiality in coaching practice
· Nature, purpose and importance of coaching records (diagnostic outcomes, development goals, coaching plans, coaching sessions, progress reviews, etc)
· Progress monitoring methodologies and records


	2
	
· Assessment techniques and purpose (formative, summative, competence, knowledge, etc)
· Range and value of different learning resources and facilities available to support coaching
· Accessing learning support services
· Range of resources that might be used in coaching, their preparation and use
· Layout and location of coaching environment
· Potential hazards and risks associated with coaching environment, coach’s responsibility for ensuring a safe environment
· Recognition of learner needs beyond coach’s competence (personal, social or psychological problems, learning difficulties or disabilities) and available support services
· Assessment tools for understanding and exploring preferences in the workplace e.g. learning styles, VAK. Belbin, situational leadership, interpersonal skills inventory, competency frameworks, conflict resolution etc
· Organisational information and their relevance when coaching – job descriptions, behaviours, competency frameworks
· Concept of learning styles and a practical model for coaches to use
· Use and interpretation of an appropriate learning needs and styles assessment tools
· Appropriate coaching approach to use with different learning style preferences
· Nature and purpose of, and best practice in agreeing, goals and learning outcomes
· Personal factors which can inhibit responsiveness to coaching (e.g. previous experiences, expectations, attitudes to being coached)
· Strategies to overcome personal barriers to coaching
· Practical barriers to coaching in the workplace (physical environment, managerial attitudes, time, work pressures, etc)
· Strategies to overcome workplace barriers to coaching (negotiation, alternative locations, etc)







































	Title:
	Understanding good practice in workplace mentoring 

	SCQF Level:
	6 

	Credit value:
	3

	Unit guided learning hours:
	9

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

	
44 Understand the context for effective workplace mentoring 



	
1.1

1.2

1.3

1.4


	
Describe and define the purpose of workplace mentoring
Explain the role, remit and responsibilities of an effective workplace mentor
Describe the knowledge, skills and behaviour of an effective workplace mentor
Explain what a workplace mentoring contract should include to ensure a quality, ethical mentoring relationship


	
45 Understand the process for effective workplace mentoring
	
2.1

2.2



2.3


2.4

	
Explain how a model of mentoring can be used to manage a workplace mentoring relationship 
Explain the range of tools and techniques (including diagnostic tools and those exploring learning preferences) that can be used to support effective workplace mentoring
Explain why it is important to maintain basic records of workplace mentoring and what these should contain
Identify any potential barriers to workplace mentoring and explain suitable strategies to overcome these barriers


	Additional information about the unit
	

	Unit purpose and aim(s)
	To enable learners to understand good practice in workplace mentoring.

	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 Coaching & Mentoring 2012 NOS: LSI CM01, LSI CM02, LSI CM04, LSI CM10

	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)
	Learning and Skills Improvement Service (LSIS)

	Equivalencies agreed for the unit (if required)
	D3.05 – Understanding good practice in workplace mentoring

	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
	Restricted to City & Guilds

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· The nature and purpose of workplace mentoring
· Formal and informal workplace mentoring
· The role and responsibilities of a workplace mentor
· The remit of workplace mentor especially overlaps with any other working relationships etc
· The range of stakeholders (including the mentee) who may have an interest in workplace mentoring and the role they may take
· The knowledge, skills possessed by a quality workplace mentor
· The behaviours exhibited by a quality workplace mentor
· The role of professional standards in workplace mentoring
· Importance of ethical standards in mentoring, including issues to do with diversity and equality of opportunity
· The key content for a quality contract for workplace mentoring
·  The importance of confidentiality in workplace mentoring
· Approaches to planning and managing quality workplace mentoring


	2
	
· The differences and similarities between workplace mentoring and other developmental approaches including coaching and training
· Models of mentoring practice 
· Key concepts, principles and practices of mentoring
· Ethical and effective use of power and influence to achieve positive mentee-centred outcomes
· Theories and techniques of goal and objective setting
· Theories of communication and their application to workplace mentoring
· Exploration and evaluation of own communication skills
· Offering advice and guidance and the personal responsibilities this includes
· Signposting and making introductions and the mentors extended role/responsibility
· Assessment tools for understanding and exploring preferences in the workplace e.g. Learning Styles, VAK. Belbin, situational leadership, interpersonal skills inventory, competency frameworks, conflict resolution etc
· Organisational information and their relevance when mentoring within the workplace – job descriptions, behaviours, competency frameworks
· Approaches to developing and maintaining quality mentoring records and how these can be used effectively to monitor progress
· Environmental considerations to ensure quality workplace mentoring
· The range of barriers that may exist when implementing workplace mentoring including individual, operational and organisational level and strategies that may help minimise or overcome these















































	Title:
	Leading and motivating a team effectively

	SCQF Level:
	6

	Credit value:
	2

	Unit guided learning hours
	7

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

	
1 Know how to communicate the organisations vision and strategy to the team
	
1.1



1.2


1.3
	
Explain the importance of the team having a common sense of purpose that supports the overall vision and strategy of the organisation
Explain the role that communication plays in establishing a common sense of purpose
Assess the effectiveness of own communication skills on the basis of the above


	
2 Know how to motivate and develop the team
	
2.1



2.2



2.3
	
Describe the main motivational factors in a work context and how these may apply to different situations, teams and individuals 
Explain the importance of a leader being able to motivate teams and individuals and gain their commitment to objectives
Explain the role that the leader plays in supporting and developing the team and its members and give practical examples of when this will be necessary


	Additional information about the unit
	

	Unit purpose and aim(s)
	To enable learners to understand the need for teams to have a sense of vision and purpose that reflects the organisation’s, and the role that effective communication, motivation and individual and team development play in enabling this to happen.

	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 & Leadership 2008 NOS: B5, B6, D1, D13, E11

	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)
	
M3.36 – Leading a team effectively

	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
	
· Why organisations or projects need a vision, mission and strategy and what they mean for first line leadership
· How to develop team objectives that support overall strategy and vision
· The importance of a team having a common sense of purpose that links to vision and strategy 
· The role that effective communication plays in conveying the overall mission of the organisation or project and how the collective work of the team and it’s individual members support this
· Effective techniques for communicating vision, goals and objectives in terms of:
· choosing effective times and places to communicate with the team and individuals
· selecting appropriate communication methods
· communicating clearly and accurately
· active listening skills
· receiving and responding appropriately to feedback


	2
	
· The critical importance of teams and individuals being motivated and committed to their objectives
· Alternative theories of motivation, for example (select as appropriate):
· Maslow’s Hierarchy
· MacGregor’s Theory X and Theory Y
· Herzberg’s Two Factor Theory
· Vroom’s Expectancy Theory
· McClelland’s 3-Needs Theory 
· Motivational factors that are available to the leader, for example:
· safety and security
· sense of belonging and common purpose
· respect
· empathy
· recognition of achievement
· involvement in decision making
· sense of fulfilment
· self-development 
· material rewards
· sanctions
· An appreciation of how these factors can apply to different situations, teams and individuals
· How to select and use appropriate motivational factors
· Giving feedback on performance
· Basic support needs that individuals may have and how to meet these
· The importance of continuous development for the team and individual members









































	Title:
	Managing improvement 

	SCQF Level:
	9

	Credit value:
	3

	Learning outcomes
	Assessment criteria

	1. Understand the effectiveness of the organisation and own ability to manage and improve quality to meet customer requirements
	1.1 Critically assess the organisation’s effectiveness in managing quality to meet or exceed customer requirements

1.2 Evaluate own ability to manage quality to meet or exceed customer requirements


	
2. Be able to plan and implement projects to meet, and if possible exceed, customer requirements

	
2.1 Develop an improvement plan that is designed to meet and, if possible, exceed customer requirements

2.2 Implement improvement plans designed to meet or exceed customer requirements

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability to manage quality, so as to be able to plan improvements to meet or exceed customer requirements, 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: F2, F8, F9, F10, F11

	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
	

	Unit guided learning hours
	8

	
1
	· Quality and customers; quality assurance, quality control and quality auditing
· Quality systems such as BSI, ISO and IiP (benefits and accreditation)
· Total Quality Management
· Tools for maintaining quality, such as records and, where relevant to organisation, the use of statistics
· Conformance and development and practical steps to improve quality
· The costs of quality (positive and negative aspects)
· Concept of internal and external customers and their importance as the focus of the organisation’s activities
· Methods of identifying potential customers
· Methods of identifying customer requirements and monitoring customer satisfaction
· Benchmarking service standards
· Techniques of work and improvement planning to meet customer requirements, such as specifications and service standards, scheduling, and logistics

	
2
	· Scoping an improvement plan to identify and prioritise areas for improvement, define success criteria and set targets for improvement to meet customer requirements
· Developing and implementing an improvement plan




























	Title:
	Making a financial case

	SCQF Level:
	9

	Credit value:
	3

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

	
1. Understand financial concepts used to inform management decisions 



	
1.1



1.2


1.3


	
Explain the differences between capital and revenue expenditure, using examples 

Explain how costs are classified, using examples 

Explain how costs are allocated, using examples


	2. Be able to make a financial case to inform a management decision 
	
2.1

	
Use a range of financial evaluation techniques to inform a management decision


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability to be able to make a financial case as required by a practising or potential middle manager.

	Unit expiry 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: E2, F3, F9

	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
	14

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Nature of revenue costs and capital expenditure
· Costs of products and services and costing techniques
· Break-even analysis
· Concept and application of marginal cost
· Concept and application of standard cost
· Allocating costs
· Relevant costs in decision-making
· Costing systems
· Techniques to reduce costs
· Activity Based Costing
· Budgetary Control and Variance Analysis


	2
	
· Financial evaluation techniques such as Payback, IRR, DCF, NPV, ROCE, CBA
· Factors in considering and recommending revenue expenditure, including make/buy and/or employ/subcontract decisions
· Effective methods to present financial information to support recommendations

























	Title:
	Developing Critical Thinking 

	SCQF Level:
	9

	Credit value:
	4

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

	
46 Be able to critically assess own beliefs, attitudes and value systems

	
1.1


1.2
	
Explain the difference between beliefs, attitudes and values
Critically assess the impact of beliefs, attitudes and values on own behaviour

	
47 Be able to critically assess the validity of management theories in relation to own beliefs, attitudes and values

	
2.1


2.2




2.3
	
Identify management theories relevant to your role

Critically assess the impact of own beliefs, attitudes and values on a management theory relevant to your role. 

Use the critical assessment to evaluate how someone with different beliefs, attitudes and values might interpret the theory differently 


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop the ability to think and reflect critically as required by a potential or practising 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

	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
	
· Basic principles of logic
· Use of logic to establish causal relationships
· Skills in presenting rational arguments and debating points of view
· Value and purpose of reflection in supporting learning
· Using structured reflection to make sense of experience
· Value of discussion in resolving problems
· How emotions, values and beliefs affect rational discourse
· Techniques for comparing and evaluating alternative propositions critically
· The development of the scientific method (observation, hypothesis, prediction and testing) and its value in natural and social sciences
· Inductive and deductive reasoning
· Techniques for testing theories (experimentation, empirical studies, observation, etc)
· Best practice in the development and dissemination of theories or practices


	2
	
· Theories of management such as Human Relations, Scientific Management, Contingency Theory, Systems Theory, Bureaucratic Management
· Significance of beliefs, attitudes and value systems in shaping human behaviour
· Relationship between beliefs, attitudes and value systems and culture and norms (eg socialisation)
· Reality and perceptions of reality


















	Title:
	Leading innovation and change

	SCQF Level:
	9 

	Credit value:
	5

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

	1. Understand the need for innovation and change management within an organisation
	1.1 Explain the importance of innovation for own organisation
1.2 Explain the importance of managing change within own organisation


	
2. Be able to propose innovative solutions to improve organisational performance

	
2.1


2.2


2.3



2.4
	
Assess an opportunity for innovation and improvement in own organisation 

Justify the improvement identified, in the context of organisational objectives

Use a range of techniques to generate innovative options to deliver the improvement identified

Evaluate options for generating the proposed improvement to determine feasibility and viability


	
3. Be able to lead and manage change within an organisation

	
3.1



3.2

	
Create a change management plan that is designed to meet stakeholders’ expectations

Implement the change management plan, monitoring progress against agreed targets 


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability of leading innovation and change 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: B1, C2, C4, C5, C6, D2, F3, 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)
	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
	24

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Innovation and business performance
· Financial and social benefits of innovation
· Radical and incremental innovation
· Innovation as a form of competitive advantage
· Need for effective management of change
· Continuous Improvement Techniques
· The difference between Kaizen (continuous or incremental change) and breakthrough change (eg business process re-engineering)
· Leadership and change, transactional/transformational leadership and other leadership models relevant to change
· Concepts of creativity and innovation and the conditions and processes required to encourage them

	2
	
· Need for environmental scanning and organisational analyses (PESTLE, core competencies, SWOT, etc)
· The nature and role of vision in the change process
· Techniques for critical decision-making
· Methods of determining feasibility and viability of opportunities and options, and of contingency planning
· Problem solving and decision-making techniques including the use of quantitative and qualitative information
· Identification of human and financial factors in the consideration of change
· Techniques for monitoring and evaluating outcomes of change
· Methods of assessing the risks and uncertainties associated with proposed changes

	3
	
· Stakeholder mapping
· Ways to identify stakeholders in change, and the benefits and costs to stakeholders, in order to overcome resistance
· Skills and competencies required to manage innovation and change
· Principles and practices associated with managing creativity and innovation
· Direct and indirect effects upon other people, departments and organisations
· Ways to organise and co-ordinate resources and activities to achieve planned change, including use of Gantt charts and network planning as tools for planning change 
· The role of communication in overcoming barriers and other difficulties












































	Title:
	Managing individual development

	SCQF Level:
	9

	Credit value:
	4

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

	
48 Be able to evaluate individual performance in an organisation



	
1.1



	
Conduct a performance gap analysis with an individual in your area of responsibility, to determine development needs


	
2    Be able to implement a personal development plan, for an individual in an organisation


	
2.1





2.2



2.3
	
Critically assess the suitability of a range of development vehicles to meet the needs of an individual within the organisation

Devise and justify a personal development plan to meet the needs of an individual within the organisation

Explain how the personal development plan will be monitored 


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop ability to be able to manage individual development 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: C5, C6, D1, D3, D6, D7

	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
	

	Unit guided learning hours
	16

	1
	
· Performance gap analysis
· Techniques for informal performance assessment and formal appraisal
· Methods of ensuring  fair and objective assessment/appraisal
· Training needs analysis
· The role of training
· Links between quality, appraisal and training


	
2
	· Range of training and development techniques activities, their strengths and weaknesses
· Learning styles and range/sources of learning opportunities
· Learning styles and techniques for designing appropriate, cost effective training to meet identified needs
· Reporting and recording performance assessment, including confidentiality
· Mechanisms to provide appropriate feedback and guidance to the individual
· Techniques for promoting responsibility  for self appraisal and development 
· Career development strategies
· Mechanisms  to prepare development plans, including resource implications and timescales
· Mentoring and the mentoring cycle, and other support techniques
· Coaching techniques, including evaluation and feedback
· Content and format of effective induction to meet organisational and individual needs
· Methods to monitor, evaluate and record individual development
· Relevant feedback techniques 
· Methods to evaluate effectiveness of training
· Appropriate recording systems



















	Title:
	Managing stress and conflict in the organisation

	SCQF Level:
	9

	Credit value:
	3

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

	
49 Understand the effectiveness of own organisation in dealing with workplace stress and conflict 




	
1.1




	
Evaluate the effectiveness of the organisation in recognising workplace stress and conflict and providing the necessary support mechanisms



	
50 Be able to improve the management of workplace stress and conflict in own area of responsibility


	
2.1




2.2




2.3
	
Plan improvements to the identification and approach to dealing with workplace stress and conflict in own area of responsibility

Implement improvements to the identification and approach to dealing with workplace stress and conflict in own area of responsibility

Critically evaluate own ability  to identify and deal with workplace stress and conflict effectively in own area of responsibility


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability to be able to manage stress and conflict in own 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 MSC 2004 NOS: B6, 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
	

	Unit guided learning hours
	8

	
1
	· Management responsibilities in relation to work-related stress
· Methods to manage stress at own place of work
· Workplace risk assessments
· Sources of support and techniques to counsel staff
· Audit and review procedures for managing stress
· Possible indicators of stress in the workplace such as staff turnover
· Organisational policies and procedures on bullying and harassment
· Health and safety legislation in the workplace
· 

	
2
	· Identifying and dealing with workplace stress and conflict
· Causes of conflict and interpersonal friction (including bullying and harassment) and ways to resolve them
· Grievance and discipline procedures, including supporting records
· Organisational employment policies such as time-keeping, absenteeism, conduct, level of performance, attitude and behaviour, gross misconduct
· Awareness of legal aspects of disciplinary processes
· Causes, symptoms and impacts of stress and the implications/effects of stress for individuals and organisations 
· Stress awareness training
· Causes and effects of stress and implications for workplace and non-work activities and relationships
· Symptoms of stress in self and recognition of stressful situations
· Setting objectives and determining priorities to balance personal and organisational needs 
· Sources of support, and when to seek professional advice/counselling
· Active planning for stress management
· Stress awareness campaigns
· Symptoms of stress in self and recognition of stressful situations
· Setting objectives and determining priorities to balance personal and organisational needs 
· Time management techniques as major factor
· Benefits of delegating








	Title:
	Understanding the organisational environment

	SCQF Level:
	9

	Credit value:
	5

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

	
51 Be able to analyse how an organisation is affected by the macro-environment

	
1.1


1.2
	
Analyse own organisation using PESTLE

Evaluate the strengths and limitations of using PESTLE as a strategic diagnostic tool 


	
52 Understand the impact of economic and political factors on the organisation

	
2.1



2.2
	
Assess the impact on the organisation of one economic factor from the PESTLE analysis

Assess the impact on the organisation of one political factor from the PESTLE analysis


	
53 Understand the legal environment within which the organisation operates

	
3.1

	
Assess the impact on the organisation of one legal factor from the PESTLE analysis


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of the organisational 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, D3, 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)
	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
	24

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Concept and methods of conducting PESTLE analysis
· Practical use of PESTLE analysis to create outline organisational profiles
· The concept of appropriate access to knowledge and information within the organisation to facilitate its activities


	2
	
· Impact of economics and politics on the organisation
· Economic issues – inflation, unemployment, trade cycles, exchange rates, economic growth, price mechanism, competition, economic indicators, “factors of production” affecting business location
· Governmental influence on the economy and organisational operations – fiscal, monetary, legal
· Global issues and challenges for organisations
· International trade – UK’s key trading partners – international competition
· The European Union – purpose, scope, membership and institutions
· Other international organisations which have an influence on business
· Exchange rates and their impact on business


	3
	
· The English (Scottish or Irish systems as appropriate) legal system, sources of law, common law, statute and the doctrine of precedence
· Nature of law, rules, sanctions, enforcement and administration.  Civil and criminal law affecting business and employment
· European law, Directives and their impact on UK law
· The law of contract, terms and conditions, remedies for breach of contract. Legislation affecting contracts for the sale of goods and services
· Product liability, Consumer Protection legislation, civic and criminal liability and enforcement
· Law of agency and application to the job role
· Employment law, contracts of employment, individual statutory employment rights, unfair dismissal
· Legal duties in relation to sex, race and disability and unfair discrimination
· Trade union law, membership rights, recognition, consultation and Workers Councils




	Title:
	Understanding organisational culture and ethics

	SCQF Level:
	9 

	Credit value:
	3

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

	
1. Understand organisational ethics and culture, in relation to own organisation
	
1.1



	
Analyse own organisation’s policies and procedures which relate to ethical considerations, across a range of activities 


	
2. 
Understand how an organisation’s ethics and culture influence leadership style and organisation structure
	
2.1
	
Explain how ethical considerations and culture influence leadership style and organisation structure


	

3. Understand how to leverage ethics and culture to improve organisation performance



	

3.1
	

Evaluate the most effective leadership styles in the context of own organisation’s ethics and culture



	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding of organisational ethics and culture and their influence upon leadership style and organisation structure, 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, B9, B11, 


	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
	

	Unit guided learning hours
	12

	
1
	· The importance of governance in shaping the ethics and values of the organisation
· Corporate social responsibility
· Legislation and social attitudes, and their effect on organisational policies and procedures in relation to diversity and equal opportunities
· Issues of human rights, harassment, bullying and “whistle-blowing” legislation
· Own organisation’s policies and procedures to deal with legal and moral obligations
· Alternative perceptions about right and wrong, value judgements
· Definition of ethics in the work context including cultures, beliefs and value systems
· Personal and business ethics
· Ethical considerations for investment, trading, competition, manufacturing, employment, etc.
· Ethics and stakeholders
· Social responsibilities of organisations and the resource implications and financial costs and returns of using an ethical and equitable approach

	
2
	· Types of organisational culture and how they are manifest in terms of structure of teams and management style
· Leadership style and organisation structure as a function of ethics and culture
· Cultural web (© Johnson and Scholes)
· Culture and strategy
· Techniques for influencing culture
· Importance of creating a culture that encourages creativity and innovation and welcomes change
· Blame cultures and problem solving approaches
· “politics” within organisations
· The concept of sub-cultures and their management
· Empowerment, delegation and leadership

	
3
	· Mapping ethics and culture in own organisation
· Effective leadership as a function of ethics and culture in own organisation










	Title:
	Managing customer relations

	SCQF Level:
	9

	Credit value:
	3

	Learning outcomes
	Assessment criteria

	1. Be able to use environmental scanning to find and retain customers
	1.1  Conduct an environmental scan of the business environment in which your organisation operates

1.2  Analyse factors that impact upon the organisation’s ability to find new customers and retain existing customers

1.3 Use the results of the environmental scan, to plan strategies to improve the organisations ability to find and retain customers.

1.4  Lead the implementation of strategies to improve the organisation’s ability to find and retain customers



	
2. Understand how the customer supply chain operates to meet customer requirements
	
2.1  Appraise the customer supply chain to identify any strengths, weaknesses, opportunities or threats

2.2  Use the results of the audit to recommend strategies to improve your organisation’s ability to meet customer requirements


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability to be able to manage customer relations 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 2004 NOS:   F8; F9; F11

	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
	

	Unit guided learning hours
	10

	
1
	· Customer relations as a function of business management focused on finding new customers and retaining existing customers
· Concept of decision-makers and decision-making units within customer organisations
· High-involvement and low-involvement purchases
· Nature of client/customer relations and the role of key account management
· Buyer behaviour and the purchase decision-making process
· Cognitive dissonance and post-purchase communication
· Concept of industry sectors and customer segmentation to analyse the market
· Internal and external customers 
· Methods to analyse main competitors
· Environmental scanning, such as PESTLE
· Techniques for identifying and developing new markets and products
· Methods to assess business risk and feasibility of developing activities to satisfy future markets
· Benchmarking and implementation of best practice

	
2
	· The customer supply chain
· Supply chain modelling
· Supply chain management (SCM)
· Management of sourcing, procurement, conversion, distribution, cash-flow and logistics
· Value chain analysis
· Key account management
· Monitoring performance against plans to improve customer relations
· Customer service standards
· SWOT analysis and internal audit
· Need for, and systems to provide, after sales service
· The need for good internal networks to facilitate customer relations
· Benchmarking and implementation of best practice











	Title:
	Managing for efficiency and effectiveness

	SCQF Level:
	9 

	Credit value:
	4

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

	
54 Be able to assess the organisation’s ability to manage efficiently and effectively to achieve targets and objectives

	
1.1




1.2




1.3




1.4



	
Assess own organisation’s ability to translate vision, mission and strategic goals into operational objectives with realistic and measurable targets 

Assess own organisation’s ability to efficiently and effectively delegate responsibilities for the achievement of targets and objectives

Assess the efficiency and effectiveness of control methods used to monitor the achievement of targets and objectives in own area of responsibility

Implement improvements to organisational efficiency and effectiveness in own area of responsibility


	
55 Be able to evaluate own ability to manage efficiently and effectively

	
2.1


2.2


	
Evaluate own ability to manage effectively and efficiently 

Implement changes in own management style in order to manage more efficiently and effectively 


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability to manage efficiently and 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: B1, B6, C6, D6, F3

	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
	
· Nature, purpose and importance of vision and mission in setting values and strategic direction, and the significance of stakeholders in shaping vision and mission
· Importance of translating vision, mission and strategic goals in to operational objectives
· Setting SMART objectives
· Definitions of, and conflicts between, effectiveness and efficiency
· Definitions of, and conflicts between, authority, accountability and responsibility
· Need for negotiating techniques
· Setting priorities
· Principles of delegation to achieve overall objectives
· Control mechanisms to monitor outcomes and ensure achievement of objectives


	2
	
· Using feedback from others to critically evaluate own performance
· Techniques for collecting and analysing feedback from others, including 3600 feedback
· Personal development planning
· Measurable organisational, team and individual objectives
· Time management techniques
· Efficiency and effectiveness matrix
· Target setting and performance indicators
· Planning techniques appropriate to activity
· Systems theory and process design
· Monitoring and control techniques and records
· Use of results to “close the loop” and make continuous improvements





	Title:
	Managing projects in the organisation

	SCQF Level:
	9

	Credit value:
	4

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

	
56 Be able to manage a project in an organisation

	
1.1




1.2


1.3




1.4
	
Assess the usefulness of project management tools and techniques for managing a project within own organisation

Plan the implementation of a project within own organisation 

Communicate the project plans with appropriate colleagues and stakeholders, gaining agreement where necessary

Implement the project plan, monitoring progress against agreed targets


	
57 Be able to evaluate own ability to manage a project

	
2.1




2.2
	
Use feedback from others to critically evaluate own ability to plan and implement a project, identifying strengths and weaknesses

Create a self-development plan to improve own performance in managing projects 


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability to be able to manage projects 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: F1, F2

	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

	
· Project sponsors, stakeholders and scope
· Work breakdown and product breakdown structure
· Gantt and bar charts, critical path analysis
· Methods of reducing project times and costs
· Resource analysis, and re-scheduling
· Methods to monitor and evaluate project progress and final outcomes, including finance
· Project communication methods
· Links to change management
· Information technology solutions
· Benefits of project management
· Key project management terminology
· Characteristics of project managers
· Organisational structures to support projects
· Types of project; the project life cycle, PRINCE2
· Feasibility studies; risk management techniques
· Project team roles; critical relationships
· Procedures for project closure

	2
	
· Using feedback from others to critically evaluate own performance
· Techniques for collecting and analysing feedback from others, including 3600 feedback
· Personal development planning








	Title:
	Managing resources

	SCQF Level:
	9

	Credit value:
	4

	Learning outcomes
	Assessment criteria

	
1. Understand how to manage physical resources for which you are accountable

	
1.1  Evaluate the effective and efficient use of physical resources for which you are accountable, in line with organisational policies and procedures

1.2  Assess the procedures for the maintenance and safe use of physical resources for which you are accountable, in line with organisational policies and procedures

1.3  Assess the procedures for the security of resources for which your you accountable in line with organisational policies and procedures

1.4  Identify opportunities for improvement in own organisation’s policies and procedures for the management of physical resources 


	
2. Be able to plan and implement improvements for managing physical resources for which you are accountable. 

	
2.1  Plan improvements to the management of physical resources for which you are accountable, informed by your evaluation and assessment. 

2.2  Implement improvements to the management of physical resources for which you are accountable, ensuring compliance with organisational policies and procedures


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability to be able to manage physical resources in own area of operation, 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: F3

	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
	12

	
1
	· Planning usage of resources, obtaining resources, ensuring availability of resources, monitoring resources
· Implications of equipment usage such as acquisition and operating costs, lean management
· Methods of capacity planning
· Routine scheduled maintenance programmes
· Measures to ensure the safety and security of equipment
· Measures for the safe operation of equipment, including training
· Methods of determining materials requirements, including MRP and JIT
· Organisation policies and procedures relating to physical resources
· Purchasing and procurement procedures
· Materials control principles and procedures, including EBQ and EOQ
· Procedures for recording receipt and issue of materials
· Materials storage, including safety and security
· Incidence of waste and measures to minimise waste
· Energy management

	
2
	· Business process improvement to reduce variation or waste in business processes
· Aligning business processes and resource usage to organisational goals and organisational policies and procedures
· Principles of project management








	Title:
	Managing information

	SCQF Level:
	9

	Credit value:
	4

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

	
1    Understand the management of information within the organisation


	
1.1



1.2
	
Critically assess information flow through a number of different channels within the organisation 

Propose improvements to the flow of information within your area of responsibility, based on your organisational assessment


	
2 Be able to gather and analyse information to make decisions or solve problems in your area of responsibility

	
2.1



2.2


2.3
	
Collect information from a wide range of sources to support management decision-making 

Analyse the information collected from a wide variety of sources, to inform decision-making

Use this analysis of information to make and justify a management decision 


	
3    Be able to disseminate information on a management decision, through the right organisational channels 



	
3.1




3.2
	
Communicate information to team members or other colleagues to meet business objectives, using appropriate organisational channels

Communicate information to stakeholders or customers to meet business objectives, using appropriate organisational channels.


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability to be able to manage information within own 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 MSC 2004 NOS: A3, C6, F9, F11

	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
	

	Unit guided learning hours
	12

	
1
	· Information flows
· Information channels and knowledge networks
· Ways to identify information requirements
· Manual and IT systems to receive, record, process store and transfer information
· Data Protection legislation and security of data
· Range of source documents and IT systems
· Intranets
· Internet and e-business

	
2
	· Types and sources of information about the organisation, its operations, resources, markets, suppliers, customers and competitors
· Levels of managing information, e.g. corporate, department, team
· Records management
· Information management and Management Information Systems (MIS)
· Value of valid, accurate and timely information to the organisation
· Techniques for assessing the validity, accuracy and reliability of information
· Constraints on the availability of and access to data
· Primary and secondary research
· Means of data collection and validation, including questioning, observation, surveys, source records, pilot studies and sampling
· Knowledge, information and data
· Indexing, referencing and structuring qualitative information
· Using and interpreting information for decision making and problem solving
· Data and information analysis
· Decision-making models and techniques
· Strategic, tactical and operational decision-making

	
3
	· Internal and external organisation communication channels
· Communication strategies to achieve business objectives
· Choice of appropriate communication channels to achieve business objectives

















































	Title:
	Managing recruitment

	SCQF Level:
	9

	Credit value:
	5

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

	
58 Understand human resource planning in an organisation

	
1.1



1.2



1.3

	
Explain the role and relevance of human resource planning in own organisation 

Assess the impact of legal requirements on human resource planning in the organisation

Assess the impact of organisational policies and procedures on human resource planning in the organisation


	
59 Be able to plan and implement recruitment in line with legal and organisational requirements



	
2.1





2.2


2.3
	
Describe the recruitment process in own organisation from the identification of a vacancy through to the appointment of the successful candidate

Justify a need for recruitment in own area of responsibility

Implement the recruitment process in own area of responsibility, ensuring all procedures are followed and necessary records are kept in line with legal and organisational requirements


	Additional information about the unit
	

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

	Unit expiry date
	31/12/2014

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to MSC 2004 NOS: A2, D2, D3

	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
	24

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Human resource planning techniques
· Reward systems
· Ways to redeploy human resources to achieve individual and organisational objectives
· Techniques for succession planning
· Causes of poor attendance and retention and strategies for improvement
· Techniques for monitoring and evaluating attendance and retention
· Use of outsourcing, subcontracting, outworkers
· Legal and organisational aspects of redundancy and redeployment
· Human aspects of redundancy and redeployment

	2

	
· Organisational recruitment policies and procedures
· Legal aspects of recruitment and selection
· Relevant methods of advertising vacancies, internally and externally
· Internal and external applications
· Techniques for job analysis
· Job specifications and job descriptions
· Person specifications
· Use of job descriptions and person specifications to shortlist applicants
· Selection techniques including interviewing, testing, assessment centres, references etc
· Alternative methods of advising applicants of outcomes
· The need to maintain comprehensive records to support and justify decisions
· Interview types – formal and informal, including selection, exit, grievance, disciplinary, counselling, appraisal, supervision and information gathering/investigation
· Appropriate climate for conduct of an interview
· Structure and format of interviews according to purpose
· Legal and ethical considerations in relation to interviewing
· Questioning and listening techniques
· Impact of non-verbal communication
· Ways to analyse and interpret information gained (facts, evidence, opinion, meaning)
· Recording information and interview outcomes
· Importance of feeding back during and after interviews to interviewee and authorised people, and methods of doing so
· Appropriate checks following appointment such as CRB and references 













































	Title:
	Managing work analysis 

	SCQF Level:
	9

	Credit value:
	3

	Learning outcomes
	Assessment criteria

	1. Understand the strategic context and  purpose of work analysis

	1.1 Explain how work analysis can contribute to continuous improvement within your organisation 

1.2 Select an area of work that you are responsible for to conduct a work analysis exercise that will contribute to the achievement of one or more of the organisations strategic objectives.


	2. Be able to conduct a work analysis to improve organisational performance 

	2.1 Conduct the work analysis in your selected area of responsibility using an appropriate work analysis method or technique 

2.2 Use the outcomes of your work analysis to identify possible improvements that could be made to processes


	3. Be able to make decisions based on work analysis outcomes 

	3.1 Use a formal decision-making technique to identify the outcome that is best able to achieve the strategic objective

3.2 Evaluate the selected outcome for possible consequences for the organisation


	Additional information about the unit
	

	Unit purpose and aim(s)
	To be able to carry out a work analysis in own area of operation to identify improvements and make decisions that will benefit the organisation

	Unit expiry date
	

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to 2004 NOS:   F3

	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)
	

	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
	

	Units available from
	

	Unit guided learning hours
	12

	

	Indicative content:

	1 Work analysis as a systematic process of gathering and analysing information about job roles and working practises
· Outcomes of work analysis, e.g. job descriptions, job specifications, changes in working practises 
· Relationship between work analysis, functional areas, and business processes, e.g. human resources and production and continuous improvement
· Work analysis and organisation aims and goals

	2 Required strategic outcomes or measures are initially defined, e.g. customer requirements, improved productivity, employee satisfaction
· Work analysis methods and techniques appropriate for a middle manager, including:
· Competency Modelling
· Critical Incident Technique (CIT)
· Job Compatibility Assessment (JCA)
· Job Diagnostic Survey (JDS)
· Method Study
· Qualitative and quantitative data
· Verifiable and reliable data
· Definitions of efficiency, effectiveness and productivity

	3 Data analysis
· Data and information
· Decision-making methods and techniques appropriate for a middle manager, including: 
· Cost-benefit analysis
· Decision matrix
· Paired comparison analysis
· Evaluating decisions to determine possible consequences for the rest of the organisation, e.g. human resources


	Title:
	Analysing and Interpreting Statistics to Inform Management Decisions

	SCQF Level:
	9

	Credit value:
	2

	Learning outcomes
	Assessment criteria

	1. Understand how to analyse data using a statistical tool

	1.1  Focussing on a complex workplace   problem that has existed over a period of time, collect and organise relevant data, using either time series or index numbers

1.2  Apply one appropriate statistical tool to test for possible relationships within the data


	2. Be able to interpret results generated from a statistical analysis to inform a management decision 

	2.1  Use the results generated from your statistical analysis to propose changes to planned activities in your own area of responsibility

2.2  Based on your statistical analysis, implement changes to activities within your area of responsibility



	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop ability to be able to carry out and use statistical analysis to inform a management decision, 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)
	

	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)
	

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

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

	Availability for use
	Private

	Units available from
	

	Unit guided learning hours
	10

	

	Indicative content:

	
1
	· Problem finding, problem analysis and problem definition
· Methods of data collection
· Time series analysis, including continuous and discrete time series data
· Methods of presenting data using charts, tables and graphs
· Correlation, regression and trend analysis
· Index numbers 
· Exploratory and confirmatory data analysis
· Univariate, bivariate and multivariate analysis
· Probability and sampling
· Distribution theory and standard deviation
· Chi squared analysis
· Estimation and significance testing
· Statistical process control

	2
	· Statistical analysis and decision-making
· Using statistical analysis as a basis for planning and implementing changes to activities
























	Title:
	Understanding the Management of Facilities

	SCQF Level:
	9

	Credit value:
	2

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

	
1. Understand facilities management roles and responsibilities and how they contribute to organisational goals


	
1.1



1.2




1.3

	
Describe the roles and associated responsibilities for facilities management within own organisation

Explain how these roles and responsibilities contribute to the organisation’s strategic and operational goals

Evaluate the effectiveness of own responsibilities in contributing to the organisation’s strategic and operational goals 


	
2. Understand how to develop a facilities management plan in an organisation

	
1.1



1.2
	
Critically review a facilities management plan for own area of operation 

Implement improvements to facilities management plan for own area of operation


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of facilities management as required by a practising or potential middle manager.

	Unit review 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
	9

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Provision of space and services
· Legal obligations and insurance requirements
· Maintenance of assets
· Range of people likely to work within, or visit the organisation
· Location of premises, planning, access, size and cost factors
· Adequacy and maintenance of heating, lighting, ventilation and other internal facilities and equipment
· Health, safety and environmental issues
· Effects of premises and facilities on the organisation’s image
· Security measures for premises, contents and users, including protection from malicious attack
· Advantages and disadvantages of hiring out accommodation/equipment
· Procedures and responsibilities associated with hiring out premises and equipment


	2
	
· Planning techniques
· Ways to organise and co-ordinate resources and activities to achieve planned change
· Monitoring and reporting progress
· Feasibility and risk assessment techniques
· Identification of, and communication with, stakeholders















	Title:
	Making professional presentations 

	SCQF Level:
	9

	Credit value:
	2

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

	
60 Be able to plan a professional presentation

	
1.1


1.2



1.3


1.4




1.5
	
Identify the aims and objectives of the presentation

Identify the intended audience for the presentation, assessing their level of understanding of the presentation topic

Research, evaluate and select information on the presentation topic

Plan the content and structure of the presentation and prepare visual aids and any other materials required for the presentation

Prepare the location and any equipment required for the presentation


	
61 Be able to deliver a professional presentation

	
2.1



2.2

	
Present your subject matter supported by facts at an appropriate level of understanding for the audience

Respond appropriately to questions from the audience


	
62 Be able to evaluate own ability to make professional presentations

	
3.1



3.2



3.3
	
Use feedback from the audience to evaluate own ability to plan and structure a professional presentation

Use feedback from the audience to evaluate own ability to deliver a professional presentation

Implement improvements to own professional presentations
 

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of making professional presentations as required by a practising or potential middle manager.

	Unit expiry 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
	9

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Relevance of objectives, audience and contexts in relation to presentations
· Understanding the level of knowledge and expectations of the audience
· Research, evaluation and logical grouping of valid and relevant information
· Difference between fact and opinion
· Options and constraints applicable to presentation such as time, duration, venue, equipment, language
· Use of standard computer software, such as Microsoft PowerPoint
· Non-IT visual aids for presentations such as  OHTs, models, handouts


	2
	
· Presentation techniques
· Techniques for effective and flexible delivery
· Techniques for controlling and responding to questions


	3
	
· Evaluation techniques (self and others) and performance improvement





	Title:
	Developing and Leading Teams to Achieve Organisational Goals and Objectives 

	SCQF Level:
	9

	Credit value:
	4

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

	
63 Understand the importance of leading teams to achieve organisational goals and objectives

	
1.1




1.2



	
Assess the effectiveness of own organisation in measuring team performance against organisational goals and objectives

Evaluate the role of leadership in helping teams to achieve organisational goals and objectives


	
2    Be able to develop and lead teams

	
2.1



2.2



	
Critically review own ability to develop and lead teams to achieve organisational goals and objectives

Implement changes to own leadership style in order to more effectively develop and lead teams 

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability in developing and leading teams, as required by a practising or potential middle manager.

	Unit expiry date
	31/12/2014

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to MSC 2004 NOS: B1, B6, C2, C4, C5, C6, D6, F1, F2, F11

	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
	
· Concepts of authority and power; responsibility and accountability
· Differences between managing in public, private and voluntary sectors
· Processes of delegation and empowerment
· Factors influencing behaviour at work; theories of motivation and their application to individuals, including incentives and rewards
· Strategies to encourage managed risk-taking and to learn from failure
· The characteristics and behaviours associated with initiative, leadership, creativity and innovation, and how to foster them
· Need for performance assessment, and provision of development and/or counselling where necessary
· Relationship between team performance and organisational goals and objectives
· The Balanced Scorecard
· Quality initiatives such as TQM
· Techniques to evaluate team performance
· Feedback, recognition and reward techniques to support, motivate and monitor


	2
	
· Characteristics of groups and teams, team membership and leadership
· The importance of direction and values in creating effective teams
· Stages in team development, use of team roles for building a balanced team
· Teams in different contexts, e.g. operational, project, management, contractors, volunteers
· Inter-relationships between team and individual performance and development
· Factors influencing behaviour, theories of motivation and their application to teams, including reward systems, promotion, succession, and job rotation
· Techniques to evaluate team performance
· Techniques to review own performance, such as peer review and 3600 feedback
· Management and leadership styles and qualities
· Methods to promote trust and respect within the team










	Title:
	Assessing Your Own Leadership Capability and Performance 

	SCQF Level:
	9

	Credit value:
	6

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

	
64 Understand leadership styles within an organisation

	
1.1


1.2
	
Review the prevailing leadership styles in the organisation

Assess the impact of the prevailing leadership styles on the organisation’s values and performance


	
65 Be able to review effectiveness of own leadership capability and performance in meeting organisational values and goals

	
2.1



2.2



2.3

	
Assess own ability to apply different leadership styles in a range of situations

Assess own ability to communicate the organisation’s values and goals to staff in own area

Assess own ability to motivate others and build commitment to the organisation’s values and goals


	
66 Be able to adopt an effective leadership style to motivate staff to achieve organisational values and goals

	
3.1




3.2
	
Justify the most effective leadership style to motivate staff in own area, to achieve the organisation’s values and goals 

Implement the most effective leadership style in order to motivate staff in own area to achieve the organisation’s values and goals


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop understanding and ability to lead teams to achieve organisational values and goals as required by a practising or potential middle manager.

	Unit expiry 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: A2, A3

	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
	01/01/2008

	Unit guided learning hours
	15

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· A range of leadership theories and different leadership styles, such as:
· the trait approach to leadership
· the behavioural school (McGregor, Blake and Mouton)
· the contingency or situational school (Fielder, Hersey-Blanchard, Tannenbaum and Schmidt, Adair)
· leaders and followers (Servant Leadership, Team Leadership, Transactional and Transformational)
· dispersed leadership
· The key responsibilities of the leadership role in terms of:
· taking responsibility
· contributing to overall vision and goals
· setting and providing guidance on values
· setting direction for significant programmes or projects
· stimulating innovation and enterprise
· anticipating, planning for and leading change
· overcoming obstacles
· delegating
· setting objectives for teams and individuals
· communicating and motivating
· supporting and developing programmes, projects, teams and individuals
· modelling appropriate behaviour
· representing the team and feeding back its experiences and views
· protecting the team and its members
· Assessing the impact of different leadership styles
· Organisational values and acceptable standards of behaviour in the organisation
· Organisational values and organisational purpose, vision and mission


	2
	
· Theories and principles of delegating responsibility and empowering others
· The critical importance of the leader gaining the motivation and commitment of others
· Critiques of the main theories of motivation, such as:
· Maslow’s Hierarchy
· McGregor’s Theory X and Theory Y
· Herzberg’s Two Factor Theory
· Vroom’s Expectancy Theory
· McClelland’s 3-Needs Theory
· Motivational factors that are available to the leader (e.g. safety and security, sense of belonging and common purpose, respect, recognition of achievement, empowerment and self-actualisation, sense of fulfilment, personal and professional development, material rewards, sanctions, job roles and employment conditions)
· How to evaluate motivational factors and select those that are appropriate to different situations and people
· Effective communication of values and goals
· Leadership to support the achievement of the organisation’s goals by encouraging common and acceptable norms of organisational behaviour


	3
	
· The concept of emotional intelligence as developed by different theorists and how it applies to the leadership role
· The importance of understanding one’s own strengths and limitations
· Using and interpreting different techniques to identify their own characteristics, strengths and limitations
· The importance of continuous self-development and how to identify opportunities to develop oneself in the leadership role
· The importance of leaders:
· displaying confidence and self-assurance by playing to own strengths and showing a readiness to take calculated risks
· being socially aware (empathy, organisational and ‘political’ awareness, service to others)
· managing relationships (inspiring, influencing, networking, conflict management)
· displaying self-leadership (controlling own emotions, particularly when under stress, being open and honest with others, showing integrity and trust worthiness, being flexible, setting challenging but realistic objectives for themselves and others, taking personal responsibility for significant challenges, seeing setbacks as opportunities rather than threats)
· communicating overall vision and goals and how to win and maintain the commitment of teams and individuals to these
· Effective techniques for communicating, persuading and negotiating both directly and indirectly with teams and individuals
· How to select communication, persuasion and negotiation skills appropriate to different situations and people
· The importance of being able to use a repertoire of leadership styles in different situations and with different people
· How to develop vision and goals for significant projects or programmes of work
· The importance of being aware of and analysing the internal and external environments in which the leader operates
· The leader’s role in supporting and mentoring team members



















































	Title:
	Becoming an effective leader 

	SCQF Level:
	9

	Credit value:
	5

	Unit guided learning hours
	9

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

	
67 Understand own ability to fulfil key responsibilities of the leadership role

	
1.1




1.2
	
Evaluate own ability to use a range of leadership styles, in different situations and with different types of people, to fulfil the leadership role

Use theories of emotional intelligence to review the effect of emotions on own and others’ performance


	
68 Be able to evaluate own ability to lead others

	
2.1


2.2


2.3
	
Review own ability to set direction and communicate this to others

Review own ability to motivate, delegate and empower others

Produce a personal development plan to improve own ability to lead


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of effective leadership 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)
	

	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) 
	M5.06 Becoming an effective leader

	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 key responsibilities of the leadership role in terms of:
· taking responsibility
· contributing to overall vision and goals
· setting and providing guidance on values
· setting direction for significant programmes or projects
· stimulating innovation and enterprise
· anticipating, planning for and leading change
· overcoming obstacles
· delegating
· setting objectives for teams and individuals
· communicating and motivating
· supporting and developing programmes, projects, teams and individuals
· modelling appropriate behaviour
· representing the team and feeding back its experiences and views
· protecting the team and its members
· A range of leadership theories and different leadership styles these illustrate, for example:
· the trait approach to leadership
· the behavioural school (MacGregor, Blake and Mouton)
· the contingency or situational school (Fielder, Hersey-Blanchard, Tannenbaum and Smidt, Adair)
· leaders and followers (Servant Leadership, Team Leadership, Transactional and Transformational)
· Dispersed Leadership
· How to evaluate the appropriateness of different leadership styles in the context of own responsibilities
· The importance of being able to use a repertoire of leadership styles in different situations and with different people
· The concept of emotional intelligence as developed by different theorists and how it applies to the leadership role


	2
	
· The importance of understanding one’s own strengths and limitations
· Using and interpreting different techniques to identify their own characteristics, strengths and limitations
· The importance of continuous self-development and how to identify opportunities to develop oneself in the leadership role
· The importance of leaders displaying confidence and self-assurance and to do this by playing to own strengths and showing a readiness to take calculated risks
· Social awareness in terms of:
· empathy
· organisational and ‘political’ awareness
· service to others
· Relationship management in terms of:
· inspiring
· influencing
· networking
· conflict management
· The characteristics of self-leadership in terms of:
· controlling own emotions, particularly when under stress
· being open and honest with others
· showing integrity and trustworthiness
· being flexible
· setting challenging but realistic objectives for themselves and others
· taking risks
· taking personal responsibility for significant challenges
· seeing setbacks as opportunities rather than threats
· The role that effective communication plays in conveying overall vision and goals and how to win and maintain the commitment of teams and individuals to these
· Effective techniques for:
· communicating both directly and indirectly with teams and individuals
· persuading
· negotiating
· How to select communication, persuasion and negotiation skills appropriate to different situations and people
· How to develop vision and goals for significant projects or programmes of work
· The importance of being aware of and analysing the internal and external environments in which the leader operates
· Spotting opportunities
· How to develop objectives and values that support overall strategy and vision
· Theories and principles of delegating responsibility and empowering others
· The critical importance of the leader gaining the motivation and commitment of others
· Critiques of the main theories of motivation, for example:
· Maslow’s Hierarchy
· MacGregor’s Theory X and Theory Y
· Herzberg’s Two Factor Theory
· Vroom’s Expectancy Theory
· McClelland’s 3-Needs Theory
· Motivational factors that are available to the leader, for example:
· safety and security
· sense of belonging and common purpose
· respect
· recognition of achievement
· empowerment and self-actualisation
· sense of fulfilment
· personal and professional development
· material rewards
· sanctions
· job roles and employment conditions
· How to evaluate motivational factors and select those that are appropriate to different situations and people
· The leader’s role in protecting and mentoring team members
· Needs for mentoring and support that individuals may have and how to meet these
· The role of continuous development and its importance to the organisation and to individuals
· How to evaluate different methods of developing others, both directly and indirectly and how to choose methods most appropriate to the people involved
· 














































	Title:
	Improving and maintaining the organisation’s environmental performance 

	SCQF Level:
	9

	Credit value:
	5

	Unit guided learning hours
	14

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

	1. Understand the strategic context of environmental sustainability
	
1.1




1.2




1.3



1.4



	
Explain why environmental sustainability is a strategic issue in the context of the organisation’s purpose and activities
Review current legislative requirements and codes of practice associated with environmental sustainability that impact on the organisation
Evaluate the organisation’s current environmental sustainability strategy, policy or standards

Recommend improvements to the organisation’s current environmental sustainability strategy, policy or standards


	2. Understand how to identify and resolve environmental problems and issues through an environmental audit 




	
2.1





2.2





	
Undertake an environmental audit, or baseline environmental audit, using an appropriate methodology in own area of responsibility to improve environmental performance

Produce a formal post-audit report comprising evaluation of findings, recommendations, action plan and monitoring and review techniques used to maintain improvements

	Additional information about the unit
	

	Unit purpose and aim(s)
	The aim of this unit is to develop understanding to improve and maintain environmental performance as required by a practicing or potential middle manager.

	Unit review date
	31 March 2017

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to Management & Leadership 2008 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)
	 
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	 

	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 business case for responding to the challenges of sustainability:
· Financial pressures and incentives to go green
· Reputation
· Legislation from UK and Europe
· Triple bottom line reporting: profit, people and planet
· Legislative requirements
· Regulatory requirements for specific industrial / commercial operations such as Packaging Waste Regulations, Electrical and Electronic Equipment Regulations
· Environmental Standards such as ISO14001, Eco-Management Audit System (EMAS), Energy Efficiency Scheme
· Environmental responsibilities in manager’s role, such as procurement, internal and external customers and suppliers, eco-design and development, energy awareness, identification and management of waste streams, excess materials, operations, heat / energy loss
· Reduction of carbon footprint (Carbon Reduction Commitment), alternative sources of heating and lighting and the use of eco-efficient equipment 


	2
	
· Environmental Management Systems (EMS) and EMS standards such as the British Standard BS7750 (BS11992), the European Eco-Management and Audit Scheme for Industry (CEC, 1993) and the DoE Eco-Management and Audit Scheme for UK Local Authorities (DoE,1995)
· Environmental audit practice and procedures and methodologies
· Reasons for environmental audits, such as compliance with legislation, pressure from customers and/or suppliers, demonstration of environmental concern and responsible environmental activity to the public
· Benefits of environmental audits such as compliance with laws, regulations and standards and company policies and the requirements of an Environmental Management System (EMS) standard
















































	Title:
	Managing remote workers

	SCQF Level:
	9

	Credit value:
	5

	Unit guided learning hours
	12

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

	
1. Understand the different forms of remote working that can best apply for business/enterprise requirements
	
1.1


1.2


1.3





	
Describe the differences between a range of remote working practices

Describe an organisation’s policy for addressing remote working practices 

Explain the contractual requirements that an organisation will require to ensure the remote worker achieves agreed or prescribed goals and objectives


	
2. Be able to apply the legislative and regulatory requirements for remote working
	
2.1




2.2



	
Explain the Health and Safety legislative requirements that apply to remote working practices including the use of IT equipment

Explain the requirements of the Data Protection Act that impact on remote working practices


	
3. Understand the benefits and disadvantages from managing remote workers
	
3.1



3.2



3.3

	
Describe the advantages of remote working for the employer / contractor and the remote worker

Describe the disadvantages that remote working brings for the employer / contractor and the remote worker

Explain the difficulties that a middle manager can experience from managing remote workers 


	Additional information about the unit
	

	Unit purpose and aim(s)
	The aim of this unit is to develop ability to effectively manage staff who work remotely from their organisation’s usual place of business or for those who have set up a business/enterprise working either from home or a managed facility.  

	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 & Leadership 2008 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)
	
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	

	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
	· ‘Remote working’ by employees who work away from an organisation's main site, such as home, from a remote office, or on the move
· Flexible working, flexi-time, annualised hours, compressed hours, staggered hours
· Obligations to the contactor / client, responsibility and authority, terms and conditions and contract of employment
· Employment rights and legal status of the enterprise


	2
	· Managing for health and safety and relevant health and safety legislation such as Health & Safety at Work Act 1974, Management of Health & Safety at Work Regulations1999, The Health and Safety (Display Screen Equipment) Regulations 1992, relevant Codes of Practice
· Data Protection Act 1998
· Regulatory requirements for service delivery to client, customer and/or contractor

	3
	· Advantages and disadvantages of remote working for the employer / contractor and the remote worker
· Planning, organisation, motivation and control of remote workers and remote working practices
· Implementing improvements to organisational policies and procedures for the planning, organisation, motivation and control of remote workers

















































	Title:
	Partnership working 

	SCQF Level:
	9

	Credit value:
	4

	Unit guided learning hours
	10

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

	3. Understand the principles of partnership working
	
1.1


1.2
	
Explain the differences between strategic and operational partnerships
Explain the key principles for establishing effective partnership working at strategic and operational levels


	4. Understand how to meet the needs and expectations of partners
	
2.1



2.2


2.3



2.4
	
Explain how effective partnerships can be formed between stakeholders with a shared interest

Analyse prospective partner interests and expectations for your organisation

Assess the long and short term benefits to be gained from effective partnership working in your organisation

Explain how barriers to effective partnership working might be overcome


	
5. Understand how to reach a partnership working agreement
	
3.1



3.2



	
Evaluate the process for establishing trust and agreement on the partnership’s aims and objectives

Evaluate monitoring and review processes and procedures for the achievement of agreed goals and objectives of an effective partnership working arrangement

	Additional information about the unit
	

	Unit purpose and aim(s)
	The aim of this unit is to develop understanding and ability to work with partner organisations to achieve a common goal.

	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 & Leadership 2008 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)
	 
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	 

	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
	
· Key principles of partnership working such as openness, trust and honesty between partners, agreed shared goals and values, regular communication between partners
· Process for working partnership development, informal and integrated working partnerships
· Levels or degrees of partnership and strategic and operational ‘fit’
· Strategic / Operational partnership working arrangements and differences such as their aims and objectives, commissioning and management arrangements, arrangements for sharing information, monitoring and evaluation


	2
	
· Benefits of partnership working such as tackling complex problems that cross organisational boundaries, better co-ordination of product or service change, pooling learning, resources (including financial)  and expertise, gaining improved access to financial resources, responding to a perceived threat, increasing joint market share or competitive advantage, collaboration on new joint project beyond the capabilities of a single organisation 
· Risks of partnership working and barriers to partnership working such as loss of reputation if a partner fails to deliver agreed outcomes, potential loss of intellectual property, different cultures and imperatives leading to conflicts of interest, employee turnover, reluctance to share information and data, lack of time available to commit to the partnership, misconceptions or previous negative experiences


	3
	
· Negotiation skills for reaching a partnership working agreement
· Features of a partnership working agreement such as level of formality, shared purpose underpinning the collaboration, specific objectives, partners’ individual vision, mission and values, benefits of collaboration to each partner, length of the collaboration, roles and responsibilities, arrangements and processes for communication, monitoring and audit 















































	Title:
	Understanding governance of organisations 

	SCQF Level:
	9 

	Credit value:
	6

	Unit guided learning hours
	18

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

	
1. Understand the role and responsibilities of governance within an organisation.


	
1.1


1.2



1.3




1.4

	
Describe governance as it applies to an organisation that you are familiar with

Describe the range of trustees’ responsibilities within the governing body of an organisation

Explain the organisation’s committee / sub-committee structure for delegating identified roles and responsibilities relating to governance

Compare the main responsibilities of the governing body with those of the organisation’s management team


	
2. Understand the legal and financial undertakings of a governing body.


	
2.1



2.2
	
Evaluate the procedures in place that ensure compliance with legal and regulatory requirements of governance

Evaluate the effectiveness of organisation’s procedures for reviewing its plans and budgets with the governing body


	
3. Understand how to influence the effectiveness of the governing body


	
3.1



3.2




3.3
	
Explain the process for identifying and recruiting members to the governing body

Describe the procedures for monitoring induction, training and on-going development for newly appointed members to the governing body

Critically evaluate how feedback from the organisation’s staff, customers, and other stakeholders impacts on the actions of the governing body


	Additional information about the unit
	

	Unit purpose and aim(s)
	The aim of this unit is to develop understanding of how to respond effectively to the challenges of governance within a public/private enterprise such as charitable trusts, NGOs, schools, housing associations, or similar social enterprises in order to improve strategic business performance.

	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 & Leadership 2008 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)
	
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	

	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
	
· Description and definition of governance
· Legal structure that best fits the aims and objectives, such as Trust, Limited Company, Community Interest Company, Company Limited by Guarantee, Unincorporated Association
· Governance and strategic direction and accountability
· Responsibilities of trustees 
· Relationship between, and roles and responsibilities of, the governing body and the management team
· Delegation of identified roles and responsibilities relating to governance
· Delegation to committees, staff and volunteers (as applicable) 


	2
	
· Compliance with legislative and regulatory requirements, protection and use of assets, financial solvency and risk
· Risk management
· Developing, setting and monitoring operational plans and budgets
· Monitoring spend against plans and budgets


	3
	
· Recruitment and selection policies and procedures for members to the governing body
· Training and development for members of the governing body 
· Listening and responding to views of others within and external to the organisation
· Handling complaints and complaint procedures
· Consideration of responsibilities to the wider community (such as environmental impact)
· Managing conflicts of interest






































	Title:
	Knowledge and information management  

	SCQF Level:
	9

	Credit value:
	5

	Unit guided learning hours
	14

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

	6. Understand the concept and importance of knowledge management in terms of an organisation’s knowledge assets and their management.

	
1.1


1.2



1.3




1.4



1.5
	
Explain the relationship between data, information, knowledge and wisdom 
Explain the relationship between individual knowledge and organisational knowledge 
Apply analysis and modelling techniques to identify knowledge assets, within own area of organisation 
Evaluate the actual and potential knowledge assets, within own area of organisation 
Present a rationale for capturing and managing knowledge, within own area of organisation  

	7. Understand the key knowledge management processes required for innovation
	2.1



2.2 


	Explain what is required to create, store, apply and integrate knowledge 

Evaluate the impact of intellectual property rights on the organisation 

	8. Be able to develop a framework for establishing a knowledge management culture

	
3.1



3.2


3.3



3.4
	
Explain the contribution that significant knowledge assets have on the organisation 
Evaluate the knowledge requirements for the organisation’s operations 
Evaluate the organisations current framework for enabling knowledge sharing within the organisation 
Recommend improvements to the organisations current framework for enabling knowledge sharing within the organisation 


	Additional information about the unit
	

	Unit purpose and aim(s)
	The aim of this unit is to develop understanding and ability to enable a practicing or potential middle manager to respond effectively to the challenges of managing knowledge and information within an organisation in order to protect the business and to improve business performance.

	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 & Leadership 2008 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)
	 
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	 

	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
	
· Data – an attribute not in context, Information – data in context, description, definition, purpose; Knowledge – strategy, practice,  method, Wisdom – insight, 
· Modelling techniques such as; SWOT and PESTEL analyses, IDEF (Process Flow and Object State Description Capture Method (R Mayer) – business processes, resources, capabilities, roles and authority, communication between resources, control systems. 
· Knowledge assets such as; products, processes, markets, technologies, organisations
· Knowledge processes such as; application, development, preservation, transfer, transforming, updating
· Perspectives of (i) the business, (ii) management and (iii) operational tasks
· Knowledge usefulness, weaknesses and appropriateness 
· Equipment operational skills, production processes, staffing, 
· Knowledge storage and retrieval systems; such as hard-copy / electronic filing systems and procedures, internet, staff / personnel own work-related knowledge. 
· Potential of sharing knowledge for different applications and types of user.
· Identify and capture quality knowledge for creating / maintaining a competitive edge
· Improving productivity and profitability by maximizing resourcefulness


	2
	
· Planning for future development
· Capability to operate current activity together with potential / proposed changes 
· Methodology of procedures, project planning.
· Staff learning and development, equipment updating, new equipment installations
· Communication effectiveness – vertical, from operator to senior management; horizontal, between section / departmental staff
· Management Information Systems (MIS) and Knowledge Management Systems (KM Systems)


	3
	
· Wisdom / Systems thinking techniques (Senge), insightfulness
· Auditing of people, processes and products
· Total quality management
· Patterns of reliability and predictability
· Supply chain activity from raw materials through production to marketing and distribution
· SMART action planning to address identified improvements to (i) current organisational capability and (ii) future development.























	Title:
	Understanding the skills, principles and practice of effective management coaching and mentoring

	SCQF Level:
	9

	Credit value:
	5

	Unit guided learning hours:
	18

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

	
1 Understand the purpose of coaching and mentoring within an organisational context
	
1.1



1.2



1.3

	
Define what coaching and mentoring is within the context of an organisation and explain the similarities and differences between coaching and mentoring
Identify potential individual, operational and organisational barriers to using coaching or mentoring and develop appropriate strategies for minimising or overcoming these
Present the case for using coaching or mentoring to benefit individuals and organisation performance


	
2 Understand the skills, behaviours, attitudes, beliefs and values of an effective coach or mentor


	
2.1

2.2

2.3



	
Critically explore the knowledge, skills, and behaviour of an effective coach or mentor
Analyse why coaches or mentors require effective communication skills 
Review the responsibilities of the coach or mentor to manage relationships (including values and power) and remain ethical and non-judgemental


	
3 Understand the role of contracting and the process to effectively coach or mentor
	
3.1

3.2


3.3


3.4
	
Review a model or process which should be followed when formally coaching or mentoring
Analyse the rationale for and the characteristics of effective contracting within coaching or mentoring
Explain the necessity of exploring the expectations and boundaries of a coaching or mentoring programme with all stakeholders
Justify the rationale for supervision of coaches and mentors in practice


	
4 Understand the principles of effective coaching or mentoring in practice and how to evaluate benefits

	
4.1

4.2
	
Critically review the elements required for effective and integrated coaching or mentoring
Analyse how the benefits of coaching or mentoring should be evaluated

	Additional information about the unit
	

	Unit purpose and aim(s)
	To enable learners to understand the role and contribution of coaching and mentoring to individuals and organisations and make a case for using management coaching and mentoring in their organisations.

	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 Coaching & Mentoring 2012 NOS: LSI CM01, LSI CM02, LSI CM03, LSI CM04, LSI CM08, LSI CM10

	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)
	Learning and Skills Improvement Service (LSIS)

	Equivalencies agreed for the unit (if required)
	D5.01 – Understanding how management coaching and mentoring can benefit individuals and organisations

	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
	Restricted to City & Guilds

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· Definitions of coaching and mentoring
· Differences and overlaps of coaching, mentoring, counselling and training 
· Overview of therapy and counselling, differentiating between them and coaching and mentoring and identifying the boundaries 
· Organisational context – vision, mission, size, structure and readiness for coaching and mentoring
· Individual and organisational benefits of coaching and mentoring
· Costs and benefits of coaching and mentoring – financial and personal/social/emotional
· Alternative strategies for developing and supporting employees, including different training strategies (long and short courses, in-house and external, distance/flexible/e-learning, etc)
· Range of formal and informal learning opportunities, their costs and benefits and utility in developing particular knowledge and skills
· Corporate objectives and the contribution of coaching and mentoring to their achievement
· Organisational, operational and individual barriers (time, resources, attitudes, values, ownership, etc) and strategies for overcoming these barriers
· Techniques for programme monitoring, review and evaluation


	2
	
· Different perspectives on mentoring and coaching
· Contracting, agreeing the coaching process and framework
· Organisational context of coaching (senior manager buy in, other related policies and procedures)
· Different models of learning style and preference 
· The knowledge, skills and behaviours of an effective coach and mentor
· Models of coaching and mentoring able to contribute to performance improvement (examples of models that may be used include: performance coaching/life coaching, GROW Model, Argyris’s double loop learning, Kolb’s learning cycle, Gardner's Multiple Intelligences, Myers-Briggs, hemispherical dominance, transformational learning, Johari’s window, NLP, and other psycho-social models)
· Range of learning and counselling services available
· Legal aspects of coaching and mentoring (health & safety, equal opportunities, disability, etc) and ethical issues (abuse of power and authority, personal intimacy and sexual harassment)
· The role of supervision in coaching and mentoring
· Concepts of power and authority (personal/positional, zero-sum, etc), and power dynamics (especially power relationship between self and client)
· Cultural issues working with a diverse workforce (gender stereotyping, race, religion and sexuality, etc)
· Personal beliefs and values, their source and effect on attitudes and behaviours
· Behavioural traits, their drivers and effect on others (e.g. nature/nurture debate on sex/gender, and differences in cognition and behaviour)
· Communication theories (e.g. discourse analysis theories, overview of socio-linguistics)
· Relationship characteristics and contrasts between coaching and mentoring (judgemental/non-judgemental, transactional analysis, etc)
· Distinguishing the appropriate physical environments for mentoring and coaching, especially the need for confidentiality


	3
	
· Processes and models for effectively coaching (GROW, ARROW, OSKAR, OSCAR, Skilled Helper etc)
· Questioning processes and techniques (solution focused, clean etc)
· Contracting arrangements (stakeholder involvement, 2 way and 3 way contracting)
· Explaining the purpose, principles, ethics, practice of coaching or mentoring to gain stakeholder understanding
· Different contracts for coaching or mentoring (and different focus of relationship explored at contracting stage)
· Goal setting when contracting
· Ground rules for engagement and feedback
· Contracting timescales and scheduling coaching or mentoring activity
· Supervision – principles and practice 
· Links to contracting
· Codes of practice (used when contracting to support)


	4
	
· Organisational structure, culture and the role coaching or mentoring has supporting performance
· Values, ethics and principles underpinning coaching and mentoring
· Culture and environments appropriate to embedding coaching or mentoring within organisations
· Support for coaching or mentoring internally (policies, procedures, strategies and senior level support)
· Barriers to coaching and mentoring within organisations (individual, team, operational, organisational)
· Determining and agreeing strategic objectives relating to coaching and mentoring
· Standards and indication of competence applicable to coaches or mentors
· Standards, indicators and success measures (return on investment and evaluation techniques) to monitor and evaluate the impact of coaching and mentoring in an organisation
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