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Qualification Purpose and Aim 
Who are these qualifications for? 

These non-technical qualifications suite is aimed at sub contractors, gangers, foreman, team leaders, supervisors, site managers and anyone requiring a thorough understanding of management and leadership principles to effectively lead, supervise and safely manage people across the many different industry sub sectors within the expanding built environment and construction industry. 
The Awards and Certificate is suitable for practising team leaders and supervisors as well as those looking for promotion and/or for those identified through talent management programmes, the opportunity to formally develop and consolidate their skills through an industry benchmark qualification.

The construction units aim to develop core leadership and management, coaching, influencing, motivational, quality, productivity and people skills needed to drive forward projects and programmes of work inline with the sectors skills needs of major employers, contractors and projects.
The Diploma offers a more challenging learning and development experience for more established or experienced industry workers by deepening their skills sets in other aspects of management and leadership so they can improve operational performance and work in partnership with other levels of management.
To meet the industry employability requirements, it is recommended learners should meet any pre-requisite industry compliance requirements stated in the learning pathways, have some current industry experience and good knowledge and application of basic Maths, English and ICT prior to entry to ensure no barriers to progression and maximising employability. Learners should also bring their “Technician skills” relevant to their trade and occupation.
Recommended course pre-requisites
It is highly recommended that learners should already possess or be working towards holding some of the following pre-requisites in order to meet the industry standard requirements to be able to work onsite.
· Construction Skills Health and Safety Test Card
· CSCS Blue Card
· Site Management Safety Training Scheme (SMSTS)
· Site Supervision Safety Training Scheme (SSSTS)
· PQP Yellow and White Card, 

· Triple Bar for New Build Sites
· CCNSG Safety Passport Tunnel Safety Card

· Construction Plant Competence Scheme Card
Benefits for individuals 
· Completing either the Certificate or Diploma will allow you to apply for the Construction Skills Certification Scheme (CSCS) Academically Qualified Person (AQP) card. For more information, please visit the CSCS website at https://www.cscs.uk.com/
· Operation of constructions projects and programmes.
· Management techniques for sites and people. 

· Managing and leading site safety and workplace behaviour.
· Team leadership skills and supervision.
· Leadership styles and effective communication.
· Meeting the future developments and industry challenges.
Benefits for employers

· Latest best practice in people and site management skills and techniques.
· Safer and more efficient use of physical, fiscal and human resources on site.
· Proven and demonstrated application of skills for tenders and major contracts.
· Compliance.
· Meeting the technical and competence needs of programmes and projects.
· Grant funded by C-Skills.
Progression Routes
These qualifications will provide progression opportunities to a range of qualification such as:

	· ILM Level 3 and 4 qualifications in Leadership and Management

· Level 3 NVQ in Site Supervision (QCF) 
· Advanced Apprenticeship in Construction Site Supervision

· Foundation Degree in Construction Site Management (FdSc) 

· Level 6 NVQ in Construction Site Management (QCF) 


Qualifications Specific Occupational Competency Requirements

ILM VRQs are derived from the QCF Level Descriptors and are designed to develop learners knowledge, understanding and skills which are then assessed through a range of work related assessments. Centre tutors, assessors and internal verifiers are therefore required as a team to have a combination of appropriate competences in learning, assessment and internal quality assurance methodologies together with knowledge and experience in delivering, assessing/verifying the ILM Level 3 in Leadership and Management Practice for the Construction and Built Environment Sector.
The occupational requirements checklist cannot therefore be prescriptive and the evidence indicators are offered as guidance. Centre staff will only be expected to meet a range of the evidence indicators.

Note: It is envisaged that the generic core of the qualification will be focused on the contextualised needs for leadership and management development across all the subsectors of construction and the built environment sector.
The table below only shows the scope of occupational competence requirements for the generic core of the ILM Level 3 Award/Certificate and Diploma in Leadership and Management Practice for the Construction and Built Environment Sector.
	Tutors Occupational Competence Requirements
	Evidence Indicators

	Relevant and sufficient experience of the construction and built environment sector appropriate to the breadth of the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector for which the center is approved.
	· Current (within the last three years) experience of the construction and built environment sector appropriate to the breadth of the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector for which the centre is approved.



	A thorough knowledge and understanding of the construction and built environment sector appropriate to the breadth of the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector for which the centre is approved.


	· A qualification relevant to the construction and built environment sector appropriate to the breadth of the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector for which the center is approved.

or 

· Substantial knowledge and understanding of the construction and built environment sector appropriate to the breadth of the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector for which the center is approved.

	Continuing Professional Development (CPD).
	· Evidence of participation over the past three years in CPD relevant to the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector.
or 
· Membership of an institute or association appropriate to the level and subject areas of the qualification(s).

	Knowledge, understanding and application of a range of teaching and learning methodologies relevant to the level and subject areas of the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector.
	· Hold a valid and recognised teaching/training qualification. 
or
· Show evidence of current (within the last three years) experience of delivering training appropriate and relevant to the requirements of the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector.

	Knowledge of ILM VRQ learning and assessment processes.


	· Previous experience of delivery of ILM VRQ Level qualifications appropriate to the level and subject area of the qualification. 

or

· Knowledge of the QCF Credit Framework and Level Descriptors appropriate to the level of the qualification. 

or

· Planned CPD by centre.


	Internal Verifiers and/or Centre Assessors Occupational Competence Requirements
	Evidence Indicators

	Relevant and sufficient experience of the construction and built environment sector appropriate to the breadth of the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector for which the center is approved.
	· Current (within the last three years) experience of the construction and built environment sector appropriate to the breadth of the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector for which the centre is approved.



	A thorough knowledge and understanding of the construction and built environment sector appropriate to the breadth of the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector for which the centre is approved.


	· A qualification relevant to the construction and built environment sector appropriate to the breadth of the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector for which the center is approved.

or 

· Substantial knowledge and understanding of the construction and built environment sector appropriate to the breadth of the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector for which the center is approved.

	Continuing Professional Development (CPD).
	· Evidence of participation over the past three years in CPD relevant to the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector.
or 
· Membership of an institute or association appropriate to the level and subject areas of the qualification(s).

	Knowledge, understanding and application of a range of assessment and/or internal quality assurance methodologies relevant to the level and subject area of the qualification units for which the centre is approved.
	· Have a relevant qualification in assessment and/or internal quality assurance (e.g. TAQA or equivalent).
or
· Demonstrate clear and sufficient evidence of current (within the last three years) experience of assessment and/internal quality assurance appropriate and relevant to the level and subject area of the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector.

	Knowledge of ILM VRQ learning and assessment processes.


	· Previous experience of delivery of ILM VRQ Level qualifications appropriate to the level and subject area of the qualification. 

or

· Knowledge of the QCF Credit Framework and Level Descriptors appropriate to the level of the qualification. 

or

· Planned CPD by centre.

	Continuing Professional Development in assessment and/or internal quality assurance.
	· Show sufficient evidence over the past three years of participation in CPD in relation to assessment and/or internal quality assurance relevant to the Level 3 qualification(s) in Leadership and Management Practice for the Construction and Built Environment Sector.


Qualifications Structures and Details

ILM Level 3 Award, Certificate and Diploma in Leadership and Management Practice for the Construction and Built Environment Sector (Multiple pathway qualification)
	Qualification Accreditation No:
	Award (601/5583/8)
Certificate (601/5584/X)

Diploma (601/5589/9)

	Planned Operational Start Date:
	02 February 2015

	Credit Value:
	Award (7/8 credits)
Certificate (15/17 credits)

Diploma (37 credits)

	Induction:
	Award (minimum 1 hour)

Certificate (minimum 2 hours)
Diploma (minimum 2 hours)

	Tutorial Support:
	Award (minimum 2 hours)

Certificate (minimum 4 hours)

Diploma (minimum 7 hours)

	Guided Learning Hours (GLH):
	The overall guided learning hours for the programme depends on the specific units selected, combined with the additional induction and tutorial support cited above.
Minimum GLH

Average GLH

Award

20

24

Certificate

57

63

Diploma

115

135



	Duration:
	To be completed in 3 years

	Rules of Combination:
	Award

Learners are required to undertake 2 units from mandatory unit group (300, plus any 1 of 301, 315, 316 or 317) to gain a minimum of 7 credits to achieve the qualification (see units table on next page)
Certificate

Learners are required to undertake a compulsory minimum of 17 credits to achieve the qualification. They need to complete 2 units from mandatory unit group (300, plus any 1 of 301, 315, 316 or 317) plus additional credits from Group 2 up to the minimum required amount. 

Note: learners studying the generic pathway require 15 credits to achieve the certificate. 
Diploma

Learners are required to undertake a minimum of 37 credits to achieve this qualification. They need to complete mandatory units from Group 1 and 2 (300 to 305, 400 plus 1 of 315, 316 or 317) additional credits must be achieved from units in Group 3.
Note: Learners studying the generic pathway are not required to take either 315, 316 or 317.



	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 (towards the end of this document)
A range of assessment methods maybe used in assessing the units in order to award credit, including and not limited to:

· Short answer questions (SAQs)

· Recorded professional discussion

· Portfolio of workplace products/outputs 

· Observed oral presentations/briefings

· Scenarios and case studies of realistic working environments

· Integrated written unit assignments 
Centre devised assessments are encouraged to meet specific training needs, timescales, learning styles and preferences. 
This should be devised in consultation with an ILM Product Quality Adviser or Quality Manager and be approved prior to delivery.




Overview of Units for the ILM Level 3 Award/Certificate and Diploma in Leadership and Management Practice for the Construction and Built Environment Sector



(Multiple pathway qualification)

	Group 1 

	Ref
	Unit Title
	Level
	CV**
	GLH***

	8626-300
	Leadership and Management Practice for the Construction and Built Environment Sector
	3
	3
	14

	8626-301

	Delivery of Site Operations and Logistics
	3
	4
	14

	8626-315
	Nuclear Safety Culture
	3
	4
	14

	8626-316
	Supervision in Tunnelling Environments
	3
	5
	6

	8626-317
	Supervising an Extractive Site Safely
	3
	4
	15


	Group 2

	Ref
	Unit Title
	Level
	CV**
	GLH***

	8626-301
	Delivery of Site Operations and Logistics
	3
	4
	14

	8626-302
	Understanding Commercial Awareness
	3
	3
	14

	8626-303
	Handling Difficult Situations
	3
	3
	14

	8626-304
	Reading and Executing a Short-Term Programme
	3
	4
	14

	8626-305
	Achieving Performance Through People
	3
	4
	14

	8626-400
	Managing Own Personal and Technical Development
	4
	3
	9


	Group 3

	Ref
	Unit Title
	Level
	CV**
	GLH***

	8626-200
	Developing Yourself as a Team Leader*
	2
	1
	6

	8626-201
	Improving Performance of the Work Team*
	2
	1
	6

	8626-202
	Planning and Monitoring Work*
	2
	2
	8

	8626-203
	Developing the Work Team*
	2
	1
	6

	8626-204
	Briefing the Work Team*
	2
	1
	6

	8626-205
	Leading Your Work Team*
	2
	2
	6

	8626-206
	Building an Awareness of Waste Management*
	2
	2
	9

	8626-207
	Diversity in the Workplace*
	2
	1
	6

	8626-306
	Understanding the Induction of New Staff in the Workplace*
	3
	1
	3

	8626-307
	Understanding Training and Coaching in the Workplace*
	3
	2
	7

	8626-308
	Understanding Organising and Delegating in the Workplace*
	3
	1
	4

	8626-309
	Managing Workplace Projects*
	3
	2
	7

	8626-310
	Understanding Sustainability and Environmental Issues in an Organisation*
	3
	3
	10

	8626-311
	Understanding Security Measures in the Workplace*
	3
	2
	7

	8626-312
	Solving Problems and Making Decisions*
	3
	2
	9

	8626-313
	Giving Briefings and Making Presentations*
	3
	2
	4

	8626-314
	Understanding How to Manage the Efficient Use of Materials and Equipment*
	3
	2
	7

	8626-315
	Nuclear Safety Culture
	3
	4
	14

	8626-401
	Understanding the Management Role to Improve Management Performance*
	4
	4
	15

	8626-402
	Planning and Leading a Complex Team Activity*
	4
	4
	6


* Unit and its assignment, mark sheet are searchable on the ILM website at https://www.i-l-m.com/Information-for-centres/Guides-and-resources 
** Credit Value

*** Guided Learning Hours

Units Information for the ILM Level 3 Award/Certificate/Diploma in Leadership and Management Practice for the Construction and Built Environment Sector (Multiple pathway qualification)
Note: The following pages only showcase the construction skills units, their assessments and mark sheet. For the ILM specialist Level 2, 3 and 4 Leadership and Management units, assessments and mark sheet (required to undertake the Diploma qualification), please refer to the ILM website and the web link provided in the overview of units table (page 13).
	Title:
	Leadership and Management Practice for the Construction and Built Environment Sector

	Level:
	3

	Credit value:
	3

	Unit guided learning hours:
	14

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

	1 Understand the roles and responsibilities of a site supervisor or team leader
	1.1

1.2

1.3

1.4

1.5


	Describe the responsibilities of the site supervisor or team leader in ensuring safety on site

Describe the responsibilities of the site supervisor or team leader in ensuring quality requirements are met

Describe the responsibilities of the site supervisor or team leader in ensuring productivity targets are achieved

Describe the responsibilities of the site supervisor or team leader in ensuring behavioural standards on site are appropriate and contribute to the achievement of project and work plans

Explain the role of the site supervisor or team leader in organisational procedures relating to poor performance or behaviour 


	2 Understand the differences between leadership and management and the relationship between the two
	2.1

2.2

2.3

2.4

2.5

2.6


	Explain why a site supervisor or team leader needs to be both a manager and a leader

Explain the site supervisor’s or team leader’s role as a manager in achieving team objectives and outcomes

Describe how you apply a range of leadership styles

Describe how you set direction and communicate this to others

Describe how you motivate and empower your team

Identify and prioritise areas for personal development to improve own ability to lead



	3 Understand the role of quality management in site management

	3.1

3.2

3.3
	Explain, with examples, what is meant by the ‘cost of quality’

Describe one quality standard for internal customers and one quality standard for external customers

Describe the record-keeping process for maintaining quality



	4 Understand the importance of health and safety in site management

	4.1

4.2

4.3

4.4

4.5

4.6

4.7
	List current legislation and industry regulations relating to health and safety at work that are relevant to the responsibilities of a site supervisor or team leader

Describe your organisation’s policy in relation to one specific item of legislation or regulation

Describe how to conduct a risk assessment

Explain the difference between a risk assessment and a method statement

Describe how to ensure the team is aware of health and safety requirements

Explain why it is important to monitor health and safety and keep accurate records

Explain the supervisor’s or team leader’s role in monitoring health and safety and maintaining accurate records



	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of using leadership and management skills to ensure safety and quality requirements and appropriate standards of behaviour are met when achieving project and work plans as required by a practising or potential team leader or site supervisor.

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

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

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

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

	Location of the unit within the subject/sector classification system
	5.2 - Building and Construction
15.3 – Business Management

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

	Availability for use
	ILM and City & Guilds

	Additional Guidance about the Unit

	Indicative Content:

	1
	· Roles and responsibilities of a site supervisor or team leader, including:

· Management of staff

· Hiring, disciplining and mentoring staff and providing training

· Relevant employment legislation

· Implementing organisational procedures

· Setting performance targets

· Communicating with line managers

· Problem-solving

· Health and Safety legislation

· Quality and quality systems

· Project management

· SQPPP approach of Safety, Quality, Productivity, People and Process



	2
	· Differences between leadership and management

· The complementary nature of leadership and management

· Leadership to set direction, motivate and empower

· Theories and models of leadership, such as Action-Centred, Trait, Situational, Transformational, Contingency, Tannenbaum and Schmidt Continuum
· Leadership Styles



	3
	· Cost of Quality (COQ) as the cost of not creating a quality product or service

· Quality and its importance to customers (internal and external)

· Difference between quality assurance and quality control

· Difference between design quality and process quality standards

· Total Quality Management (TQM) and other relevant quality systems

· Quality management and continuous improvement

· Involving the team in quality

· Record-keeping and quality

· Statistics and quality management

· Impact of poor quality on project interdependencies



	4
	· Legal background to Health and Safety, such as statute law, common law, negligence and their effects on the workplace

· Approved Codes of Practice and Guidance Literature as relevant to the construction industry

· The Health and Safety at Work etc. Act 1974

· Levels of statutory duty and legal obligations to provide Health and Safety information, instruction and training

· Risk assessment and method statements

· Safety Representatives and role of Safety Committees

· Recording and reporting of injuries, diseases and dangerous occurrences

· Importance of creating a safety culture at work and taking account of health and safety in all decision-making

· Effective methods of supervising site activities

· Site briefings to raise awareness of Health and Safety


	Title:
	Supervision in Tunnelling Environments

	Level:
	3

	Credit value:
	5

	Unit guided learning hours:
	14

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

	1 Understand current developments in the tunnelling industry in the UK
	1.1

1.2


	Explain how the skills and knowledge required by a tunnelling supervisor have changed in response to developments in tunnelling methods and techniques over the last five years

Explain how you ensure you remain competent to carry out your duties and responsibilities as a supervisor in the tunnelling industry



	2 Understand the basics of tunnelling techniques and logistics
	2.1

2.2


	Explain the basic responsibilities of the supervisor for recognising and responding to changing ground conditions and protecting the face 

Describe the back-up services and resources required 

 

	3 Understand the safety and local environmental impacts of tunnelling projects
	3.1

3.2

3.3

3.4
	Describe a major incident that could occur on site and explain your role should this incident occur
Describe how the supervisor manages patterns of shift allocation in accordance with all relevant regulations

Describe how tunnelling work impacts upon the local environment 
Explain the supervisor’s responsibilities for ensuring the segregation of waste materials



	4 Understand how to establish an effective team through developing working relationships and communication skills
	4.1

4.2

4.3

4.4

4.5

4.6
	Explain the benefits of effective working relationships in developing and maintaining the team

Describe behaviours which could develop and maintain trust on site

Explain the responsibilities of the supervisor in imparting and receiving information at handover 

Describe what information from a method statement must be briefed to the workforce

Prepare a daily briefing or a toolbox talk 

Explain the recording requirements following a daily briefing



	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of the leadership and management skills required by a tunnelling supervisor to establish and maintain effective teams using valid tunnelling techniques and logistics in a safe and environmentally-responsible tunnel environment.  

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

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

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

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

	Location of the unit within the subject/sector classification system
	5.2 - Building and Construction

15.3 – Business Management

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

	Availability for use
	ILM 

	Additional Guidance about the Unit

	Indicative Content:

	1
	· Military and civil uses of tunnelling

· Hand work and developments of the tunnelling shield

· Development of drum digger to TBM

· Recent developments and innovations in hydraulics, electronics, computers and GPS

· International developments and projects

· TBM manufacturing and developments

· Tunnelling development – ground types

· SCL developments – fibres and polymers

· Current tunnelling projects and developments

· Personal and professional development to keep skills and knowledge current



	2
	· Use of shield, handwork, pipe-jacking and SCL

· Protecting the face, timber, shotcrete

· Preventing collapse

· Ground conditions and development of TBM

· Micro tunnelling

· Robotic tunnelling

· Shaft sinking and current methodologies

· Tunnel transport systems

· Influence of cost, length of tunnel, location and ground conditions as factors in the choice of tunnelling technique adopted

· Back-up services and logistics in tunnel operations such as:

· spoil removal by skips or continuous belt system for a TBM

· use of dumper and Moxy vehicles for SCL or a combination of dump trucks and conveyor

· delivery of materials to the face by track for a TBM, order of loco, segments and materials

· crossing points within the tunnel and number of locos required

· SCL types of plant to deliver materials, pipe work for concrete delivery

· use of a re-mixer or concrete bullet

· The role of the supervisor in amending and adapting logistics and resources as he sees fit to maintain progress

· Supervisor’s responsibility in taking real-time decisions in a tunnelling environment that changes over time due to events out of his control 



	3
	· 360° tunnel awareness

· Safe Work Systems in tunnel environments

· Supervisor’s responsibility in being aware of the impact of the tunnel on the surrounding area, including air and noise pollution and possibility of collapse of nearby buildings

· Evacuation procedures 

· Setting realistic expectations – SQP

· Recognition of competency and training requirements

· Recognition of ground types and conditions

· Waste generated by tunnelling activities

· Spoil removal

· Dealing with gasses and contaminated ground

· BS6164:2011 Safety in Tunnelling

· Supervisor’s responsibilities in de-watering, use of silt busters, and contaminated ground

· Site logistics

· Use of briefings and method statements and site diary and their status as legal documents

· The importance of maintaining accurate records

· Distribution and use of tally cards

· Understanding and application of the Working Rule Agreement

· Effective and appropriate use of ‘handover’



	4
	· The supervisor as a role model for the team

· The supervisor’s role in maintaining discipline within the team

· The nature of formal and informal working relationships 

· Role of open communications in creating effective working relationships

· Formal communication channels such as handover, daily briefings, method statements and toolbox talks

· Appropriate use of assertive communication skills and techniques to increase self-esteem and achieve goals

· Overview of the factors influencing behaviour at work

· Styles and patterns of behaviour at work

· Range of techniques to motivate individuals and monitor performance

· Positive approaches to offset negative attitudes in the workplace

· 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 and maintain trust at work




	Title:
	Nuclear Safety Culture

	Level:
	3

	Credit value:
	4

	Unit guided learning hours:
	14

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

	1. Understand what is special about nuclear power and how that impacts upon own area of responsibility
	1.1

1.2

1.3


	Describe the features of nuclear technology that make it different from other thermally-powered means of generating electricity

Explain how the distinguishing features of nuclear power have contributed to one major nuclear incident

Explain the role and responsibility of the supervisor in monitoring the distinguishing features of nuclear power in own area of responsibility



	2. Understand how the Nuclear Industry is regulated and the consequences of non-compliance
	2.1

2.2

2.3

2.4


	Describe the roles and responsibilities of two regulatory bodies involved in nuclear power 

Describe how activities on site are regulated

State the purpose of the nuclear site licence

Explain the role of the supervisor in ensuring regulatory compliance



	3. Understand the principles and application of excellence and error prevention in nuclear construction
	3.1

3.2

3.3

3.4

3.5
	Explain how the supervisor ensures that construction schedules are realistic and understood by the team

Explain the role of the supervisor in ensuring that personnel have the training, tools and equipment required for the creation and maintenance of a safe working environment

Explain how supervisors ensure that all  personnel taking part in construction operations are suitably qualified and experienced to carry out their work

List a range of tools for preventing errors in your work

Explain how you would apply two nuclear new build error tools 



	4. Understand their role as a leader in promoting and maintaining nuclear safety
	4.1

4.2

4.3

4.4

4.5

4.6


	State the standards expected of supervisors with regard to safety, quality and productivity (SQP)

Describe how you as a leader promote a strong nuclear safety culture within your team

Explain how your behaviour can promote a strong culture of safety, quality and productivity

Explain how behaviours that you as a leader must demonstrate today will support a strong nuclear safety culture for tomorrow 

Explain what is meant by latent error

Explain the responsibility of supervisors in verifying levels of performance through regular on-site observation and coaching



	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop an understanding of the distinguishing characteristics of nuclear power and the regulatory and safety requirements in nuclear construction as required by a supervisor in order to promote and maintain a strong nuclear safety culture. 

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

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

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

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

	Location of the unit within the subject/sector classification system
	5.2 - Building and Construction

15.3 – Business Management

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

	Availability for use
	ILM

	Additional Guidance about the Unit

	Indicative Content:

	1
	· Distinguishing features of nuclear technology, such as tremendous amount of heat energy produced, radioactive by-products, residual heat

· Societal and environmental impact of nuclear incidents, such as Windscale, TMI, Chernobyl and Fukushima 



	2
	· Applicable government regulations and guidance

· Roles and responsibilities of the ONR and the EA

· Consequences of non-compliance

· Purpose and content of the Nuclear Site Licence



	3
	· Applicable standards for design, construction and operation

· Principles of excellence to include:

1. Leaders demonstrate alignment on a commitment to excellence

2. Strong first line leadership is key to success

3. Personnel are qualified for their jobs

4. Schedules are realistic and understood

5. Construction of a nuclear plant has special requirements

6. Personnel safety is highly valued

7. The plant is built as designed

8. Deviations and concerns are identified, communicated and resolved

· Error prevention tools to include:

1. Questioning attitude

2. Self-Checking (Stop Think Act Review - STAR)

3. Peer Checking

4. Independent Verification

5. Validate Assumptions

6. Clear Communications

7. Pre-Job Brief

8. Procedure Use & Adherence

9. Post Job Debrief

10. Use of Operating Experience



	4
	· Nuclear safety culture and the role and responsibility of the supervisor in promoting and maintaining nuclear safety culture

· Industry reporting procedures and relevant documentation

· Latent error

· Importance of adherence to site procedures

· Knowledge and skills to undertake, manage and report on safety monitoring activities, such as:

· physical examinations of the workplace and observational techniques to identify unsafe acts and conditions
· confirming compliance with safety management arrangements
· recommending improvement actions
· highlighting areas of best practice
· Supervisors as role models who are required to constantly demonstrate high quality work

· Responsibility for individual safety being shared by all personnel

· Performance management through on-site observation

· Basic understanding of providing support to an individual through coaching and one-to-one support

· Significance of non-verbal communication and body language




	Title:
	Supervising an Extractive Site Safely 

	Level:
	3

	Credit value:
	4

	Unit guided learning hours
	15

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

	1. Understand the Health, Safety and Environmental impacts when supervising an extractive site

	1.1

1.2

1.3

1.4

1.5
	Describe how the following regulations impact an extractive site:

1 Quarry Regulations 1999

2 Manual Handling Regulations 1992

3 Managing Health and Safety at Work Act 1999 

Describe how working in an extractive environment can affect a person’s health 

Describe the measures that should be in place to monitor and prevent ill-health

Explain the process to follow when an incident occurs on site that has the potential to cause injury or ill-health

Describe the legislative requirements that companies must follow in order to achieve best practice in on-site environmental management

	2. Understand methods of working in an extractive site
	2.1

2.2


	Describe the factors that must be considered when planning the development of an excavation and the progression of benches 

Explain what should be considered when inspecting the face on extractive sites


	3. Understand the safety procedures that must be followed when supervising an extractive site
	3.1

3.2

3.3


	Describe the legal requirements that should be met when developing safe systems of work 

Explain the necessary steps to take when developing safe systems of work

Describe the process to follow when monitoring safe systems of work

	4. Understand their role in promoting a positive health and safety culture in an extractive site
	4.1 

4.2

4.3

4.4

4.5
	Describe the aspects of a positive health and safety culture 

Explain the working methods that should be implemented to promote a positive health and safety culture

Explain the employer’s duties in relation to providing adequate health and safety training

Describe what adequate health and safety training must include 

Explain how good communication should be implemented by supervisors on site 



	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop a greater understanding of health and safety procedures and regulations when supervising an extractive site in order to meet organisational and legal guidelines and uphold best practice standards.

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

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

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

	Equivalencies agreed for the unit (if required)
	

	Location of the unit within the subject/sector classification system
	

	Name of the organisation submitting the unit
	

	Availability for use
	

	Additional Guidance about the Unit

	Indicative Content:

	1
	To develop knowledge of leadership and site supervision for supervisors, foremen and junior managers

	2
	Develop knowledge of legislation, methods of working and health and safety practices.




	Title:
	Achieving Performance Through People

	Level:
	3

	Credit value:
	4

	Unit guided learning hours:
	14

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

	4 Understand how their personal leadership style affects the performance of others 
	1.1

1.2


	Describe the factors that will influence the choice of leadership styles or behaviours on site
Describe appropriate actions to enhance own leadership behaviour in the context of a model of leadership

	5 Understand how to establish and maintain an effective team
	2.1

2.2

2.3


	Explain the benefits of developing and maintaining an effective team

Describe the stages of an established model of team formation

Describe appropriate actions to enhance the effectiveness of own team



	6 Know how to motivate the team to improve productivity 
	3.1

3.2


	Describe a recognised theory of motivation 

Explain how a motivational technique can be used to improve performance of own site



	7 Understand the importance of communication to team and site performance
	4.1

4.2

4.3

4.4


	Describe the stages in the communication cycle 

Identify two possible barriers to communication on site

Explain why it is important to overcome barriers to communication on site

Identify actions to improve the effectiveness of own communication skills on site in order to improve team and site performance



	8 Understand the importance of feedback to individual and team performance
	5.1

5.2


	Describe how to give effective feedback

Explain how two different types of feedback can each be used to improve both individual and team performance

	9 Be able to apply a recognised coaching technique to develop and improve the performance of team members
	6.1

6.2

6.3


	Explain how to manage a coaching process by agreeing goals and following a simple coaching model 

Describe a tool or technique that can be used to support effective coaching

Identify two barriers to effective coaching and explain suitable strategies to overcome these barriers



	10 Understand how to persuade and influence others to achieve objectives
	7.1

7.2

7.3


	Explain the difference between persuading and influencing

Describe the skills required in order to persuade effectively

Explain a relevant technique for influencing others to achieve objectives



	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of using leadership and inter-personal skills to establish effective teams and achieve high levels of performance through people as required by a practising or potential site supervisor. 

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

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

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

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

	Location of the unit within the subject/sector classification system
	5.2 - Building and Construction

15.3 – Business Management

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

	Availability for use
	ILM and City & Guilds

	Additional Guidance about the Unit

	Indicative Content:

	1
	· Differences and similarities between leadership and management, and the need for each 

· Range of leadership models and styles and their significance for task performance, culture and relationships 

· Leadership behaviours and influence

· Identification, development and appropriate choice of personal leadership styles and behaviours

· The role of trust and respect in effective team leadership



	2
	· Characteristics and benefits of teams

· Tuckman’s theory of team formation 

· How to identify team roles and the uses and implications of team roles for supervisors

· Building a balanced team to achieve objectives



	3
	· Overview of the factors influencing behaviour at work

· Basic theories of motivation and their application to teams and individuals

· Styles and patterns of behaviour at work

· Range of techniques to motivate individuals and monitor performance



	4
	· 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

· Different types of communication including oral, written, visual, and electronic and their relative advantages and disadvantages

· Techniques of face-to-face and indirect communication, and when each is appropriate

· How to use feedback to check effectiveness of communication

· Active listening skills

· Significance of non-verbal communication and body language



	5
	· Reasons for giving feedback, such as helping individuals and teams to be aware of what they are doing and how they are doing it and to help individuals learn, grow and develop

· Characteristics of effective feedback

· Techniques for giving and receiving feedback

· The importance of preparation in giving feedback

· Types of feedback and the purpose of each, such as motivational, developmental, constructive, intrinsic and extrinsic, positive and negative, immediate and delayed



	6
	· Identifying when coaching is an appropriate method to address a development need

· Simple coaching models, including GROW

· Coaching techniques as appropriate to the workplace situation

· Role of feedback in coaching

· Methods to evaluate effectiveness of coaching



	7
	· Definitions and concepts of persuading and influencing:

· Persuading as the ability to convince others to take appropriate action

· Influencing as a combination of persuasion and negotiation to reach agreement

· Skills and strategies for persuading and influencing and knowing when to use them




	Title:
	Delivery of Site Operations and Logistics

	Level:
	3

	Credit value:
	4

	Unit guided learning hours:
	14

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

	1 Understand how to plan work on site
	1.1

1.2

1.3

1.4

1.5

1.6

1.7


	Identify organisational targets relevant to the team 

Explain how to set SMART objectives for the team to achieve the targets

Describe a technique to plan to achieve the objectives

Explain how to monitor and control a planned activity

Explain the importance of the supply chain in delivering results and meeting customer requirements

Explain how environmental issues impact upon the planning of site operations and logistics 

Describe what action the supervisor can take to enable the organisation to fulfil its environmental responsibilities



	2 Know how to put team members to work
	2.1

2.2

2.3

2.4
	Identify resources required to complete a planned activity 

Explain how to allocate work to team members

Describe how individual performance can be improved through a clear allocation of responsibilities 

Explain how to assess and support individual and 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

3.4
	Identify a possible cause of variance from a planned activity 

Identify actions to overcome causes of variance

Describe how to recognise and rectify poor performance

Explain how to involve team members in identifying ways to improve performance to meet objectives



	4 Understand the importance of quality management within the workplace 
	4.1

4.2

4.3

4.4

4.5

4.6
	Explain why quality is important to internal and external customers 

Describe the quality system used on site

Explain how a supervisor will locate and interpret the appropriate quality specifications

Explain how quality is monitored, documented and recorded on site

Explain the importance of method statements in achieving the required quality standards 

Explain how the supervisor can take practical and positive steps to improve quality on site



	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of planning and putting team members to work on site to improve quality and team performance as required by a practising or potential site supervisor.

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

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

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

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

	Location of the unit within the subject/sector classification system
	5.2 - Building and Construction

15.3 – Business Management

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

	Availability for use
	ILM and City & Guilds

	Additional Guidance about the Unit

	Indicative Content:

	1
	· Links between organisational and team objectives

· Target setting and performance indicators

· Planning techniques appropriate to job activity

· Importance of the supply chain and logistics management in delivering results and meeting customer requirements

· Monitoring and control techniques and records

· Use of results to “close the loop”, so ensuring that objectives are achieved

· The importance of environmental protection to the organisation

· The supervisor’s responsibility to implement environmental protection policies and procedures



	2
	· Basic project design principles

· Importance of allocating clear responsibilities

· 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



	3
	· How to set performance standards

· How to measure performance against agreed standards

· Recognition and rectification of poor performance

· A range of methods for measuring performance and how to select the ideal one

· Techniques for performance monitoring and evaluation 

· How to interpret variances in performance and take appropriate action

· Range of performance improvement techniques available to the supervisor



	4
	· 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 and rework

· The Cost, Production, Quality Triangle

· Plan Do Check Act Cycle and continuous improvement and the non-conformance process

· Construction Assurance Process

· Failure Mode Effects Analysis (FMEA) Thinking

· Quality systems 

· The total quality management concept

· Records for maintaining quality

· Use of method statements to achieve required quality standards




	Title:
	Handling Difficult Situations

	Level:
	3

	Credit value:
	3

	Unit guided learning hours:
	14

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

	1 Understand how to use assessment and active listening and feedback to manage the performance of team members on site
	1.1

1.2

1.3

1.4

1.5


	Explain the role of the supervisor in performance management

Describe the value of formal and informal assessment of performance on site

Explain how to ensure fair and objective formal assessment

Explain the importance of active listening and feedback in improving performance

Explain how to give effective feedback on performance



	2 Understand how to manage poor performance and discipline of team members on site
	2.1

2.2

2.3

2.4

2.5


	Explain why it is important to correctly identify the root cause of poor performance if it is to be managed appropriately

Explain the difference between disciplinary procedures and

procedures for dealing with poor performance

Identify the organisation’s employment policies and procedures that support the supervisor in dealing with disciplinary issues

Describe at which point in the organisational procedures the supervisor should seek assistance from his or her line manager or human resources when dealing with the management of poor performance

Explain how a supervisor should prepare for a meeting regarding probable poor performance 


	3 Understand how to manage conflict on site
	3.1

3.2

3.3


	Describe how conflict can affect individual and team performance on site

Explain one recognised technique a supervisor can use to resolve conflict

Explain how a supervisor can promote a positive atmosphere in order to minimise the adverse effects of conflict



	4 Understand how to identify and manage work-related stress
	4.1

4.2


	Explain what is meant by work-related stress and how work-related stress develops 

Explain the responsibilities of the supervisor in ensuring the risks from work related stress are effectively managed and controlled



	5 Understand how to manage a diverse workforce
	5.1

5.2

5.3


	Explain the benefits of an inclusive working environment to the organisation

Describe the role and responsibilities of a supervisor in promoting equality and diversity

Provide an example of inappropriate behaviour in relation to equality and diversity and explain how it should be addressed by a supervisor



	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of handling difficult situations regarding performance, discipline, conflict, stress and diversity as required by a practising or potential site supervisor.

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

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

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

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

	Location of the unit within the subject/sector classification system
	5.2 - Building and Construction

15.3 – Business Management

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

	Availability for use
	ILM and City & Guilds

	Additional Guidance about the Unit

	Indicative Content:

	1
	· The supervisor’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

· How to set performance standards

· How to measure and monitor performance against agreed standards

· The importance of feedback and active listening to improve performance

· Principles for giving effective feedback on performance



	2
	· Reasons for poor performance at work, including:

· The employee is unclear as to the job requirements and what is expected

· The employee lacks the necessary knowledge, skills or competencies to attain the required standard

· The employee demonstrates a clear lack of commitment or effort

· Issues around ill-health or sick leave

· Personal domestic difficulties

· Procedures for dealing with poor performance

· Organisational employment policies relating to time-keeping, absenteeism, conduct, level of performance, attitude and behaviour, etc.

· Legal aspects of disciplinary processes

· Interpersonal behaviour and support skills to maintain discipline at work

· Records and other means to support and monitor the disciplinary process 

· The importance of maintaining accurate records when managing poor performance

· Preparing for critical conversations where the stakes and emotions are high and there are strong differences as to the perceived problem and potential solution



	3
	· Possible causes of internal conflict, such as personal values as opposed to organisational 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 supervisor’s’ s responsibility in minimising and resolving conflict, and techniques to achieve this

· Ways to create harmony at work and engender a positive atmosphere

· The importance of maintaining accurate records when managing conflict



	4
	· 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

· Supervisor’s responsibilities in relation to work-related stress

· Simple practical stress management techniques

· Sources of available support for stress sufferers 

· HSE Management Standards for work related stress and the primary sources of stress at work:

· Demands

· Control

· Support

· Relationships

· Role

· Change

· HSE risk-assessment approach to managing stress 

· Organisational procedures and supervisor’s responsibilities relating to ‘fit for work’

· The importance of maintaining accurate records when identifying and managing stress



	5
	· Overview of legislation relating to diversity, such as culture, ethnicity, disability, age, sexual orientation, gender

· Organisational policies and procedures relating to diversity

· Importance of respecting differences

· Tolerance and inclusivity

· The benefits of creating an inclusive working environment

· The role and responsibilities of a supervisor in promoting equality and diversity

· The importance of maintaining accurate records when managing discriminatory behaviour




	Title:
	Managing Own Personal and Technical Development

	Level:
	4

	Credit value:
	3

	Unit guided learning hours:
	9

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

	1 Understand how to identify the skills gap between existing and future knowledge and skill requirements 
	1.1

1.2


	Describe the future skills your organisation requires in order to meet the changes in the construction industry over the next two to five years

Describe the skills gap between your current work role, skills and knowledge requirements and the future skills your organisation requires



	2 Understand how personal attributes and behaviour affect leadership and management performance
	2.1

2.2


	Use feedback from others to assess own personal attributes and behaviour and their effect on your leadership and management performance 

Identify and prioritise areas for personal development to improve own leadership and management performance based on this assessment



	3 Be able to implement and monitor a personal development plan to meet an identified skills gap and areas for personal development 
	3.1

3.2

3.3


	Assess the suitability of a range of development vehicles to meet identified skills, knowledge and personal development needs

Devise and justify a personal development plan to meet identified skills, knowledge and personal development needs

Explain how the personal development plan will be monitored



	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of managing own personal development to improve leadership and management performance as required by a practising or potential site supervisor.

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

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

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

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

	Location of the unit within the subject/sector classification system
	5.2 - Building and Construction

15.3 – Business Management

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

	Availability for use
	ILM and City & Guilds

	Additional Guidance about the Unit

	Indicative Content:

	1
	· The impact of sustainable development, i.e. economy, environment and society, upon future skills

· The impacts of government policy and legislation upon construction

· Skill requirements for energy, materials, water and waste

· Training requirements for installation and maintenance of products which meet the sustainability agenda

· Other factors that identify future skills and knowledge requirements

· Gap analysis to determine the difference between the actual state and the desired future state of skills and knowledge



	2
	· Range of human behaviours, including how cultural and individual differences, verbal and non-verbal communication interact to affect understanding, and their effect on communication in the workplace

· Methods/procedures to overcome particular communication challenges (e.g. individuals with learning difficulties, hearing impaired, visually impaired, foreign languages)

· Communications climate and culture

· Importance of feedback skills to facilitate communication and workplace relationships

· Networking skills

· Personal style and approach; image and presentation, social skills applicable to workplace

· Respect for others; balance between trust and control

· Personal management styles and their effects on situations and individuals



	3
	· Personal development vehicles including, but not limited to, courses, on-the-job and off-the job training, coaching and mentoring, e-learning, books and journals 
· The concept of lifelong learning

· Personal development plans

· Monitoring of personal development




	Title:
	Reading and Executing a Short-Term Programme

	Level:
	3

	Credit value:
	4

	Unit guided learning hours:
	14

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

	1 Understand site planning and programme requirements in order to lead and manage people and activities 
	1.1

1.2

1.3

1.4


	Explain the difference between a site plan and a site programme

Describe the roles and responsibilities of the site supervisor and team leader in the planning process

Explain the importance of the critical path and the sequencing of tasks on a programme

Explain how to ensure the programmed activities achieve the short-term goals to comply with the budget to build



	2 Understand the impact of managing resources, time and materials on the plan and programme
	2.1

2.2

2.3

2.4

2.5

2.6
	Explain how to identify resource requirements from a plan

Explain the processes involved in monitoring resource, time and material

Explain the role of standard industry outputs to inform the achievement of the plan / programme

Describe how to identify and record waste by theoretical versus actual comparisons

Describe what is meant by the budget to build

Explain how the budget to build is used to compare actual spend on a weekly basis



	3 Understand different work methods and their impact on quality, health and safety and the achievement of plans 
	3.1

3.2

3.3


	Describe two commonly used work methods

Explain how the choice of work method is influenced by its impact upon quality, health and safety and achievement of plans 

Explain how to prepare a simple method statement



	4 Understand how to leverage their leadership and management skills to achieve plan and programme milestones
	4.1

4.2

4.3

4.4


	Explain why it is important to maintain accurate records of plant, materials and labour used on site

Explain the supervisor’s responsibilities for the ordering, receipt and storage of materials

Explain the importance of liaising with other supervisors / foremen and construction managers on a regular basis to manage interface and coordination issues

Describe two situations when work can be halted to ensure achievement of plan



	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of managing site plans and programme requirements that meet quality and health and safety standards to achieve plan and programme milestones as required by a practising or potential site supervisor.

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

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

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

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

	Location of the unit within the subject/sector classification system
	5.2 - Building and Construction

15.3 – Business Management

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

	Availability for use
	ILM and City & Guilds

	Additional Guidance about the Unit

	Indicative Content:

	1
	· Planning and programming as essential elements of a construction project

· The importance of documentation in the planning and programming of construction works

· The relationship between planning, monitoring and control

· The roles and responsibilities of the site supervisor and team leader in the planning process

· Construction work programming and the importance of effective communication and management of the project

· Construction work programming and the use of computer software

· Critical Path Analysis (CPA)

· Identifying work tasks, relationships and durations

· How the level of information available, project uncertainties and other relevant factors impact upon works programming

· The importance and use of project milestones

· The need for regular monitoring and updating of works programmes

· Estimating and forecasting project expenditures



	2
	· The nature and purpose of budgets, and the advantages of budgetary control

· Methods to monitor variance of actual performance against budget, including the budget to build

· Causes of variance, their significance and ways of reducing adverse effects 

· How to gather information for use in determining and/or revising budgets

· The purpose and nature of cost codes and basic cost statements

· Role of the supervisor in cost control

· Mechanisms to maintain control of costs, and how to select the optimum method

· Methods of identifying and recording waste



	3
	· Different types of work methods

· Choice of appropriate work methods

· Work methods and their impact on quality, health and safety and the achievement of plan

· Preparation and implementation of method statements



	4
	· The importance of maintaining optimum stocks

· Methods of determining stock requirements

· Stores and stock control principles and procedures

· Procedures for ordering, recording receiving and issuing of materials

· Maintenance of records for plant, materials, labour

· Monitoring usage of plant, materials, labour

· Role and responsibilities of the supervisor in managing the performance and usage of resources

· Security of plant and materials

· General principles of lean production (DMAIC), six sigma, kaizen/continuous improvement and related models

· Importance of liaising with supervisors, foremen and construction managers

· Identifying situations when work can be halted to ensure achievement of plan




	Title:
	Understanding Commercial Awareness

	Level:
	3

	Credit value:
	3

	Unit guided learning hours:
	14

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

	1 Understand the importance of stakeholder relationships in making an organisation successful 
	1.1

1.2

1.3


	Identify your key internal and external stakeholders and explain why they are important to the organisation

Explain the role of the supervisor in maintaining good communications with stakeholders 

Explain how customer service standards and procedures are used to meet customer needs

	2 Understand the role of the supervisor in meeting client requirements
	2.1

2.2


	Explain how the supervisor monitors client requirements

Explain how feedback on client expectations can be used by the supervisor to improve how the business meets client requirements



	3 Understand the role of the supervisor in managing and controlling costs
	3.1

3.2

3.3

3.4
	Explain the responsibility of the supervisor in controlling costs

Explain what opportunities the supervisor has to impact on cost

Describe mechanisms in the organisation used by the supervisor to maintain control of labour and materials costs

Explain how the budget to build can be used as a control mechanism for managing cost



	4 Understand the role of the supervisor in minimising waste in an organisation
	4.1

4.2

4.3

4.4
	Identify potential waste in the organisation

Describe the techniques and/or methods used by the supervisor for measuring and monitoring waste in the organisation

Identify the main benefits of managing waste in the organisation 

Compile a simple action plan to minimise waste on site 



	5 Understand how keeping records contributes to making an organisation successful
	5.1

5.2

5.3
	Explain the purpose of record-keeping for the organisation

Identify key information to be recorded by the supervisor to meet organisational and legal guidelines 

Explain the supervisor’s role in maintaining accurate records of the allocation of labour, plant and materials



	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop an understanding of how stakeholder and client relationships and the monitoring and control of costs and waste contribute to making an organisation commercially successful as required by a practising or potential site supervisor.

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

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

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

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

	Location of the unit within the subject/sector classification system
	5.2 - Building and Construction

15.3 – Business Management

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

	Availability for use
	ILM and City & Guilds

	Additional Guidance about the Unit

	Indicative Content:

	1
	· The concept of ‘stakeholder’ and internal and external stakeholders

· How to identify the internal customer chain, external customers, and potential customers

· Techniques for identifying customer needs

· Methods of establishing relevant customer care standards and procedures

· Use of appropriate planning and quality systems to monitor and fulfil customer care standards

· Methods to establish and maintain effective relationships with customers and stakeholders at all stages



	2
	· Difference between a customer relationship and a client relationship

· The legal rights of customers and clients

· Organisational commitments to customers and clients (contract terms, warranties and guarantees, service standards, etc.)

· Methods of identifying customer and client requirements and expectations

· Standards and benchmarks

· Supervisor’s’ s responsibilities and authority in relation to customer service



	3
	· Definition of fixed and variable costs

· The purpose and nature of basic cost statements

· Use of standard costs

· Role of the manager in cost control

· Budget to build as a cost control mechanism

· Mechanisms to maintain control of costs, and how to select the optimum method



	4
	· Areas of potential waste inefficiency including misuse, extravagance, scrap, rework, shrinkage or others as appropriate

· Techniques and methods for measurement and monitoring waste

· Simple principles of action planning and evaluation as relevant to minimising waste



	5
	· The purpose of record-keeping for the organisation

· Storage, indexing and information retrieval systems (manual and electronic, as appropriate) to meet team and organisation’s procedures

· How and where spread sheets and databases can be used

· Confidentiality/security of records (levels of access, backup, virus protection, legal aspects)

· Organisational requirements and legal guidelines for keeping records

· Data Protection Act

· Methods of storage to maintain security and confidentiality




Assessment/Assignment Information for the ILM Level 3 Award/Certificate /Diploma in Leadership and Management Practice for the Construction and Built Environment Sector
(Multiple pathway qualification)
Assignment Task for Unit: Supervision in Tunnelling Environments

	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	TASK

The purpose of this unit is to develop knowledge and understanding of the leadership and management skills required by a tunnelling supervisor to establish and maintain effective teams using valid tunnelling techniques and logistics in a safe and environmentally-responsible tunnel environment.  .

You may attach specific examples of documents you have produced to illustrate your answers.

NOTE:

You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.

You should plan to spend approximately 10 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1500 words: the suggested range is between 1000 and 2000 words.

Check your assignment carefully prior to submission using the assessment criteria.



	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Understand current developments in the tunnelling industry in the UK 
This task requires you to provide an account of developments in tunnelling methods and techniques over the last five years in order to explain how the skills and knowledge required by a tunnelling supervisor have changed, and to explain the activities you undertake in order to remain competent to carry out your duties and responsibilities as a supervisor in the tunnelling industry.
	· Explain how the skills and knowledge required by a tunnelling supervisor have changed in response to developments in tunnelling methods and techniques over the last five years (8 marks)
· Explain how you ensure you remain competent to carry out your duties and responsibilities as a supervisor in the tunnelling industry (8 marks)


	Understand the basics of tunnelling techniques and logistics
This task requires you to provide an account of the practices involved in recognising and responding to changing ground conditions and protecting the face in order to explain the basic responsibilities of the supervisor, and to describe the back-up services and resources required.


	· Explain the basic responsibilities of the supervisor for recognising and responding to changing ground conditions and protecting the face (8 marks)
· Describe the back-up services and resources required (8 marks)


	Understand the safety and local environmental impacts of tunnelling projects 
This task requires you to describe what a major incident that could occur on site would look like and to provide an account of the actions you should take that explain your role should this incident occur.

You are then required to describe the principal features of how patterns of shift allocation are managed by the supervisor in accordance with all relevant regulations, and to:

· Describe the principal features of what the impact of tunnelling work upon the local environment looks like
· Provide an account of the practices of ensuring the segregation of waste materials that explain the supervisor’s responsibilities


	· Describe a major incident that could occur on site and explain your role should this incident occur (12 marks)
· Describe how the supervisor manages patterns of shift allocation in accordance with all relevant regulations (8 marks)
· Describe how tunnelling work impacts upon the local environment (4 marks)
· Explain the supervisor’s responsibilities for ensuring the segregation of waste materials (8 marks)


	Understand how to establish an effective team through developing working relationships and communication skills
This final task requires you to provide an account of what is meant by ‘effective working relationships’ in order to explain the benefits of effective working relationships in developing and maintaining the team, and to describe the principal features of two or more appropriate behaviours which could develop and maintain trust on site.

You are then required to: 

· Provide an account of how information is imparted and received at handover in order to explain the responsibilities of the supervisor in the process
· Describe the principal features of the information from a method statement that must be briefed to the workforce
· Provide evidence that you have prepared a correct and appropriate daily briefing or a toolbox talk

· Explain how the recording requirements following a daily briefing are carried out

 
	· Explain the benefits of effective working relationships in developing and maintaining the team (8 marks)
· Describe behaviours which could develop and maintain trust on site (4 marks)
· Explain the responsibilities of the supervisor in imparting and receiving information at handover (8 marks)
· Describe what information from a method statement must be briefed to the workforce (4 marks)
· Prepare a daily briefing or a toolbox talk (8 marks)
· Explain the recording requirements following a daily briefing (4 marks)


	By submitting I confirm that this assignment is my own work


Assignment Task for Unit: Leadership and Management Practice for the Construction and Built Environment Sector

	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	TASK

The purpose of this unit is to develop knowledge and understanding of using leadership and management skills to ensure safety and quality requirements and appropriate standards of behaviour are met when achieving project and work plans as required by a practising or potential team leader or site supervisor.

You may attach specific examples of documents you have produced to illustrate your answers.

NOTE:

You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.

You should plan to spend approximately 12 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1500 words: the suggested range is between 1000 and 2000 words.

Check your assignment carefully prior to submission using the assessment criteria.



	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Understand the roles and responsibilities of a site supervisor or team leader 

This task requires you to provide accounts of the principal features of the responsibilities of the site supervisor or team leader in order to describe how they ensure:

· Safety on site

· Quality requirements are met

· Productivity targets are achieved

· Behavioural standards on site are appropriate and contribute to the achievement of project and work plans

You are then required to provide an account of the practices involved in order to explain the role of the site supervisor or team leader in organisational procedures relating to poor performance or behaviour.
	· Describe the responsibilities of the site supervisor or team leader in ensuring safety on site (4 marks)
· Describe the responsibilities of the site supervisor or team leader in ensuring quality requirements are met (4 marks)
· Describe the responsibilities of the site supervisor or team leader in ensuring productivity targets are achieved (4 marks)
· Describe the responsibilities of the site supervisor or team leader in ensuring behavioural standards on site are appropriate and contribute to the achievement of project and work plans (4 marks)

· Explain the role of the site supervisor or team leader in organisational procedures relating to poor performance or behaviour (8 marks)



	Understand the differences between leadership and management and the relationship between the two 

This task requires you to provide an account of the practices of being a ‘leader’ and of being a ‘manager’ in order to explain why a site supervisor or team leader needs to be both, and to explain the site supervisor’s or team leader’s role as a manager in achieving team objectives and outcomes.

You are then required to describe how you:

· Apply two or more leadership styles

· Set direction and communicate this to others

· Motivate and empower your team

The final part of this task is to identify and prioritise two or more areas for personal development to improve own ability to lead.


	· Explain why a site supervisor or team leader needs to be both a manager and a leader (8 marks)
· Explain the site supervisor’s or team leader’s role as a manager in achieving team objectives and outcomes (8 marks)
· Describe how you apply a range of leadership styles (4 marks)
· Describe how you set direction and communicate this to others (4 marks)
· Describe how you motivate and empower your team (4 marks)
· Identify and prioritise areas for personal development to improve own ability to lead (4 marks)


	Understand the role of quality management in site management

This task requires you to provide an account of the practices of quality management, with two or more appropriate examples, in order to explain what is meant by the ‘cost of quality’.

You are then required to provide accounts of the principal features of:

· One quality standard for internal customers and one quality standard for external customers in order to describe how or why they are applicable to the internal and external customers

· The record-keeping process for quality in order to describe how it maintains quality.


	· Explain, with examples, what is meant by the ‘cost of quality’ (4 marks)
· Describe one quality standard for internal customers and one quality standard for external customers (4 marks)
· Describe the record-keeping process for maintaining quality (4 marks)


	Understand the importance of health and safety in site management

This final task requires you to list current legislation and industry regulations relating to health and safety at work, and to describe:

· Your organisation’s policy in relation to one specific item of legislation or regulation

· How to conduct a risk assessment (4 marks)

· How to ensure the team is aware of health and safety requirements

You are then required to provide an account of the uses of a risk assessment and a method statement in order to explain the difference between them, and to explain the supervisor’s or team leader’s role in monitoring health and safety and maintaining accurate records and why monitoring health and safety and keeping accurate records is important.

 
	· List current legislation and industry regulations relating to health and safety at work that are relevant to the responsibilities of a site supervisor or team leader (4 marks)

· Describe your organisation’s policy in relation to one specific item of legislation or regulation (4 marks)
· Describe how to conduct a risk assessment (4 marks)
· Explain the difference between a risk assessment and a method statement (4 marks)

· Describe how to ensure the team is aware of health and safety requirements (4 marks)

· Explain why it is important to monitor health and safety and keep accurate records (4 marks)

· Explain the supervisor’s or team leader’s role in monitoring health and safety and maintaining accurate records (8 marks)


	By submitting I confirm that this assignment is my own work


Assignment Task for Unit: Supervising an Extractive Site Safely

	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	TASK

The purpose of this unit is to develop a greater understanding of health and safety procedures and regulations when supervising an extractive site in order to meet organisational and legal guidelines and uphold best practice standards.

This task requires you demonstrate your understanding of Health, Safety and Environmental impacts, safety procedures and methods of working in an extractive site, and your role in promoting a positive health and safety culture.

note:

You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.

You should plan to spend approximately x hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1500 words: the suggested range is between 1000 and 2000 words.
Check your assignment carefully prior to submission using the assessment criteria.



	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Understand the Health, Safety and Environmental impacts when supervising an extractive site

In order to complete this task, you must first examine the main features of the ‘Quarry Regulations 1999’, ‘Manual Handling Regulations 1992’, and ‘Managing Health and Safety at Work Act 1999’ in order to describe how all three impact on an extractive site.
You are then required to:

· examine the main features of an extractive environment in order to describe how working in an extractive environment can affect a person’s health

· describe the main features of two or more measures that should be in place to monitor and prevent ill-health

· explain how to use the process to be followed when an incident occurs on site that has the potential to cause injury or ill-health

For the final part of this task you are required to describe the main features of two or more legislative requirements that companies must follow in order to achieve best practice in on-site environmental management.
	· Describe how the following regulations impact an extractive site:
· Quarry Regulations 1999
· Manual Handling Regulations 1992
· Managing Health and Safety at Work Act 1999
(12 marks)

· Describe how working in an extractive environment can affect a person’s health (4 marks) 
· Describe the measures that should be in place to monitor and prevent ill-health (4 marks)
· Explain the process to follow when an incident occurs on site that has the potential to cause injury or ill-health (8 marks)
· Describe the legislative requirements that companies must follow in order to achieve best practice in on-site environmental management (8 marks)


	Understand methods of working in an extractive site

In order to complete this task, you must first describe the key features of two or more factors that must be taken into account when planning the development of an excavation and the progression of benches.

You are then required to explain what should be considered when inspecting the face on extractive sites. (Your explanation must make it clear why the factors you have selected should be considered.)
	· Describe the factors that must be considered when planning the development of an excavation and the progression of benches (8 marks)
· Explain what should be considered when inspecting the face on extractive sites (8 marks)


	Understand the safety procedures that must be followed when supervising an extractive site

In order to complete this task, you are required to describe the key features of two or more legal requirements that should be met when developing safe systems of work.

You are then required to examine the necessary steps to take when developing safe systems of work in order to explain how they should be implemented.

For the final part of this task you are required to describe the key features of the process to follow when monitoring safe systems of work.   
	· Describe the legal requirements that should be met when developing safe systems of work (8 marks) 

· Explain the necessary steps to take when developing safe systems of work (8 marks)
· Describe the process to follow when monitoring safe systems of work (4 marks)


	Understand their role in promoting a positive health and safety culture in an extractive site

In order to complete this task, you are required to describe the key features of two or more aspects of a positive health and safety culture.

You are then required to:

· explain two or more working methods that should be implemented to promote a positive health and safety culture (your explanation must make it clear how the working methods you have selected will promote a positive health and safety culture)

· explain the employer’s duties in relation to providing adequate health and safety training

· describe the key features of what should be included for health and safety training to be adequate.   

For the final part of this task you are required to explain what supervisors can do to implement good communication on site. 
	Describe the aspects of a positive health and safety culture (4 marks) 

· Explain the working methods that should be implemented to promote a positive health and safety culture (8 marks)

· Explain the employer’s duties in relation to providing adequate health and safety training (8 marks)
· Describe what adequate health and safety training must include (4 marks) 

· Explain how good communication should be implemented by supervisors on site (4 marks) 



	By submitting I confirm that this assignment is my own work


Assignment Task for Unit: Achieving Performance through People

	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	TASK

The purpose of this unit is to develop knowledge and understanding of using leadership and inter-personal skills to establish effective teams and achieve high levels of performance through people as required by a practising or potential site supervisor.

You may attach specific examples of documents you have produced to illustrate your answers.

NOTE:

You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.

You should plan to spend approximately 17 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1500 words: the suggested range is between 1000 and 2000 words.

Check your assignment carefully prior to submission using the assessment criteria.



	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Understand how their personal leadership style affects the performance of others 

This task requires you to describe two or more factors that will influence the choice of leadership styles or behaviours on site and the principal features of two or more appropriate actions to enhance own leadership behaviour in the context of a correct and appropriate model of leadership.


	· Describe the factors that will influence the choice of leadership styles or behaviours on site (4 marks)
· Describe appropriate actions to enhance own leadership behaviour in the context of a model of leadership (4 marks)
 

	Understand how to establish and maintain an effective team 

This task requires you to provide an account of the practices associated with developing and maintaining an effective team in order to explain two or more benefits that arise out of those practices.

You are then required to describe all the stages of an established model of team formation and the principal features of two or more appropriate actions to enhance the effectiveness of own team.


	· Explain the benefits of developing and maintaining an effective team (8 marks)
· Describe the stages of an established model of team formation (4 marks)
· Describe appropriate actions to enhance the effectiveness of own team (4 marks)

	Know how to motivate the team to improve productivity 

This task requires you to describe what the principal features of a recognised theory of motivation look like, and to explain how a motivational technique can be used to improve performance of own site.
	· Describe a recognised theory of motivation (4 marks)
· Explain how a motivational technique can be used to improve performance of own site (8 marks)


	Understand the importance of communication to team and site performance 

This task requires you to describe what the principal features of all the stages in the communication cycle look like and to identify two or more possible barriers to communication on site.

You are then required to explain why it is important to overcome barriers to communication on site and to identify two or more actions to improve the effectiveness of own communication skills on site in order to improve team and site performance.


	· Describe the stages in the communication cycle (4 marks)
· Identify two possible barriers to communication on site (4 marks)
· Explain why it is important to overcome barriers to communication on site (8 marks)
· Identify actions to improve the effectiveness of own communication skills on site in order to improve team and site performance (4 marks)


	Understand the importance of feedback to individual and team performance 

This task requires you to describe what the principal features of giving effective feedback look like and to provide an account of the practices associated with two different types of feedback in order to explain how each can be used to improve both individual and team performance.


	· Describe how to give effective feedback (4 marks)
· Explain how two different types of feedback can each be used to improve both individual and team performance (8 marks)


	Be able to apply a recognised coaching technique to develop and improve the performance of team members 

This task requires you to provide an account of a coaching process in order to explain how to manage a coaching process by agreeing goals and following a simple coaching model, and to describe the principal features of a tool or technique that can be used to support effective coaching.

You are then required to identify two barriers to effective coaching and explain suitable strategies to overcome these barriers.

 
	· Explain how to manage a coaching process by agreeing goals and following a simple coaching model (8 marks)
· Describe a tool or technique that can be used to support effective coaching (4 marks)
· Identify two barriers to effective coaching and explain suitable strategies to overcome these barriers (4 marks)


	Understand how to persuade and influence others to achieve objectives 

This final task requires you to provide an account of the practices of persuading and influencing in order to explain the differences between them.

You are then required to describe the principal features of the skills required in order to persuade effectively, and to provide an account of the practices of a relevant influencing technique in order to explain how it is used to influence others to achieve objectives.


	· Explain the difference between persuading and influencing (8 marks)
· Describe the skills required in order to persuade effectively (4 marks)
· Explain a relevant technique for influencing others to achieve objectives (4 marks)


	By submitting I confirm that this assignment is my own work


Assignment Task for Unit: Delivery of site operations and logistics

	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	TASK

The purpose of this unit is to develop knowledge and understanding of planning and putting team members to work on site to improve quality and team performance as required by a practising or potential site supervisor.

You may attach specific examples of documents you have produced to illustrate your answers.

NOTE:

You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.

You should plan to spend approximately 16 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1500 words: the suggested range is between 1000 and 2000 words.

Check your assignment carefully prior to submission using the assessment criteria.



	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Understand how to plan work on site 

This task requires you to identify organisational targets relevant to the team and to explain how to set SMART objectives for the team to achieve the targets.

You are then required to describe the principal features of a technique to plan to achieve the objectives, and to provide an account of the practices involved in order to explain how to monitor and control a planned activity.

To complete this first task you are then required to provide accounts of:

· The practices involved in supply chain management in order to explain why the supply chain is important in delivering results and meeting customer requirements

· Two or more environmental issues in order to explain how they impact upon the planning of site operations and logistics

· The principal features of the action the supervisor can take to enable the organisation to fulfill its environmental responsibilities will work


	· Identify organisational targets relevant to the team (4 marks) 

· Explain how to set SMART objectives for the team to achieve the targets (4 marks)
· Describe a technique to plan to achieve the objectives (4 marks)
· Explain how to monitor and control a planned activity (8 marks)
· Explain the importance of the supply chain in delivering results and meeting customer requirements (4 marks)
· Explain how environmental issues impact upon the planning of site operations and logistics (8 marks)
· Describe what action the supervisor can take to enable the organisation to fulfil its environmental responsibilities (4 marks)
 

	Know how to put team members to work 

This task requires you to identify the resources required to complete a planned activity and to provide an account of the practices involved in order to explain how to allocate work to team members.

You are then required to describe how individual performance can be improved through a clear allocation of responsibilities and explain the practices involved in assessing and supporting individual and team performance in achieving objectives.


	· Identify resources required to complete a planned activity (4 marks)
· Explain how to allocate work to team members (4 marks)
· Describe how individual performance can be improved through a clear allocation of responsibilities (4 marks)
· Explain how to assess and support individual and team performance in achieving objectives (8 marks)


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

This task requires you to identify a possible cause of variance from a planned activity and the actions to overcome causes of variance.

You are then required to provide an account of the principal features of what poor performance looks like in order to describe how to recognise and rectify poor performance, and to explain how to involve team members in identifying ways to improve performance to meet objectives.


	· Identify a possible cause of variance from a planned activity (4 marks)
· Identify actions to overcome causes of variance (4 marks)
· Describe how to recognise and rectify poor performance (4 marks)
· Explain how to involve team members in identifying ways to improve performance to meet objectives (4 marks)


	Understand the importance of quality management within the workplace 

This final task requires you to explain why quality is important to internal and external customers, and to provide an account of the principal features of the quality system used on site

You are then required to:

· Explain how quality is monitored, documented and recorded on site

· Provide an account of how method statements operate in order to explain their importance in achieving required quality standards

· Explain how the supervisor can take practical and positive steps to improve quality on site


	· Explain why quality is important to internal and external customers (4 marks) 
· Describe the quality system used on site (4 marks)
· Explain how a supervisor will locate and interpret the appropriate quality specifications (4 marks)
· Explain how quality is monitored, documented and recorded on site (4 marks)
· Explain the importance of method statements in achieving the required quality standards (4 marks) 
· Explain how the supervisor can take practical and positive steps to improve quality on site (8 marks)


	By submitting I confirm that this assignment is my own work


Assignment Task for Unit: Handling difficult situations

	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	TASK

The purpose of this unit is to develop knowledge and understanding of handling difficult situations regarding performance, discipline, conflict, stress and diversity as required by a practising or potential site supervisor.

You may attach specific examples of documents you have produced to illustrate your answers.

NOTE:

You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.

You should plan to spend approximately 9 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1500 words: the suggested range is between 1000 and 2000 words.

Check your assignment carefully prior to submission using the assessment criteria.



	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Understand how to use assessment and active listening and feedback to manage the performance of team members on site 
This task requires you to provide an account of the practices of performance management in order to explain the role of the supervisor in performance management.

You are then required to:

· Provide an account of the principal features of both formal and informal assessment in order to describe the value of assessment to performance on site

· Explain two or more ways of ensuring fair and objective formal assessment

· Provide an account of active listening and feedback to explain their importance in improving performance

· Explain how to give effective feedback on performance


	· Explain the role of the supervisor in performance management (8 marks)
· Describe the value of formal and informal assessment of performance on site (4 marks)

· Explain how to ensure fair and objective formal assessment (8 marks)
· Explain the importance of active listening and feedback in improving performance (4 marks)
· Explain how to give effective feedback on performance (4 marks)
 

	Understand how to manage poor performance and discipline of team members on site 
This task requires you to: 

· Explain why it is important to correctly identify the root cause of poor performance if it is to be managed appropriately

· Explain the difference between disciplinary procedures and procedures for dealing with poor performance, and identify the organisation’s employment policies and procedures that support the supervisor in dealing with disciplinary issues.

You are then required to describe at which point in the organisational procedures the supervisor should seek assistance from his or her line manager or human resources when dealing with the management of poor performance, and to explain how a supervisor should prepare for a meeting regarding probable poor performance. 
	· Explain why it is important to correctly identify the root cause of poor performance if it is to be managed appropriately (8 marks)
· Explain the difference between disciplinary procedures and procedures for dealing with poor performance (4 marks)
· Identify the organisation’s employment policies and procedures that support the supervisor in dealing with disciplinary issues (4 marks)
· Describe at which point in the organisational procedures the supervisor should seek assistance from his or her line manager or human resources when dealing with the management of poor performance (4 marks)
· Explain how a supervisor should prepare for a meeting regarding probable poor performance (8 marks) 


	Understand how to manage conflict on site 

This task requires you to provide an account of the principal features of conflict to describe how conflict can affect individual and team performance on site.

You are then required to explain how a supervisor can use one recognised technique to resolve conflict in order to promote a positive atmosphere in order to minimise the adverse effects of conflict.


	· Describe how conflict can affect individual and team performance on site (4 marks)
· Explain one recognised technique a supervisor can use to resolve conflict (4 marks)
· Explain how a supervisor can promote a positive atmosphere in order to minimise the adverse effects of conflict (8 marks)


	Understand how to identify and manage work-related stress 

This task requires you to explain what is meant by work-related stress and how work-related stress develops.

You are then required to provide an account of the supervisor’s responsibilities in relation to work related stress that explains how those responsibilities ensure the risks from work related stress are effectively managed and controlled. 
 
	· Explain what is meant by work-related stress and how work-related stress develops (4 marks)
· Explain the responsibilities of the supervisor in ensuring the risks from work related stress are effectively managed and controlled (8 marks)


	Understand how to manage a diverse workforce 

This final task requires you to explain how an inclusive working environment provides two or more benefits to the organisation.

You are then required to provide an account of the principal features of the role and responsibilities of a supervisor to describe how a supervisor promotes equality and diversity, and to explain how an example of inappropriate behaviour in relation to equality and diversity should be addressed by a supervisor.


	· Explain the benefits of an inclusive working environment to the organisation (8 marks)
· Describe the role and responsibilities of a supervisor in promoting equality and diversity (4 marks)
· Provide an example of inappropriate behaviour in relation to equality and diversity and explain how it should be addressed by a supervisor (4 marks)


	By submitting I confirm that this assignment is my own work


Assignment Task for Unit: Managing own personal and technical development

	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	TASK

The purpose of this unit is to develop knowledge and understanding of managing own personal development to improve leadership and management performance as required by a practising or potential site supervisor.

You may attach specific examples of documents you have produced to illustrate your answers.

NOTE:

You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.

You should plan to spend approximately 16 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1500 words: the suggested range is between 1000 and 2000 words.

Check your assignment carefully prior to submission using the assessment criteria.



	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Understand how to identify the skills gap between existing and future knowledge and skill requirements 
This task requires you to provide descriptions of the principal features of future skills your organisation requires that make it clear why those skills are needed in order to meet the changes in the construction industry over the next two to five years.

You are then required to describe the principal features of any gaps between your current work role, skills and knowledge and the future skills your organisation requires.


	· Describe the future skills your organisation requires in order to meet the changes in the construction industry over the next two to five years (16 marks)
· Describe the skills gap between your current work role, skills and knowledge requirements and the future skills your organisation requires (16 marks)


	Understand how personal attributes and behaviour affect leadership and management performance 

This task requires you to collect feedback from others to produce an assessment using appropriate criteria to make a judgement on own personal attributes and behaviour and their effect on your leadership and management performance.

You are then required to identify and prioritise two or more areas for personal development to improve own leadership and management performance based on this assessment.

	· Use feedback from others to assess own personal attributes and behaviour and their effect on your leadership and management performance (12 marks)
· Identify and prioritise areas for personal development to improve own leadership and management performance based on this assessment (12 marks)


	Be able to implement and monitor a personal development plan to meet an identified skills gap and areas for personal development 

This final task requires you to use appropriate criteria to assess the suitability of two or more development vehicles to meet identified skills, knowledge and personal development needs.

You are then required to provide a rationale or argument to produce and justify a personal development plan to meet identified skills, knowledge and personal development needs, and to explain how the personal development plan will be monitored.


	· Assess the suitability of a range of development vehicles to meet identified skills, knowledge and personal development needs (16 marks)
· Devise and justify a personal development plan to meet identified skills, knowledge and personal development needs (16 marks)
· Explain how the personal development plan will be monitored (12 marks)


	By submitting I confirm that this assignment is my own work


Assignment Task for Unit: Nuclear Safety Culture

	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	TASK

The purpose of this unit is to develop an understanding of the distinguishing characteristics of nuclear power and the regulatory and safety requirements in nuclear construction as required by a supervisor in order to promote and maintain a strong nuclear safety culture. 

You may attach specific examples of documents you have produced to illustrate your answers.

NOTE:

You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.

You should plan to spend approximately 8 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1500 words: the suggested range is between 1000 and 2000 words.

Check your assignment carefully prior to submission using the assessment criteria.



	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Understand what is special about nuclear power and how that impacts upon own area of responsibility 

This task requires you to provide accounts of the principal characteristics of two or more features of nuclear technology in order to describe what makes nuclear technology different from other thermally-powered means of generating electricity.

You are then required to:

· Explain how two or more distinguishing features of nuclear power have contributed to one major nuclear incident

· Explain the role and responsibility of the supervisor in monitoring the distinguishing features of nuclear power in own area of responsibility


	· Describe the features of nuclear technology that make it different from other thermally-powered means of generating electricity (4 marks)
· Explain how the distinguishing features of nuclear power have contributed to one major nuclear incident (4 marks)
· Explain the role and responsibility of the supervisor in monitoring the distinguishing features of nuclear power in own area of responsibility (8 marks)

	Understand how the Nuclear Industry is regulated and the consequences of non-compliance 

This task requires you to provide accounts of the principal features of two regulatory bodies involved in nuclear power in order to describe their roles and responsibilities with respect to nuclear power.

You are then required to describe how activities on site are regulated, and to:

· State the purpose of the nuclear site licence

· Provide an account of the practices involved in the role of the supervisor that explain how regulatory compliance is ensured

	· Describe the roles and responsibilities of two regulatory bodies involved in nuclear power (4 marks)
· Describe how activities on site are regulated (4 marks)
· State the purpose of the nuclear site licence (4 marks)
· Explain the role of the supervisor in ensuring regulatory compliance (8 marks)

	Understand the principles and application of excellence and error prevention in nuclear construction 

This task requires you provide an account of the practices involved in the role of the supervisor in order to explain how the supervisor ensures that:

· Construction schedules are realistic and understood by the team

· Personnel have the training, tools and equipment required for the creation and maintenance of a safe working environment

· All personnel taking part in construction operations are suitably qualified and experienced to carry out their work.

You are then required to list a range of correct and appropriate tools for preventing errors in your work and to explain how you would apply two nuclear new build error tools.


	· Explain how the supervisor ensures that construction schedules are realistic and understood by the team (8 marks)
· Explain the role of the supervisor in ensuring that personnel have the training, tools and equipment required for the creation and maintenance of a safe working environment (8 marks)
· Explain how supervisors ensure that all  personnel taking part in construction operations are suitably qualified and experienced to carry out their work (4 marks)
· List a range of tools for preventing errors in your work (4 marks)
· Explain how you would apply two nuclear new build error tools (8 marks)


	Understand their role as a leader in promoting and maintaining nuclear safety 

This final task requires you provide a sufficient and correct statement of the standards expected of supervisors with regard to safety, quality and productivity (SQP).

You are then required to describe how you as a leader promote a strong nuclear safety culture within your team and explain how your behavior can promote a strong culture of safety, quality and productivity and support a strong nuclear safety culture for tomorrow.

Finally, you are required to explain what is meant by latent error and provide an account of the practices of regular on-site observation and coaching in order to explain the responsibility of supervisors in verifying levels of performance.
	· State the standards expected of supervisors with regard to safety, quality and productivity (SQP) (8 marks)
· Describe how you as a leader promote a strong nuclear safety culture within your team (4 marks)
· Explain how your behaviour can promote a strong culture of safety, quality and productivity (4 marks)
· Explain how behaviours that you as a leader must demonstrate today will support a strong nuclear safety culture for tomorrow (8 marks)
· Explain what is meant by latent error (4 marks)
· Explain the responsibility of supervisors in verifying levels of performance through regular on-site observation and coaching (4 marks)


	By submitting I confirm that this assignment is my own work


Assignment Task for Unit: Reading and executing a short-term programme

	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	TASK

The purpose of this unit is to develop knowledge and understanding of managing site plans and programme requirements that meet quality and health and safety standards to achieve plan and programme milestones as required by a practising or potential site supervisor.

You may attach specific examples of documents you have produced to illustrate your answers.

NOTE:

You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.

You should plan to spend approximately 18 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1500 words: the suggested range is between 1000 and 2000 words.

Check your assignment carefully prior to submission using the assessment criteria.



	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Understand site planning and programme requirements in order to lead and manage people and activities 
This task requires you to provide an account of the characteristics of a site plan and a site programme in order to explain the difference between them, and to describe the principal features of the roles and responsibilities of the site supervisor and team leader in the planning process.

You are then required to provide an account of how the critical path and the sequencing of tasks on a programme are used in order to explain their importance, and to explain how to ensure the programmed activities achieve the short-term goals to comply with the budget to build.


	· Explain the difference between a site plan and a site programme (4 marks)
· Describe the roles and responsibilities of the site supervisor and team leader in the planning process (4 marks)
· Explain the importance of the critical path and the sequencing of tasks on a programme (4 marks)
· Explain how to ensure the programmed activities achieve the short-term goals to comply with the budget to build (8 marks)

 

	Understand the impact of managing resources, time and materials on the plan and programme 
This task requires you to explain the practices involved in identifying resource requirements from a plan and monitoring resource, time and material, and to explain how the role of standard industry outputs inform the achievement of the plan / programme.

You are then required to:

· Describe how to identify and record waste by theoretical versus actual comparisons

· Describe what is meant by the budget to build

· Provide an account of the practices involved to explain how the budget to build is used to compare actual spend on a weekly basis


	· Explain how to identify resource requirements from a plan (8 marks)
· Explain the processes involved in monitoring resource, time and material (8 marks)
· Explain the role of standard industry outputs to inform the achievement of the plan / programme (4 marks)
· Describe how to identify and record waste by theoretical versus actual comparisons (4 marks)
· Describe what is meant by the budget to build (4 marks)
· Explain how the budget to build is used to compare actual spend on a weekly basis (4 marks)


	Understand different work methods and their impact on quality, health and safety and the achievement of plans 
This task requires you to describe two commonly used work methods and to explain how the choice of work method is influenced by its impact upon quality, health and safety and achievement of plans.

You are then required to provide an account of the practices involved in order to explain how to prepare a simple method statement.


	· Describe two commonly used work methods (4 marks)
· Explain how the choice of work method is influenced by its impact upon quality, health and safety and achievement of plans (8 marks)
· Explain how to prepare a simple method statement (8 marks)


	Understand how to leverage their leadership and management skills to achieve plan and programme milestones 

This final task requires you to provide an account of the practices involved to explain why it is important to maintain accurate records of plant, materials and labour used on site, and to explain the supervisor’s responsibilities for the ordering, receipt and storage of materials.

You are then required to provide an account of liaising with other supervisors/foremen and construction managers on a regular basis in order to explain the importance of liaison in managing interface and coordination issues, and to describe the principal features of two situations when work can be halted to ensure achievement of plan.


	· Explain why it is important to maintain accurate records of plant, materials and labour used on site (8 marks)
· Explain the supervisor’s responsibilities for the ordering, receipt and storage of materials (8 marks)
· Explain the importance of liaising with other supervisors/foremen and construction managers on a regular basis to manage interface and coordination issues (8 marks)
· Describe two situations when work can be halted to ensure achievement of plan (4 marks)


	By submitting I confirm that this assignment is my own work


Assignment Task for Unit: Understanding Commercial Awareness

	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	TASK

The purpose of this unit is to develop an understanding of how stakeholder and client relationships and the monitoring and control of costs and waste contribute to making an organisation commercially successful as required by a practising or potential site supervisor.

You may attach specific examples of documents you have produced to illustrate your answers.

NOTE:

You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.

You should plan to spend approximately 16 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1500 words: the suggested range is between 1000 and 2000 words.

Check your assignment carefully prior to submission using the assessment criteria.



	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Understand the importance of stakeholder relationships in making an organisation successful 
This task requires you to identify a range of key internal and external stakeholders and to explain why they are important to the organisation.

You are then required to explain the role of the supervisor in maintaining good communications with stakeholders and to explain how customer service standards and procedures are used to meet customer needs. 

 
	· Identify your key internal and external stakeholders and explain why they are important to the organisation (8 marks)
· Explain the role of the supervisor in maintaining good communications with stakeholders (4 marks)
· Explain how customer service standards and procedures are used to meet customer needs (8 marks)
 

	Understand the role of the supervisor in meeting client requirements 

This task requires you to explain how the supervisor monitors client requirements and to explain how feedback on client expectations can be used by the supervisor to improve how the business meets client requirements.


	· Explain how the supervisor monitors client requirements (4 marks)
· Explain how feedback on client expectations can be used by the supervisor to improve how the business meets client requirements (8 marks)


	Understand the role of the supervisor in managing and controlling costs

This task requires you to explain the responsibility of the supervisor in controlling costs and to explain two or more opportunities the supervisor has to impact on cost.

You are then required to provide descriptions of the principal features of two or more mechanisms in the organisation that are used by the supervisor to maintain control of labour and materials, and to explain how the budget to build can be used as a control mechanism for managing cost


	· Explain the responsibility of the supervisor in controlling costs (8 marks)
· Explain what opportunities the supervisor has to impact on cost (4 marks)
· Describe mechanisms in the organisation used by the supervisor to maintain control of labour and materials costs (4 marks)
· Explain how the budget to build can be used as a control mechanism for managing cost (8 marks)


	Understand the role of the supervisor in minimising waste in an organisation 

This task requires you to describe the principal features of two or more techniques used by the supervisor for measuring and monitoring waste and to identify potential waste in the organisation.

You are then required to identify the main benefits of managing waste in the organisation and to compile a correct and appropriate simple action plan to minimise waste on site.


	· Identify potential waste in the organisation (8 marks)
· Describe the techniques and/or methods used by the supervisor for measuring and monitoring waste in the organisation (8 marks)
· Identify the main benefits of managing waste in the organisation (4 marks) 

· Compile a simple action plan to minimise waste on site (8 marks)


	Understand how keeping records contributes to making an organisation successful 

The final task requires you to explain the purpose of record-keeping for the organisation and to identify key information to be recorded by the supervisor to meet organisational and legal guidelines.

You are then required to explain the supervisor’s role in maintaining accurate records of the allocation of labour, plant and materials


	· Explain the purpose of record-keeping for the organisation (4 marks)
· Identify key information to be recorded by the supervisor meet organisational and legal guidelines (4 marks)
· Explain the supervisor’s role in maintaining accurate records of the allocation of labour, plant and materials (8 marks)


	By submitting I confirm that this assignment is my own work


Mark Sheets with Sufficiency Descriptors for the ILM Level 3 Award/Certificate/Diploma in Leadership and Management Practice for the Construction and Built Environment Sector (Multiple pathway qualification)
MARK SHEET – Leadership and Management Practice for the Construction and Built Environment Sector

	Centre Number :
	
	Centre Name :
	

	Learner Registration No :
	
	Learner Name:
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARK SHEET 

Assessment must be conducted with reference to the assessment criteria (AC). In order to pass the unit, every AC must be met.

Assessors will normally award marks for every AC and then total them into a percentage. However, for greater simplicity, there is the option to not use marks at all and merely indicate with a ‘Pass’ or ‘Referral’ in the box (below right). In order to pass the unit every AC must receive a ‘Pass’ 

Where marks are awarded according to the degree to which the learner’s evidence in the submission meets each AC, every AC must be met, i.e. receive at least half marks (e.g. min 10/20). Any AC awarded less than the minimum produces an automatic referral for the submission (regardless of the overall mark achieved). 
Sufficiency descriptors are provided as guidance. If 20 marks are available for an AC and the evidence in the submission approximates to the ‘pass’ descriptor, that indicates it should attract 10 marks out of 20, if a ‘good pass’ then ca. 15 out of 20. The descriptors are not comprehensive, and cannot be, as there are many ways in which a submission can exceed or fall short of the requirements.


	1. Learner named above confirms authenticity of submission.

2. ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation. By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed. 
However, if you are unwilling to allow ILM use your script, please refuse by ticking the box: □



	Learning Outcome / Section 1: Understand the roles and responsibilities of a site supervisor or team leader

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 1.1

· Describe the responsibilities of the site supervisor or team leader in ensuring safety on site
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· The responsibilities of the site supervisor or team leader in ensuring safety on site are not described, or are incorrect or insufficient, or only one responsibility is described, or responsibilities are merely listed with no account of their principal features to describe how they ensure safety on site


	· A limited but sufficient and correct account of the principal features of the responsibilities of the site supervisor or team leader is provided to describe how they ensure safety on site


	· A full and correct account of the principal features of the responsibilities of the site supervisor or team leader is provided to describe how they ensure safety on site


	

	
	
	
	
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.2

· Describe the responsibilities of the site supervisor or team leader in ensuring quality requirements are met
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The responsibilities of the site supervisor or team leader in ensuring quality requirements are met are not described, or are incorrect or insufficient, or only one responsibility is described, or responsibilities are merely listed with no account of their principal features to describe how they ensure quality requirements are met


	· A limited but sufficient and correct account of the principal features of the responsibilities of the site supervisor or team leader is provided to describe how they ensure quality requirements are met


	· A full and correct account of the principal features of the responsibilities of the site supervisor or team leader is provided to describe how they ensure quality requirements are met


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.3

· Describe the responsibilities of the site supervisor or team leader in ensuring productivity targets are achieved
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The responsibilities of the site supervisor or team leader in ensuring productivity targets are achieved are not described, or are incorrect or insufficient, or only one responsibility is described, or responsibilities are merely listed with no account of their principal features to describe how they ensure productivity targets are achieved
	· A limited but sufficient and correct account of the principal features of the responsibilities of the site supervisor or team leader is provided to describe how they ensure productivity targets are achieved


	· A full and correct account of the principal features of the responsibilities of the site supervisor or team leader is provided to describe how they ensure productivity targets are achieved


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.4

· Describe the responsibilities of the site supervisor or team leader in ensuring behavioural standards on site are appropriate and contribute to the achievement of project and work plans
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The responsibilities of the site supervisor or team leader in ensuring behavioural standards on site are appropriate and contribute to the achievement of project and work plans are not described, or are incorrect or insufficient, or only one responsibility is described

· Responsibilities are merely listed with no account of their principal features to describe how they ensure behavioural standards on site are appropriate and contribute to the achievement of project and work plans


	· A limited but sufficient and correct account of the principal features of the responsibilities of the site supervisor or team leader is provided to describe how they ensure behavioural standards on site are appropriate and contribute to the achievement of project and work plans


	· A full and correct account of the principal features of the responsibilities of the site supervisor or team leader is provided to describe how they ensure behavioural standards on site are appropriate and contribute to the achievement of project and work plans


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.5

· Explain the role of the site supervisor or team leader in organisational procedures relating to poor performance or behaviour 
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· The role of the site supervisor or team leader in organisational procedures relating to poor performance or behaviour is not explained, or the explanation is incorrect or inappropriate, or is merely stated with no account of the practices involved to explain how this role is carried out 

	· A limited but sufficient and correct account is provided of the practices involved in order to explain the role of the site supervisor or team leader in organisational procedures relating to poor performance or behaviour 


	· A full and correct account is provided of the practices involved in order to explain the role of the site supervisor or team leader in organisational procedures relating to poor performance or behaviour
	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 2: Understand the differences between leadership and management and the relationship between the two

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 2.1

· Explain why a site supervisor or team leader needs to be both a manager and a leader
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· Why a site supervisor or team leader needs to be both a manager and a leader is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of the practices of a manager and a leader provided to explain why a site supervisor or team leader needs to be both


	· A limited but sufficient and correct account of the practices of both is provided in order to explain why a site supervisor or team leader needs to be both a manager and a leader


	· A full and correct account of the practices of both is provided in order to explain why a site supervisor or team leader needs to be both a manager and a leader


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 2.2

· Explain the site supervisor’s or team leader’s role as a manager in achieving team objectives and outcomes
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· The site supervisor’s or team leader’s role as a manager in achieving team objectives and outcomes is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of the practices of a site supervisor or team leader provided to explain their role in achieving team objectives and outcomes


	· A limited but sufficient and correct account of the practices of the site supervisor or team leader is provided to explain their role as a manager in achieving team objectives and outcomes


	· A full and correct account of the practices of the site supervisor or team leader is provided to explain their role as a manager in achieving team objectives and outcomes


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 2.3

· Describe how you apply a range of leadership styles
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· How you apply a range of leadership styles is not described, or is incorrect or insufficient, or only one leadership style is described, or leadership styles are merely listed with no account of their principal features to describe how they are applied


	· A limited but sufficient and correct account of the principal features of two or more leadership styles is provided to describe how they are applied


	· A full and correct account of the principal features of two or more leadership styles is provided to describe how they are applied


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.4

· Describe how you set direction and communicate this to others
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· How you set direction and communicate this to others is not described, or is incorrect or insufficient, or is merely stated with no account of the principal features provided to describe how you set direction and communicate this to others


	· A limited but sufficient and correct account of its principal features is provided to describe how you set direction and communicate this to others
	· A full and correct account of its principal features is provided to describe how you set direction and communicate this to others


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.5

· Describe how you motivate and empower your team
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· How you motivate and empower your team is not described, or is incorrect or insufficient, or is merely stated with no account of the principal features provided to describe how you motivate and empower your team


	· A limited but sufficient and correct account of its principal features is provided to describe how you motivate and empower your team


	· A full and correct account of its principal features is provided to describe how you motivate and empower your team


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.6

· Identify and prioritise areas for personal development to improve own ability to lead
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· Areas for personal development to improve own ability to lead are not identified and prioritised, or are identified or prioritised but not both, or only one area is identified and prioritised


	· Two or more areas for personal development to improve own ability to lead are identified and prioritised, although why they have been selected and identified and prioritised is imprecise and/or lacks context


	· Two or more areas for personal development to improve own ability to lead are precisely identified and prioritised within a detailed and appropriate context


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 3: Understand the role of quality management in site management

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 3.1

· Explain, with examples, what is meant by the ‘cost of quality’


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· What is meant by the ‘cost of quality’ is not explained with examples, or the explanation is incorrect or insufficient, or the examples are inappropriate, or only one example is provided, or is merely stated with no account of the practices of quality management provided to explain what is meant by the ‘cost of quality’


	· A limited but sufficient and correct account of the practices of quality management is provided with two or more appropriate examples in order to explain what is meant by the ‘cost of quality’


	· A full and correct account of the practices of quality management is provided with two or more appropriate examples in order to explain what is meant by the ‘cost of quality’


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 3.2

· Describe one quality standard for internal customers and one quality standard for external customers


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· One quality standard for internal customers and one quality standard for external customers is not described, or the descriptions are incorrect or inappropriate, or one quality standard for internal customers or one quality standard for external customers is described but not both

· Quality standards are merely listed with no account of their principal features to describe how or why they are applicable to the internal and external customers


	· A limited but sufficient and correct account of the principal features of one quality standard for internal customers and one quality standard for external customers is provided to describe how or why they are applicable to the internal and external customers


	· A full and correct account of the principal features of one quality standard for internal customers and one quality standard for external customers is provided to describe how or why they are applicable to the internal and external customers


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 3.3

· Describe the record-keeping process for maintaining quality


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· The record-keeping process for maintaining quality is not described, or is incorrect or incomplete, or is merely stated with no account of its principal features provided to describe how it maintains quality


	· A limited but sufficient and correct account of the principal features of the record-keeping process for maintaining quality is provided to describe how it maintains quality


	· A full and correct account of the principal features of the record-keeping process for maintaining quality is provided to describe how it maintains quality


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 4: Understand the importance of health and safety in site management


	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 4.1

· List current legislation and industry regulations relating to health and safety at work that are relevant to the responsibilities of a site supervisor or team leader


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· Current legislation and industry regulations relating to health and safety at work that are relevant to the responsibilities of a site supervisor or team leader are not listed, or are incorrect or inappropriate
	· A limited but sufficient and correct list of current legislation and industry regulations relating to health and safety at work that are relevant to the responsibilities of a site supervisor or team leader is provided
	· A comprehensive and correct list of current legislation and industry regulations relating to health and safety at work that are relevant to the responsibilities of a site supervisor or team leader is provided
	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.2

· Describe your organisation’s policy in relation to one specific item of legislation or regulation


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· Your organisation’s policy in relation to one specific item of legislation or regulation is not described, or is incorrect or inappropriate, or a policy is merely stated with no account of its principal features to describe its relationship to one specific item of legislation or regulation
	· A limited but sufficient and correct account of the principal features of your organisation’s appropriate policy is provided to describe its relationship to one specific item of legislation or regulation


	· A full and correct account of the principal features of your organisation’s appropriate policy is provided to describe its relationship to one specific item of legislation or regulation


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.3

· Describe how to conduct a risk assessment


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· How to conduct a risk assessment is not described, or is incorrect or incomplete, or is merely stated with no account of the principal features of a risk assessment to describe how it is conducted


	· A limited but sufficient and correct account of the principal features of a risk assessment is provided to describe how it is conducted


	· A full and correct account of the principal features of a risk assessment is provided to describe how it is conducted


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.4

· Explain the difference between a risk assessment and a method statement


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· The difference between a risk assessment and a method statement is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of the uses of each to explain the difference between them


	· A limited but sufficient and correct account of the uses of a risk assessment and a method statement is provided to explain the difference between them


	· A full and correct account of the uses of a risk assessment and a method statement is provided to explain the difference between them


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.5

· Describe how to ensure the team is aware of health and safety requirements


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· How to ensure the team is aware of health and safety requirements is not described, or the description is incorrect or insufficient, or is merely stated with no account provided to describe the principal features of how to ensure the team is aware
	· A limited but sufficient and correct account of its principal features is provided to describe how to ensure the team is aware of health and safety requirements


	· A full and correct account of its principal features is provided to describe how to ensure the team is aware of health and safety requirements


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.6

· Explain why it is important to monitor health and safety and keep accurate records


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· Why it is important to monitor health and safety and keep accurate records is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account provided to explain why it is important


	· A limited but sufficient and correct account is provided to explain why monitoring health and safety and keeping accurate records is important


	· A full and correct account is provided to explain why monitoring health and safety and keeping accurate records is important


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.7

· Explain the supervisor’s or team leader’s role in monitoring health and safety and maintaining accurate records


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The supervisor’s or team leader’s role in monitoring health and safety and maintaining accurate records is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of the practices involved to explain the supervisor’s or team leader’s role


	· A limited but sufficient and correct account of the practices involved is provided to explain the supervisor’s or team leader’s role in monitoring health and safety and maintaining accurate records


	· A full and correct account of the practices involved is provided to explain the supervisor’s or team leader’s role in monitoring health and safety and maintaining accurate records


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	
	/ 100
TOTAL MARKS

	Assessor’s Decision
	Quality Assurance Use

	Outcome (delete as applicable): PASS / REFERRAL
	Signature of Assessor:

Date:
	Outcome (delete as applicable): PASS / REFERRAL
	Signature of QA:

Date of QA check:


MARK SHEET – Supervision in Tunnelling Environments

	Centre Number :
	
	Centre Name :
	

	Learner Registration No :
	
	Learner Name:
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARK SHEET 

Assessment must be conducted with reference to the assessment criteria (AC). In order to pass the unit, every AC must be met.

Assessors will normally award marks for every AC and then total them into a percentage.  However, for greater simplicity, there is the option to not use marks at all and merely indicate with a ‘Pass’ or ‘Referral’ in the box (below right).  In order to pass the unit every AC must receive a ‘Pass’ 

Where marks are awarded according to the degree to which the learner’s evidence in the submission meets each AC, every AC must be met, i.e. receive at least half marks (e.g. min 10/20).  Any AC awarded less than the minimum produces an automatic referral for the submission (regardless of the overall mark achieved).  

Sufficiency descriptors are provided as guidance.  If 20 marks are available for an AC and the evidence in the submission approximates to the ‘pass’ descriptor, that indicates it should attract 10 marks out of 20, if a ‘good pass’ then ca. 15 out of 20.  The descriptors are not comprehensive, and cannot be, as there are many ways in which a submission can exceed or fall short of the requirements.


	1. Learner named above confirms authenticity of submission.

2. ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation.  By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed.  

However, if you are unwilling to allow ILM use your  script, please refuse by ticking the box: □



	Learning Outcome / Section 1:  Understand current developments in the tunnelling industry in the UK

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 1.1

· Explain how the skills and knowledge required by a tunnelling supervisor have changed in response to developments in tunnelling methods and techniques over the last five years
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· How the skills and knowledge required by a tunnelling supervisor have changed in response to developments in tunnelling methods and techniques over the last five years is not explained, or the explanation is incorrect or inappropriate

· The skills and knowledge required by a tunnelling supervisor are merely listed or described with no account provided of  developments in tunnelling methods and techniques over the last five years in order to explain how the skills and knowledge required have changed


	· A limited but sufficient and appropriate account of developments in tunnelling methods and techniques over the last five years is provided in order to explain how the skills and knowledge required by a tunnelling supervisor have changed


	· A full and appropriate account of developments in tunnelling methods and techniques over the last five years is provided in order to explain how the skills and knowledge required by a tunnelling supervisor have changed


	

	
	
	
	
	/ 8

(min. of 4)
	Pass or Referral

	AC 1.2

· Explain how you ensure you remain competent to carry out your duties and responsibilities as a supervisor in the tunnelling industry
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· How you ensure you remain competent to carry out your duties and responsibilities as a supervisor in the tunnelling industry is not explained, or the explanation is incorrect or inappropriate, or is merely stated with no account provided of the activities you undertake that explain how you ensure you remain competent


	· A limited but sufficient and appropriate account is provided of the activities you undertake in order to remain competent to carry out your duties and responsibilities as a supervisor in the tunnelling industry


	· A full and appropriate account is provided of the activities you undertake in order to remain competent to carry out your duties and responsibilities as a supervisor in the tunnelling industry


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 2:  Understand the basics of tunnelling techniques and logistics

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 2.1

· Explain the basic responsibilities of the supervisor for recognising and responding to changing ground conditions and protecting the face
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The basic responsibilities of the supervisor for recognising and responding to changing ground conditions and protecting the face are not explained, or the explanation is incorrect or insufficient

· Basic responsibilities are merely listed with no account of the practices involved in recognising and responding to changing ground conditions and protecting the face that explain the basic responsibilities of the supervisor


	· A limited but sufficient and correct account of the practices involved in recognising and responding to changing ground conditions and protecting the face is provided in order to explain the basic responsibilities of the supervisor


	· A full and correct account of the practices involved in recognising and responding to changing ground conditions and protecting the face is provided in order to explain the basic responsibilities of the supervisor


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 2.2

· Describe the back-up services and resources required
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· Back-up services and resources required are not described, or the descriptions are incorrect or insufficient, or they are merely listed with no account of their principal features to describe what they look like


	· A limited but sufficient and correct account of their principal features is provided to describe what the back-up services and resources required look like


	· A full and correct account of their principal features is provided to describe what the back-up services and resources required look like


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):

	Learning Outcome / Section 3:  Understand the safety and local environmental impacts of tunnelling projects

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 3.1

· Describe a major incident that could occur on site and explain your role should this incident occur


	Referral [ca.3/12]
	Pass [6 marks]
	Good Pass [ca. 9/12]
	

	
	· A major incident that could occur on site is not described, or the description is incorrect or inappropriate, or a major incident is merely stated with no account of its principal features to describe what it looks like

· Your role should this incident occur is not explained, or the explanation is incorrect or inappropriate, or what you should do is merely stated with no account provided of the actions you should take that explain your role


	· A limited but sufficient and appropriate account of its principal features is provided to describe what a major incident that could occur on site would look like

· A limited but sufficient and appropriate account is provided of the actions you should take that explain your role should this incident occur


	· A full and appropriate account of its principal features is provided to describe what a major incident that could occur on site would look like

· A full and appropriate account is provided of the actions you should take that explain your role should this incident occur


	

	
	· 
	· 
	· 
	/ 12

(min. of 6)
	Pass or Referral

	AC 3.2

· Describe how the supervisor manages patterns of shift allocation in accordance with all relevant regulations


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· How the supervisor manages patterns of shift allocation in accordance with all relevant regulations is not described, or the description is incorrect or inappropriate

· Patterns of shift allocation are merely listed or stated with no account provided to describe the principal features of how they are managed by the supervisor in accordance with all relevant regulations


	· A limited but sufficient and appropriate account is provided in order to describe the principal features of how patterns of shift allocation are managed by the supervisor in accordance with all relevant regulations


	· A full and appropriate account is provided in order to describe the principal features of how patterns of shift allocation are managed by the supervisor in accordance with all relevant regulations


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 3.3

· Describe how tunnelling work impacts upon the local environment 


	Referral [ca.1/2]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· How tunnelling work impacts upon the local environment is not described, or the description is incorrect or inappropriate, or is merely stated with no account provided to describe the principal features of what the impact upon the local environment looks like


	· A limited but sufficient and appropriate account is provided in order to describe the principal features of what the impact of tunnelling work upon the local environment looks like


	· A full and appropriate account is provided in order to describe the principal features of what the impact of tunnelling work upon the local environment looks like


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 3.4

· Explain the supervisor’s responsibilities for ensuring the segregation of waste materials


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The supervisor’s responsibilities for ensuring the segregation of waste materials are not explained, or are incorrect or inappropriate, or are merely listed or stated with no account provided of the practices of ensuring the segregation of waste materials that explain the supervisor’s responsibilities


	· A limited but sufficient and appropriate account is provided of the practices of ensuring the segregation of waste materials that explain the supervisor’s responsibilities 


	· A full and appropriate account is provided of the practices of ensuring the segregation of waste materials that explain the supervisor’s responsibilities 


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 4:  Understand how to establish an effective team through developing working relationships and communication skills

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 4.1

· Explain the benefits of effective working relationships in developing and maintaining the team


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The benefits of effective working relationships in developing and maintaining the team is not explained, or the explanation is incorrect or insufficient

· Benefits are merely listed or stated with no account of what is meant by ‘effective working relationships’ in order to explain the benefits of effective working relationships in developing and maintaining the team


	· A limited but sufficient and correct account of what is meant by ‘effective working relationships’ is provided in order to explain the benefits of effective working relationships in developing and maintaining the team


	· A full and correct account of what is meant by ‘effective working relationships’ is provided in order to explain the benefits of effective working relationships in developing and maintaining the team 


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 4.2

· Describe behaviours which could develop and maintain trust on site


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· Behaviours which could develop and maintain trust on site are not described, or are incorrect or inappropriate, or only one behaviour is described, or behaviours are merely listed with no account provided of their principal features to describe what they look like


	· A limited but sufficient and correct account is provided to describe the principal features of two or more appropriate behaviours which could develop and maintain trust on site


	· A full and correct account is provided to describe the principal features of two or more appropriate behaviours which could develop and maintain trust on site


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.3

· Explain the responsibilities of the supervisor in imparting and receiving information at handover 


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The responsibilities of the supervisor in imparting and receiving information at handover is not explained, or the explanation is incorrect or inappropriate, or responsibilities are merely listed or stated with no account provided of how information is imparted and received at handover in order to explain the responsibilities of the supervisor in the process


	· A limited but sufficient and correct account is provided of how information is imparted and received at handover in order to explain the responsibilities of the supervisor in the process


	· A full and correct account is provided of how information is imparted and received at handover in order to explain the responsibilities of the supervisor in the process


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 4.4

· Describe what information from a method statement must be briefed to the workforce


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· What information from a method statement must be briefed to the workforce is not described, or is incorrect or insufficient, or is merely stated with no account provided to describe the principal features of the information


	· A limited but sufficient and correct account is provided to describe the principal features of the information from a method statement that must be briefed to the workforce


	· A full and correct account is provided to describe the principal features of the information from a method statement that must be briefed to the workforce


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.5

· Prepare a daily briefing or a toolbox talk 


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· No evidence, or insufficient evidence, is provided to demonstrate that a daily briefing or a toolbox talk is prepared, or the daily briefing or a toolbox talk is incorrect, insufficient or inappropriate


	· Limited but sufficient evidence is provided to demonstrate that a correct and appropriate daily briefing or a toolbox talk is prepared


	· Detailed evidence is provided to demonstrate that a correct and appropriate daily briefing or a toolbox talk is prepared


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 4.6

· Explain the recording requirements following a daily briefing


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· The recording requirements following a daily briefing are not explained, or the explanation is incorrect or inappropriate, or recording requirements are merely listed or stated with no account provided to explain how they are carried out


	· A limited but sufficient and correct account is provided to explain how the recording requirements following a daily briefing are carried out


	· A full and correct account is provided to explain how the recording requirements following a daily briefing are carried out


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	
	/ 100
TOTAL MARKS


	Assessor’s Decision
	Quality Assurance Use

	Outcome (delete as applicable): PASS / REFERRAL
	Signature of Assessor:

Date:
	Outcome (delete as applicable): PASS / REFERRAL
	Signature of QA:

Date of QA check:


MARK SHEET – Supervising an Extractive Site Safely

	Centre Number :
	
	Centre Name :
	

	Learner Registration No :
	
	Learner Name:
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARK SHEET 

Assessment must be conducted with reference to the assessment criteria (AC). In order to pass the unit, every AC must be met.

Assessors will normally award marks for every AC and then total them into a percentage.  However, for greater simplicity, there is the option to not use marks at all and merely indicate with a ‘Pass’ or ‘Referral’ in the box (below right).  In order to pass the unit every AC must receive a ‘Pass’ 

Where marks are awarded according to the degree to which the learner’s evidence in the submission meets each AC, every AC must be met, i.e. receive at least half marks (e.g. min 10/20).  Any AC awarded less than the minimum produces an automatic referral for the submission (regardless of the overall mark achieved).  

Sufficiency descriptors are provided as guidance.  If 20 marks are available for an AC and the evidence in the submission approximates to the ‘pass’ descriptor, that indicates it should attract 10 marks out of 20, if a ‘good pass’ then ca. 15 out of 20.  The descriptors are not comprehensive, and cannot be, as there are many ways in which a submission can exceed or fall short of the requirements.


	3. Learner named above confirms authenticity of submission.

4. ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation.  By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed.  

However, if you are unwilling to allow ILM use your  script, please refuse by ticking the box: □



	Learning Outcome / Section 1:  Understand the Health, Safety and Environmental impacts when supervising an extractive site

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that, if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 1.1

· Describe how the following regulations impact an extractive site:

· Quarry Regulations 1999

· Manual Handling Regulations 1992

· Managing Health and Safety at Work Act 1999 
	Referral [ca.3/12]
	Pass [6 marks]
	Good Pass [ca. 9/12]
	

	
	· How the Quarry Regulations 1999, Manual Handling Regulations 1992, and Managing Health and Safety at Work Act 1999 impact an extractive site is not described, or the description is incorrect or insufficient

· How the Quarry Regulations 1999 or Manual Handling Regulations 1992 or Managing Health and Safety at Work Act 1999 impact an extractive site is described, but not all three

· The Quarry Regulations 1999, Manual Handling Regulations 1992, and Managing Health and Safety at Work Act 1999 are described with no reference to how they impact an extractive site
	· A limited but sufficient account of the main features of the Quarry Regulations 1999, Manual Handling Regulations 1992, and Managing Health and Safety at Work Act 1999 are provided to describe how all three impact an extractive site


	· A full and detailed account of the main features of the Quarry Regulations 1999, Manual Handling Regulations 1992, and Managing Health and Safety at Work Act 1999 are provided within a detailed context to describe how all three impact an extractive site


	

	
	
	
	
	/ 12

(min. of 6)
	Pass or Referral

	AC 1.2

· Describe how working in an extractive environment can affect a person’s health
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· How working in an extractive environment can affect a person’s health is not described, or the description is incorrect or insufficient


	· A limited but sufficient account of the main features of an extractive environment is provided in order to describe how this can affect a person’s health


	· A full and detailed account of the main features of an extractive environment is provided within a detailed context in order to describe how this can affect a person’s health


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.3

· Describe the measures that should be in place to monitor and prevent ill-health
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· Measures that should be in place to monitor and prevent ill-health are not described, or the descriptions are incorrect or insufficient, or only one measure is described

· Measures that should be in place to monitor and prevent ill-health are merely listed with no account provided of their main features to describe how they monitor and prevent ill-health


	· A limited but sufficient account of the main features of two or more measures is provided to describe how they monitor and prevent ill-health


	· A full and detailed account of the main features of two or more measures is provided to describe within a detailed context how they monitor and prevent ill-health


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.4

· Explain the process to follow when an incident occurs on site that has the potential to cause injury or ill-health
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· The process to follow when an incident occurs on site that has the potential to cause injury or ill-health is not explained, or is incorrect or insufficient

· The process to follow is merely stated with no explanation of how it is put into practice when an incident occurs on site that has the potential to cause injury or ill-health
	· A limited but sufficient account is provided of how to use the process to follow when an incident occurs on site that has the potential to cause injury or ill-health


	· A full and detailed account is provided within a detailed context of how to use the process to follow when an incident occurs on site that has the potential to cause injury or ill-health


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 1.5

· Describe the legislative requirements that companies must follow in order to achieve best practice in on-site environmental management
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· The legislative requirements that companies must follow in order to achieve best practice in on-site environmental management are not described, or the descriptions are incorrect or insufficient, or only one legislative requirement is described

· Legislative requirements are merely listed with no account provided of their main features to describe how they achieve best practice in on-site environmental management


	· A limited but sufficient account is provided of the main features of two or more legislative requirements that companies must follow in order to achieve best practice in on-site environmental management


	· A full and detailed account is provided within a detailed context of the main features of two or more legislative requirements that companies must follow in order to achieve best practice in on-site environmental management


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 2:  Understand methods of working in an extractive site

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that, if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 2.1

· Describe the factors that must be considered when planning the development of an excavation and the progression of benches
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The factors that must be considered when planning the development of an excavation and the progression of benches are not described, or the descriptions are incorrect or insufficient, or only one factor is described

· Factors are merely listed with no description of their key features that must be considered when planning the development of an excavation and the progression of benches


	· Limited but sufficient descriptions are provided of the key features of two or more factors that must be considered when planning the development of an excavation and the progression of benches 
	· Full and detailed descriptions are provided within a detailed context of the key features of two or more factors that must be considered when planning the development of an excavation and the progression of benches


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 2.2

· Explain what should be considered when inspecting the face on extractive sites
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· What should be considered when inspecting the face on extractive sites is not explained, or the explanation is incorrect or insufficient

· Factors to be considered are merely listed with no explanation of the reasons why they should be considered when inspecting the face on extractive sites
	· A limited but sufficient explanation is provided of what should be considered when inspecting the face on extractive sites

	· A full and detailed explanation is provided within a detailed context of what should be considered when inspecting the face on extractive sites

	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 3:  Understand the safety procedures that must be followed when supervising an extractive site

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 3.1

· Describe the legal requirements that should be met when developing safe systems of work


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· Legal requirements that should be met when developing safe systems of work are not described, or the descriptions are incorrect or insufficient, or only one legal requirement is described

· Legal requirements are merely listed with no descriptions of the key features that should be met when developing safe systems of work 


	· Limited but sufficient descriptions are provided of the key features of two or more legal requirements that should be met when developing safe systems of work
	· Full and detailed descriptions are provided within a detailed context of the key features of two or more legal requirements that should be met when developing safe systems of work


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 3.2

· Explain the necessary steps to take when developing safe systems of work


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The necessary steps to take when developing safe systems of work are not explained, or the explanations are incorrect or insufficient

· The necessary steps are merely listed with no explanation provided as to how they will develop safe systems of work


	· A limited but sufficient explanation is provided of how the necessary steps to take will develop safe systems of work
	· A full and detailed explanation is provided within a detailed context of how the necessary steps to take will develop safe systems of work


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 3.3

· Describe the process to follow when monitoring safe systems of work


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· The process to follow when monitoring safe systems of work is not described, or the description is incorrect or insufficient

· The process to follow is merely listed with no description of its key features 


	· Limited but sufficient descriptions are provided of the key features of the process to follow when monitoring safe systems of work


	· Full and detailed descriptions are provided within a detailed context of the key features of the process to follow when monitoring safe systems of work  
	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 4:  Understand their role in promoting a positive health and safety culture in an extractive site

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 4.1

· Describe the aspects of a positive health and safety culture


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· The aspects of a positive health and safety culture are not described, or the descriptions are incorrect or insufficient, or only one aspect is described

· The aspects of a positive health and safety culture are merely listed with no description of what they look like


	· Limited but sufficient descriptions are provided of what two or more aspects of a positive health and safety culture look like


	· Full and detailed descriptions are provided within a detailed context of what two or more aspects of a positive health and safety culture look like


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.2

· Explain the working methods that should be implemented to promote a positive health and safety culture


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The working methods that should be implemented to promote a positive health and safety culture are not explained, or the explanation is incorrect or insufficient, or only one working method is explained

· Working methods are merely listed with no explanation as to how they should be implemented to promote a positive health and safety culture


	· A limited but sufficient account is provided of how two or more working methods should be implemented to promote a positive health and safety culture


	· A full and detailed account is provided within a detailed context of how two or more working methods should be implemented to promote a positive health and safety culture


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 4.3

· Explain the employer’s duties in relation to providing adequate health and safety training


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The employer’s duties in relation to providing adequate health and safety training are not explained, or the explanation is incorrect or insufficient

· Employer’s duties are merely listed with no explanation as to how they relate to providing adequate health and safety training


	· A limited but sufficient explanation is provided of the employer’s   duties in relation to providing adequate health and safety training


	· A full and detailed explanation is provided within a detailed context of the employer’s   duties in relation to providing adequate health and safety training


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 4.4

· Describe what adequate health and safety training must include


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· What adequate health and safety training must include is not described, or the description is incorrect or insufficient

· The range of topics that must be included in adequate health and safety training is incomplete

· Topics for health and safety training are merely listed with no description provided of their key features


	· Limited but sufficient descriptions are provided of the key features of an appropriate range of topics that must be included in adequate health and safety training


	· Full and correct descriptions are provided within a detailed context of the key features of a wide range of topics that must be included in adequate health and safety training


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.5

· Explain how good communication should be implemented by supervisors on site


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· How good communication should be implemented by supervisors on site is not explained, or the explanation is incorrect or insufficient

· Good communication is merely described with no explanation of practices or techniques that can be used to implement good communication on site


	· A limited but sufficient account is provided of practices or techniques that explain how good communication should be implemented by supervisors on site


	· A full and correct account is provided within a detailed context of practices or techniques that explain how good communication should be implemented by supervisors on site


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):
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	1. Learner named above confirms authenticity of submission.

2. ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation. By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed. 
However, if you are unwilling to allow ILM use your script, please refuse by ticking the box: □



	Learning Outcome / Section 1: Understand how their personal leadership style affects the performance of others

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 1.1

· Describe the factors that will influence the choice of leadership styles or behaviours on site
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· The factors that will influence the choice of leadership styles or behaviours on site are not described, or are incorrect or inappropriate, or only one factor is described, or factors are merely listed with no account of their principal features to describe what they look like


	· A limited but sufficient and correct and appropriate account is provided to describe the principal features of two or more factors that will influence the choice of leadership styles or behaviours on site


	· A full and correct and appropriate account is provided to describe the principal features of two or more factors that will influence the choice of leadership styles or behaviours on site


	

	
	
	
	
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.2

· Describe appropriate actions to enhance own leadership behaviour in the context of a model of leadership
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· Appropriate actions to enhance own leadership behaviour in the context of a model of leadership are not described, or are incorrect or inappropriate, or the model of leadership is incorrect or inappropriate, or only one action is described, or actions are merely listed with no account of their principal features to describe what they look like


	· A limited but sufficient and correct account is provided to describe the principal features of two or more appropriate actions to enhance own leadership behaviour in the context of a correct and appropriate model of leadership


	· A full and correct account is provided to describe the principal features of two or more appropriate actions to enhance own leadership behaviour in the context of a correct and appropriate model of leadership
	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 2: Understand how to establish and maintain an effective team

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 2.1

· Explain the benefits of developing and maintaining an effective team
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The benefits of developing and maintaining an effective team is not explained, or the explanation is incorrect or insufficient, or only one benefit is explained, or benefits are merely listed with no account provided to explain how they arise out of the practices associated with developing and maintaining an effective team 


	· A limited but sufficient and correct account of the practices associated with developing and maintaining an effective team is provided to explain two or more benefits that arise out of those practices 

	· A full and correct account of the practices associated with developing and maintaining an effective team is provided to explain two or more benefits that arise out of those practices 

	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 2.2

· Describe the stages of an established model of team formation
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The stages of an established model of team formation are not described, or the descriptions are incorrect or insufficient, or not all the stages are described, or the stages are merely listed with no account of their principal features to describe what each stage looks like


	· A limited but sufficient and correct account is provided to describe what the principal features of all the stages of an established model of team formation look like


	· A full and correct account is provided to describe what the principal features of all the stages of an established model of team formation look like


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.3

· Describe appropriate actions to enhance the effectiveness of own team
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· Appropriate actions to enhance the effectiveness of own team are not described, or are incorrect or inappropriate, or only one action is described, or actions are merely listed with no account of their principal features to describe what they look like


	· A limited but sufficient and correct account is provided to describe what the principal features of two or more appropriate actions to enhance the effectiveness of own team look like


	· A full and correct account is provided to describe what the principal features of two or more appropriate actions to enhance the effectiveness of own team look like
	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 3: Know how to motivate the team to improve productivity

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 3.1

· Describe a recognised theory of motivation 


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· A recognised theory of motivation is not described, or the description is incorrect or insufficient, or a theory of motivation is merely stated with no account of its principal features to describe what it looks like


	· A limited but sufficient and correct account is provided to describe what the principal features of a recognised theory of motivation look like
	· A full and correct account is provided to describe what the principal features of a recognised theory of motivation look like


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 3.2

· Explain how a motivational technique can be used to improve performance of own site


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· How a motivational technique can be used to improve performance of own site is not explained, or the explanation is incorrect or insufficient

· How a motivational technique can be used is merely stated with no account provided to explain how it can improve performance on site


	· A limited but sufficient and correct account is provided to explain how a motivational technique can be used to improve performance of own site


	· A full and correct account is provided to explain how a motivational technique can be used to improve performance of own site


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 4: Understand the importance of communication to team and site performance

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 4.1

· Describe the stages in the communication cycle 


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· The stages in the communication cycle are not described, or the descriptions are incorrect or insufficient, or not all the stages are described, or the stages are merely listed with no account of their principal features to describe what each stage looks like


	· A limited but sufficient and correct account is provided to describe what the principal features of all the stages in the communication cycle look like


	· A full and correct account is provided to describe what the principal features of all the stages in the communication cycle look like


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.2

· Identify two possible barriers to communication on site

	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· Possible barriers to communication on site are not identified, or are incorrect or inappropriate, or only one possible barrier is identified


	· Two or more possible barriers to communication on site are correctly and appropriately identified, although why they have been selected and identified is imprecise and/or lacks context


	· Two or more possible barriers to communication on site are correctly and appropriately identified within a detailed and appropriate context


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.3

· Explain why it is important to overcome barriers to communication on site 


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· Why it is important to overcome barriers to communication on site is not explained, or the explanation is incorrect or insufficient, or it is merely stated with no account provided of the practices of overcoming barriers to communication to explain why this is important on site


	· A limited but sufficient and correct account of the practices of overcoming barriers to communication is provided to explain why this is important on site


	· A full and correct account of the practices of overcoming barriers to communication is provided to explain why this is important on site


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 4.4

· Identify actions to improve the effectiveness of own communication skills on site in order to improve team and site performance 


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· Actions to improve the effectiveness of own communication skills on site in order to improve team and site performance are not identified, or are incorrect or inappropriate, or only one action is identified


	· Two or more actions to improve the effectiveness of own communication skills on site in order to improve team and site performance are correctly and appropriately identified, although why they have been selected and identified is imprecise and/or lacks context


	· Two or more actions to improve the effectiveness of own communication skills on site in order to improve team and site performance are correctly and appropriately identified within a detailed and appropriate context


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 5: Understand the importance of feedback to individual and team performance

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 5.1

· Describe how to give effective feedback
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· How to give effective feedback is not described, or the description is incorrect or insufficient, or no account is provided of the principal features of feedback to describe what giving effective feedback looks like 


	· A limited but sufficient and correct account is provided to describe what the principal features of giving effective feedback look like 


	· A full and correct account is provided to describe what the principal features of giving effective feedback look like
	

	
	
	
	
	/ 4

(min. of 2)
	Pass or Referral

	AC 5.2

· Explain how two different types of feedback can each be used to improve both individual and team performance
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· How two different types of feedback can each be used to improve both individual and team performance is not explained, or the explanation is incorrect or insufficient, or only one type of feedback is explained, or improving individual or team performance is explained but not both

· How two different types of feedback can each be used is merely stated with no account of the practices involved by each to improve both individual and team performance


	· A limited but sufficient and correct account of the practices associated with two different types of feedback is provided in order to explain how each can be used to improve both individual and team performance


	· A full and correct account of the practices associated with two different types of feedback is provided in order to explain how each can be used to improve both individual and team performance


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 6: Be able to apply a recognised coaching technique to develop and improve the performance of team members

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 6.1

· Explain how to manage a coaching process by agreeing goals and following a simple coaching model
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· How to manage a coaching process by agreeing goals and following a simple coaching model is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of a coaching process provided to explain how it is done


	· A limited but sufficient and correct account of a coaching process is provided in order to explain how to manage a coaching process by agreeing goals and following a simple coaching model


	· A full and correct account of a coaching process is provided in order to explain how to manage a coaching process by agreeing goals and following a simple coaching model


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 6.2

· Describe a tool or technique that can be used to support effective coaching
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· A tool or technique that can be used to support effective coaching is not described, or the description is incorrect or insufficient, or a tool or technique is merely stated with no account provided of its principal features that support effective coaching


	· A limited but sufficient and correct account of the principal features of a tool or technique that can be used to support effective coaching is provided to describe what it looks like


	· A full and correct account of the principal features of a tool or technique that can be used to support effective coaching is provided to describe what it looks like


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 6.3

· Identify two barriers to effective coaching and explain suitable strategies to overcome these barriers
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· Two barriers to effective coaching are not identified, or are incorrect or inappropriate, or only one barrier is identified

· Suitable strategies to overcome these barriers are not explained, or the explanations are incorrect or insufficient, or only one strategy is explained, or strategies are merely stated with no account provided to explain how they work to overcome the barriers


	· Two barriers to effective coaching are correctly identified, although why they have been selected and identified is imprecise and/or lacks context

· A limited but sufficient and correct account of the practices of two or more suitable strategies is provided to explain how they overcome these barriers


	· Two barriers to effective coaching are correctly and appropriately identified within a detailed and appropriate context

· A full and correct account of the practices of two or more suitable strategies is provided to explain how they overcome these barriers


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 7: Understand how to persuade and influence others to achieve objectives

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 7.1

· Explain the difference between persuading and influencing


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The difference between persuading and influencing is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account provided of the practices of persuading and influencing to explain the differences between them


	· A limited but sufficient and correct account is provided of the practices of persuading and influencing in order to explain the differences between them


	· A full and correct account is provided of the practices of persuading and influencing in order to explain the differences between them


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 7.2

· Describe the skills required in order to persuade effectively
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The skills required in order to persuade effectively are not described, or are incorrect or inappropriate, or skills are merely listed with no account provided of their principal features to describe what they look like


	· A limited but sufficient and correct account is provided to describe the principal features of the skills required in order to persuade effectively


	· A full and correct account is provided to describe the principal features of the skills required in order to persuade effectively


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral


	AC 7.3

· Explain a relevant technique for influencing others to achieve objectives


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· A relevant technique for influencing others to achieve objectives is not explained, or the explanation is incorrect or insufficient, or a technique is merely stated with no account of the practices associated with the technique to explain how it is used to influence others to achieve objectives


	· A limited but sufficient and correct account is provided of the practices of a relevant technique in order to explain how it is used to influence others to achieve objectives


	· A full and correct account is provided of the practices of a relevant technique in order to explain how it is used to influence others to achieve objectives
	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):
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	Centre Number :
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	Learner Registration No :
	
	Learner Name:
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARK SHEET 

Assessment must be conducted with reference to the assessment criteria (AC). In order to pass the unit, every AC must be met.

Assessors will normally award marks for every AC and then total them into a percentage. However, for greater simplicity, there is the option to not use marks at all and merely indicate with a ‘Pass’ or ‘Referral’ in the box (below right). In order to pass the unit every AC must receive a ‘Pass’ 

Where marks are awarded according to the degree to which the learner’s evidence in the submission meets each AC, every AC must be met, i.e. receive at least half marks (e.g. min 10/20). Any AC awarded less than the minimum produces an automatic referral for the submission (regardless of the overall mark achieved). 
Sufficiency descriptors are provided as guidance. If 20 marks are available for an AC and the evidence in the submission approximates to the ‘pass’ descriptor, that indicates it should attract 10 marks out of 20, if a ‘good pass’ then ca. 15 out of 20. The descriptors are not comprehensive, and cannot be, as there are many ways in which a submission can exceed or fall short of the requirements.


	1. Learner named above confirms authenticity of submission.

2. ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation. By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed. 
However, if you are unwilling to allow ILM use your script, please refuse by ticking the box: □



	Learning Outcome / Section 1: Understand how to plan work on site

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 1.1

· Identify organisational targets relevant to the team
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· Organisational targets relevant to the team are not identified, or are incorrect or inappropriate
	· Organisational targets relevant to the team are identified, although why the targets have been selected and identified as relevant to the team is imprecise and/or lacks context 


	· Organisational targets relevant to the team are selected and precisely identified within a detailed and relevant context


	

	
	
	
	
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.2

· Explain how to set SMART objectives for the team to achieve the targets
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· How to set SMART objectives for the team to achieve the targets is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of the practices involved to explain how it is done


	· A limited but sufficient and correct explanation is provided of the practices involved in setting SMART objectives for the team to achieve the targets


	· A full and correct explanation is provided of the practices involved in setting SMART objectives for the team to achieve the targets
	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.3

· Describe a technique to plan to achieve the objectives
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· A technique to plan to achieve the objectives is not described, or the technique is incorrect or inappropriate, or a technique is merely stated with no account of its principal features to describe what it looks like


	· A limited but sufficient and correct account of its principal features is provided to describe a technique to plan to achieve the objectives


	· A full and correct account of its principal features is provided to describe a technique to plan to achieve the objectives


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.4

· Explain how to monitor and control a planned activity
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· How to monitor and control a planned activity is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of the practices involved to explain how it is done


	· A limited but sufficient and correct account is provided of the practices involved in order to explain how to monitor and control a planned activity


	· A full and correct account is provided of the practices involved in order to explain how to monitor and control a planned activity


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 1.5

· Explain the importance of the supply chain in delivering results and meeting customer requirements
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The importance of the supply chain is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of the practices involved in supply chain management to explain why the supply chain is important in delivering results and meeting customer requirements


	· A limited but sufficient and correct account is provided of the practices involved in supply chain management to explain why the supply chain is important in delivering results and meeting customer requirements


	· A full and correct account is provided of the practices involved in supply chain management to explain why the supply chain is important in delivering results and meeting customer requirements


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.6

· Explain how environmental issues impact upon the planning of site operations and logistics
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· How environmental issues impact upon the planning of site operations and logistics is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of environmental issues to explain how they impact upon the planning of site operations and logistics, or the impact of only one environmental issue is explained


	· A limited but sufficient and correct account is provided of two or more environmental issues in order to explain how they impact upon the planning of site operations and logistics


	· A full and correct account is provided of two or more environmental issues in order to explain how they impact upon the planning of site operations and logistics


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 1.7

· Describe what action the supervisor can take to enable the organisation to fulfil its environmental responsibilities
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· What action the supervisor can take to enable the organisation to fulfil its environmental responsibilities is not described, or is incorrect, or is insufficient, or is merely stated with no account of its principal features to describe the action


	· A limited but sufficient and correct account of its principal features is provided to describe what action the supervisor can take to enable the organisation to fulfil its environmental responsibilities


	· A full and correct account of its principal features is provided to describe what action the supervisor can take to enable the organisation to fulfil its environmental responsibilities
	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 2: Know how to put team members to work

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 2.1

· Identify resources required to complete a planned activity
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· Resources required to complete a planned activity are not identified, or are incorrect, inappropriate or insufficient


	· Resources required to complete a planned activity are identified, although why the resources are required is imprecise and/or lacks context 


	· Resources required to complete a planned activity are selected and precisely identified within a detailed and relevant context


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.2

· Explain how to allocate work to team members
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· How to allocate work to team members is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of the practices involved to explain how it is done
	· A limited but sufficient and correct explanation is provided of the practices involved in allocating work to team members


	· A full and correct explanation is provided of the practices involved in allocating work to team members


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.3

· Describe how individual performance can be improved through a clear allocation of responsibilities
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· How individual performance can be improved through a clear allocation of responsibilities is not described, or is incorrect or inappropriate, or is merely stated with no account provided to describe the principal features of what a clear allocation of responsibilities looks like


	· A limited but sufficient and correct account of the principal features of what a clear allocation of responsibilities looks like is provided to describe how this will improve individual performance


	· A full and correct account of the principal features of what a clear allocation of responsibilities looks like is provided to describe how this will improve individual performance


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.4

· Explain how to assess and support individual and team performance in achieving objectives
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· How to assess and support individual and team performance in achieving objectives is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of the practices involved to explain how it is done, or assessing and supporting individual or team performance is explained but not both


	· A limited but sufficient and correct explanation is provided of the practices involved in assessing and supporting individual and team performance in achieving objectives


	· A full and correct explanation is provided of the practices involved in assessing and supporting individual and team performance in achieving objectives


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 3: Understand how to improve the performance of a team in delivering to plan

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 3.1

· Identify a possible cause of variance from a planned activity 


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· A possible cause of variance from a planned activity is not identified, or is incorrect or inappropriate


	· A possible cause of variance from a planned activity is identified, although the possible cause is imprecise and/or lacks context 


	· A possible cause of variance from a planned activity is selected and precisely identified within a detailed and relevant context


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 3.2

· Identify actions to overcome causes of variance


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· Actions to overcome causes of variance are not identified, or are incorrect or inappropriate
	· Actions to overcome causes of variance are identified, although the actions are imprecise and/or lack context 
	· Actions to overcome causes of variance are selected and precisely identified within a detailed and relevant context


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 3.3

· Describe how to recognise and rectify poor performance


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· How to recognise and rectify poor performance is not described, or is incorrect or inappropriate, or is merely stated with no account provided to describe the principal features of what poor performance looks like

· How to recognise or rectify poor performance is described but not both


	· A limited but sufficient and correct account of the principal features of what poor performance looks like is provided to describe how to recognise and rectify poor performance


	· A full and correct account of the principal features of what poor performance looks like is provided to describe how to recognise and rectify poor performance


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 3.4

· Explain how to involve team members in identifying ways to improve performance to meet objectives


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· How to involve team members in identifying ways to improve performance to meet objectives is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account to explain how it is done


	· A limited but sufficient and correct explanation is provided of how to involve team members in identifying ways to improve performance to meet objectives


	· A full and correct explanation is provided of how to involve team members in identifying ways to improve performance to meet objectives
	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 4: Understand the importance of quality management within the workplace

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 4.1

· Explain why quality is important to internal and external customers 


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· Why quality is important to internal and external customers is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account provided to explain the reasons why it is important

· Why quality is important to internal or external customers is explained but not both


	· A limited but sufficient and correct explanation is provided of the reasons why quality is important to internal and external customers


	· A full and correct explanation is provided of the reasons why quality is important to internal and external customers


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.2

· Describe the quality system used on site


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· The quality system used on site is not described, or the description is incorrect or insufficient, or the quality system is merely stated with no account provided to describe its principal features


	· A limited but sufficient and correct account of its principal features describes the quality system used on site


	· A full and correct account of its principal features describes the quality system used on site


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.3

· Explain how a supervisor will locate and interpret the appropriate quality specifications


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· How a supervisor will locate and interpret the appropriate quality specifications is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account provided to explain how it is done


	· A limited but sufficient and correct explanation is provided of how a supervisor will locate and interpret the appropriate quality specifications


	· A full and correct explanation is provided of how a supervisor will locate and interpret the appropriate quality specifications


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.4

· Explain how quality is monitored, documented and recorded on site


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· How quality is monitored, documented and recorded on site is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account provided to explain how it is done

· How quality is monitored or documented or recorded on site is explained but not all three


	· A limited but sufficient and correct explanation is provided of how quality is monitored, documented and recorded on site


	· A full and correct explanation is provided of how quality is monitored, documented and recorded on site


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.5

· Explain the importance of method statements in achieving the required quality standards 


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· The importance of method statements in achieving the required quality standards is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account provided to explain how method statements operate to achieve required quality standards


	· A limited but sufficient and correct account of how method statements operate is provided to explain their important in achieving required quality standards


	· A full and correct account of how method statements operate is provided to explain their important in achieving required quality standards


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.6

· Explain how the supervisor can take practical and positive steps to improve quality on site


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· How the supervisor can take practical and positive steps to improve quality on site is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account provided to explain how it is done


	· A limited but sufficient and correct explanation of how the supervisor can take practical and positive steps to improve quality on site is provided


	· A full and correct explanation of how the supervisor can take practical and positive steps to improve quality on site is provided


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	
	/ 100
TOTAL MARKS

	Assessor’s Decision
	Quality Assurance Use

	Outcome (delete as applicable): PASS / REFERRAL
	Signature of Assessor:

Date:
	Outcome (delete as applicable): PASS / REFERRAL
	Signature of QA:

Date of QA check:


MARK SHEET – Handling difficult situations
	Centre Number :
	
	Centre Name :
	

	Learner Registration No :
	
	Learner Name:
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARK SHEET 

Assessment must be conducted with reference to the assessment criteria (AC). In order to pass the unit, every AC must be met.

Assessors will normally award marks for every AC and then total them into a percentage. However, for greater simplicity, there is the option to not use marks at all and merely indicate with a ‘Pass’ or ‘Referral’ in the box (below right). In order to pass the unit every AC must receive a ‘Pass’ 

Where marks are awarded according to the degree to which the learner’s evidence in the submission meets each AC, every AC must be met, i.e. receive at least half marks (e.g. min 10/20). Any AC awarded less than the minimum produces an automatic referral for the submission (regardless of the overall mark achieved). 
Sufficiency descriptors are provided as guidance. If 20 marks are available for an AC and the evidence in the submission approximates to the ‘pass’ descriptor, that indicates it should attract 10 marks out of 20, if a ‘good pass’ then ca. 15 out of 20. The descriptors are not comprehensive, and cannot be, as there are many ways in which a submission can exceed or fall short of the requirements.


	1. Learner named above confirms authenticity of submission.

2. ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation. By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed. 
However, if you are unwilling to allow ILM use your script, please refuse by ticking the box: □



	Learning Outcome / Section 1: Understand how to use assessment and active listening and feedback to manage the performance of team members on site

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 1.1

· Explain the role of the supervisor in performance management
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The role of the supervisor in performance management is not explained, or the explanation is incorrect or insufficient

· The role of the supervisor in performance management is merely stated with no account of the practices of performance management to explain how it is carried out


	· A limited but sufficient and correct account of the practices of performance management is provided to explain the role of the supervisor in performance management


	· A full and correct account of the practices of performance management is provided to explain the role of the supervisor in performance management


	

	
	
	
	
	/ 8

(min. of 4)
	Pass or Referral

	AC 1.2

· Describe the value of formal and informal assessment of performance on site
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The value of formal and informal assessment of performance on site is not described, or is incorrect or insufficient, or the value of formal or informal assessment is described but not both

· The difference between formal and informal assessment is stated with no description of the value of both to performance on site


	· A limited but sufficient and correct account of the principal features of both formal and informal assessment is provided to describe their value to performance on site


	· A full and correct account of the principal features of both formal and informal assessment is provided to describe their value to performance on site


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.3

· Explain how to ensure fair and objective formal assessment
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· How to ensure fair and objective formal assessment is not explained, or the explanation is incorrect or insufficient


	· A limited but sufficient and correct explanation is provided of two or more ways of ensuring fair and objective formal assessment


	· A full and correct explanation is provided of two or more ways of ensuring fair and objective formal assessment


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 1.4

· Explain the importance of active listening and feedback in improving performance
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The importance of active listening and feedback in improving performance is not explained, or the explanation is incorrect or insufficient

· Active listening and feedback are merely defined with no explanation of how important they both are in improving performance


	· A limited but sufficient and correct account of active listening and feedback is provided to explain their importance in improving performance


	· A full and correct account of active listening and feedback is provided to explain their importance in improving performance


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.5

· Explain how to give effective feedback on performance
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· How to give effective feedback on performance is not explained, or the explanation is incorrect or insufficient


	· A limited but sufficient and correct explanation of how to give effective feedback on performance is provided


	· A full and correct explanation of how to give effective feedback on performance is provided


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):




	Learning Outcome / Section 2: Understand how to manage poor performance and discipline of team members on site

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 2.1

· Explain why it is important to correctly identify the root cause of poor performance if it is to be managed appropriately
	Referral [ca.2/8]
	Pass [4/8]
	Good Pass [ca. 6/8]
	

	
	· Why it is important to correctly identify the root cause of poor performance if it is to be managed appropriately is not explained, or the explanation is incorrect or insufficient


	· A limited but sufficient and correct explanation is provided of why it is important to correctly identify the root cause of poor performance if it is to be managed appropriately


	· A full and correct explanation is provided of why it is important to correctly identify the root cause of poor performance if it is to be managed appropriately


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 2.2

· Explain the difference between disciplinary procedures and procedures for dealing with poor performance
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The difference between disciplinary procedures and procedures for dealing with poor performance is not explained, or the explanation is incorrect or insufficient


	· A limited but sufficient and correct explanation is provided of the difference between disciplinary procedures and procedures for dealing with poor performance


	· A full and correct explanation is provided of the difference between disciplinary procedures and procedures for dealing with poor performance


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.3

· Identify the organisation’s employment policies and procedures that support the supervisor in dealing with disciplinary issues
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The organisation’s employment policies and procedures that support the supervisor in dealing with disciplinary issues are not identified or are incorrect


	· The organisation’s employment policies and procedures that support the supervisor in dealing with disciplinary issues are correctly identified, although the context is limited but sufficient


	· The organisation’s employment policies and procedures that support the supervisor in dealing with disciplinary issues are correctly identified within a clear and detailed context


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.4

· Describe at which point in the organisational procedures the supervisor should seek assistance from his or her line manager or human resources when dealing with the management of poor performance
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· At which point in the organisational procedures the supervisor should seek assistance from his or her line manager or human resources when dealing with the management of poor performance is not described, or is incorrect, or is merely stated with no account of its principal features to describe what this point in the organisational procedures looks like


	· A limited but sufficient and correct account is provided of its principal features to describe the point in the organisational procedures at which the supervisor should seek assistance from his or her line manager or human resources when dealing with the management of poor performance


	· A full and correct account is provided of its principal features to describe the point in the organisational procedures at which the supervisor should seek assistance from his or her line manager or human resources when dealing with the management of poor performance


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.5

· Explain how a supervisor should prepare for a meeting regarding probable poor performance 
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· How a supervisor should prepare for a meeting regarding probable poor performance is not explained, or the explanation is incorrect or insufficient 

	· A limited but sufficient and correct explanation is provided of how a supervisor should prepare for a meeting regarding probable poor performance 

	· A full and correct explanation is provided of how a supervisor should prepare for a meeting regarding probable poor performance 

	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 3: Understand how to manage conflict on site

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 3.1

· Describe how conflict can affect individual and team performance on site


	Referral [ca.1/4]
	Pass [2/4]
	Good Pass [ca. 3/4]
	

	
	· How conflict can affect individual and team performance on site is not described, or is incorrect or insufficient

· Conflict is merely defined with no account of its principal features to describe how it can affect individual and team performance on site


	· A limited but sufficient and correct account is provided of the principal features of conflict to describe how conflict can affect individual and team performance on site


	· A full and correct account is provided of the principal features of conflict to describe how conflict can affect individual and team performance on site


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 3.2

· Explain one recognised technique a supervisor can use to resolve conflict


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· One recognised technique a supervisor can use to resolve conflict is not explained, or the explanation is incorrect or insufficient, or a technique is merely stated with no explanation provided of how it can be used


	· A limited but sufficient and correct explanation of how a supervisor can use one recognised technique to resolve conflict is provided


	· A full and correct explanation of how a supervisor can use one recognised technique to resolve conflict is provided


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 3.3

· Explain how a supervisor can promote a positive atmosphere in order to minimise the adverse effects of conflict


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· How a supervisor can promote a positive atmosphere in order to minimise the adverse effects of conflict is not explained, or is incorrect or inappropriate


	· A limited but sufficient and correct explanation of how a supervisor can promote a positive atmosphere in order to minimise the adverse effects of conflict is provided
	· A full and correct explanation of how a supervisor can promote a positive atmosphere in order to minimise the adverse effects of conflict is provided


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 4: Understand how to identify and manage work-related stress

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 4.1

· Explain what is meant by work-related stress and how work-related stress develops 


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· What is meant by work-related stress is not explained, or the explanation is incorrect or insufficient

· How work-related stress develops is not explained, or the explanation is incorrect or insufficient
	· A limited but sufficient and correct explanation of what is meant by work-related stress is provided

· A limited but sufficient and correct explanation of how work-related stress develops is provided


	· A full and correct explanation of what is meant by work-related stress is provided

· A full and correct explanation of how work-related stress develops is provided


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.2

· Explain the responsibilities of the supervisor in ensuring the risks from work related stress are effectively managed and controlled 


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The responsibilities of the supervisor in ensuring the risks from work related stress are effectively managed and controlled is not explained, or the explanation is incorrect or insufficient

· Responsibilities of the supervisor in relation to work related stress are merely listed with no explanation of how those responsibilities ensure the risks from work related stress are effectively managed and controlled 
	· A limited but sufficient and correct account of the supervisor’s responsibilities in relation to work related stress is provided that explains how those responsibilities ensure the risks from work related stress are effectively managed and controlled 

	· A full and correct account of the supervisor’s responsibilities in relation to work related stress is provided that explains how those responsibilities ensure the risks from work related stress are effectively managed and controlled 

	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 5: Understand how to manage a diverse workforce

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 5.1

· Explain the benefits of an inclusive working environment to the organisation
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The benefits of an inclusive working environment to the organisation are not explained, or are incorrect or insufficient

· Benefits are merely listed with no explanation of how or why an inclusive working environment provides those benefits


	· Limited but sufficient and correct explanations of two or more benefits of an inclusive working environment to the organisation are provided that make it clear how or why an inclusive working environment provides those benefits


	· Full and correct explanations of two or more benefits of an inclusive working environment to the organisation are provided that make it clear how or why an inclusive working environment provides those benefits


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 5.2

· Describe the role and responsibilities of a supervisor in promoting equality and diversity
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The role and responsibilities of a supervisor in promoting equality and diversity is not described, or is incorrect or insufficient, or responsibilities are merely listed with no account of their principal features to describe how they promote equality and diversity
	· A limited but sufficient and correct account of the principal features of the role and responsibilities of a supervisor is provided to describe how the supervisor promotes equality and diversity


	· A full and correct account of the principal features of the role and responsibilities of a supervisor is provided to describe how the supervisor promotes equality and diversity


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 5.3

· Provide an example of inappropriate behaviour in relation to equality and diversity and explain how it should be addressed by a supervisor
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· An example of inappropriate behaviour in relation to equality and diversity is not provided

· How an example of inappropriate behaviour in relation to equality and diversity should be addressed by a supervisor is not explained, or the explanation is incorrect or insufficient
	· A limited but sufficient and correct explanation is provided of how an example of inappropriate behaviour in relation to equality and diversity should be addressed by a supervisor


	· A full and correct explanation is provided of how an example of inappropriate behaviour in relation to equality and diversity should be addressed by a supervisor


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	
	/ 100
TOTAL MARKS

	Assessor’s Decision
	Quality Assurance Use

	Outcome (delete as applicable): PASS / REFERRAL
	Signature of Assessor:

Date:
	Outcome (delete as applicable): PASS / REFERRAL
	Signature of QA:

Date of QA check:


MARK SHEET – Managing own personal and technical development
	Centre Number :
	
	Centre Name :
	

	Learner Registration No :
	
	Learner Name:
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARK SHEET 

Assessment must be conducted with reference to the assessment criteria (AC). In order to pass the unit, every AC must be met.

Assessors will normally award marks for every AC and then total them into a percentage. However, for greater simplicity, there is the option to not use marks at all and merely indicate with a ‘Pass’ or ‘Referral’ in the box (below right). In order to pass the unit every AC must receive a ‘Pass’ 

Where marks are awarded according to the degree to which the learner’s evidence in the submission meets each AC, every AC must be met, i.e. receive at least half marks (e.g. min 10/20). Any AC awarded less than the minimum produces an automatic referral for the submission (regardless of the overall mark achieved). 
Sufficiency descriptors are provided as guidance. If 20 marks are available for an AC and the evidence in the submission approximates to the ‘pass’ descriptor, that indicates it should attract 10 marks out of 20, if a ‘good pass’ then ca. 15 out of 20. The descriptors are not comprehensive, and cannot be, as there are many ways in which a submission can exceed or fall short of the requirements.


	1. Learner named above confirms authenticity of submission.

2. ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation. By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed. 
However, if you are unwilling to allow ILM use your script, please refuse by ticking the box: □



	Learning Outcome / Section 1: Understand how to identify the skills gap between existing and future knowledge and skill requirements 

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 1.1

· Describe the future skills your organisation requires in order to meet the changes in the construction industry over the next two to five years
	Referral [ca.4/16]
	Pass [8 marks]
	Good Pass [ca. 12/16]
	

	
	· Future skills your organisation requires are not described, or are incorrect or inappropriate

· Future skills are merely listed with no description of their principal features to make it clear why they are needed by your organisation to meet the changes in in the construction industry over the next two to five years


	· Limited but sufficient and correct descriptions of the principal features of future skills your organisation requires are provided that makes it clear why they are needed in order to meet the changes in the construction industry over the next two to five years


	· Full, detailed and correct descriptions of the principal features of future skills your organisation requires are provided that makes it clear why they are needed in order to meet the changes in the construction industry over the next two to five years


	

	
	
	
	
	/ 16

(min. of 8)
	Pass or Referral

	AC 1.2

· Describe the skills gap between your current work role, skills and knowledge requirements and the future skills your organisation requires
	Referral [ca.4/16]
	Pass [8 marks]
	Good Pass [ca. 12/16]
	

	· 
	· A skills gap is not described, or is incorrect or inappropriate

· The skills gap relates to work role or skills or knowledge requirements, but not all three

· Work role, skills or knowledge gaps between your current work role, skills and knowledge and the future skills your organisation requires are merely listed with no description of their principal features


	· A limited but sufficient skills gap correctly describes the principal features of gaps between your current work role, skills and knowledge and the future skills your organisation requires


	· A full and detailed skills gap correctly describes the principal features of gaps between your current work role, skills and knowledge and the future skills your organisation requires 


	

	
	· 
	· 
	· 
	/ 16

(min. of 8)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 2: Understand how personal attributes and behaviour affect leadership and management performance

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 2.1

· Use feedback from others to assess own personal attributes and behaviour and their effect on your leadership and management performance
	Referral [ca.3/12]
	Pass [6 marks]
	Good Pass [ca. 9/12]
	

	
	· Feedback from others has not been collected to make an assessment, or the feedback collected is insufficient to make a meaningful assessment

· Feedback is merely listed or presented with no assessment using appropriate criteria to make a judgement on own personal attributes and behaviour and their effect on your leadership and management performance

· The assessment is incorrect or inappropriate
	· Limited but sufficient feedback from others has been collected to produce a limited but sufficient and correct assessment using appropriate criteria to make a judgement on own personal attributes and behaviour and their effect on your leadership and management performance


	· Detailed feedback from others has been collected to produce a comprehensive and correct assessment using appropriate criteria to make a judgement on own personal attributes and behaviour and their effect on your leadership and management performance


	

	
	· 
	· 
	· 
	/ 12

(min. of 6)
	Pass or Referral

	AC 2.2

· Identify and prioritise areas for personal development to improve own leadership and management performance based on this assessment
	Referral [ca.3/12]
	Pass [6 marks]
	Good Pass [ca. 9/12]
	

	· 
	· Two or more areas for personal development to improve own leadership and management performance are not identified and prioritised, or are incorrect or inappropriate, or are not based on a meaningful assessment


	· Two or more areas for personal development to improve own leadership and management performance are identified and prioritised based on a limited but sufficient and correct assessment using appropriate criteria


	· Two or more areas for personal development to improve own leadership and management performance are identified and prioritised based on a comprehensive and correct assessment using appropriate criteria


	

	
	· 
	· 
	· 
	/ 12

(min. of 6)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 3: Be able to implement and monitor a personal development plan to meet an identified skills gap and areas for personal development

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 3.1

· Assess the suitability of a range of development vehicles to meet identified skills, knowledge and personal development needs 


	Referral [ca.4/16]
	Pass [8 marks]
	Good Pass [ca. 12/16]
	

	
	· A range of development vehicles to meet identified skills, knowledge and personal development needs has not been assessed, or the assessment is incorrect or inappropriate

· Development vehicles have been merely listed or described with no assessment using appropriate criteria as to their suitability for meeting identified skills, knowledge and personal development needs
	· A limited but correct assessment using appropriate criteria of the suitability of two or more development vehicles to meet identified skills, knowledge and personal development needs is provided


	· A comprehensive and correct assessment using appropriate criteria of the suitability of two or more development vehicles to meet identified skills, knowledge and personal development needs is provided


	

	
	· 
	· 
	· 
	/ 16

(min. of 8)
	Pass or Referral

	AC 3.2

· Devise and justify a personal development plan to meet identified skills, knowledge and personal development needs

	Referral [ca.4/16]
	Pass [8 marks]
	Good Pass [ca. 12/16]
	

	
	· A personal development plan to meet identified skills, knowledge and personal development needs is not devised and justified, or is incorrect, insufficient or inappropriate

· A personal development plan is provided with no rationale or argument provided to justify how it will meet identified skills, knowledge and personal development needs
	· A limited but sufficient and appropriate rationale or argument is presented to produce and justify a personal development plan to meet identified skills, knowledge and personal development needs


	· A detailed and well-reasoned rationale or argument is presented to produce and justify a personal development plan to meet identified skills, knowledge and personal development needs


	

	
	· 
	· 
	· 
	/ 16

(min. of 8)
	Pass or Referral

	AC 3.3

· Explain how the personal development plan will be monitored


	Referral [ca.3/12]
	Pass [6 marks]
	Good Pass [ca. 9/12]
	

	
	· How the personal development plan will be monitored is not explained, or the explanation is incorrect


	· A limited but sufficient and correct explanation of how the personal development plan will be monitored is provided


	· A full and correct explanation of how the personal development plan will be monitored is provided


	

	
	· 
	· 
	· 
	/ 12

(min. of 6)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	
	/ 100
TOTAL MARKS

	Assessor’s Decision
	Quality Assurance Use

	Outcome (delete as applicable): PASS / REFERRAL
	Signature of Assessor:

Date:
	Outcome (delete as applicable): PASS / REFERRAL
	Signature of QA:

Date of QA check:


MARK SHEET – Reading and executing a short-term programme
	Centre Number :
	
	Centre Name :
	

	Learner Registration No :
	
	Learner Name:
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARK SHEET 

Assessment must be conducted with reference to the assessment criteria (AC). In order to pass the unit, every AC must be met.

Assessors will normally award marks for every AC and then total them into a percentage. However, for greater simplicity, there is the option to not use marks at all and merely indicate with a ‘Pass’ or ‘Referral’ in the box (below right). In order to pass the unit every AC must receive a ‘Pass’ 

Where marks are awarded according to the degree to which the learner’s evidence in the submission meets each AC, every AC must be met, i.e. receive at least half marks (e.g. min 10/20). Any AC awarded less than the minimum produces an automatic referral for the submission (regardless of the overall mark achieved). 
Sufficiency descriptors are provided as guidance. If 20 marks are available for an AC and the evidence in the submission approximates to the ‘pass’ descriptor, that indicates it should attract 10 marks out of 20, if a ‘good pass’ then ca. 15 out of 20. The descriptors are not comprehensive, and cannot be, as there are many ways in which a submission can exceed or fall short of the requirements.


	1. Learner named above confirms authenticity of submission.

2. ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation. By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed. 
However, if you are unwilling to allow ILM use your script, please refuse by ticking the box: □



	Learning Outcome / Section 1: Understand site planning and programme requirements in order to lead and manage people and activities

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 1.1

· Explain the difference between a site plan and a site programme
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· The difference between a site plan and a site programme is not explained, or the explanation is incorrect or insufficient

· The difference between a site plan and a site programme is merely stated with no account of the characteristics of each to explain the difference


	· A limited but sufficient and correct account is provided of the characteristics of a site plan and a site programme in order to explain the difference between them


	· A full and correct account is provided of the characteristics of a site plan and a site programme in order to explain the difference between them


	

	
	
	
	
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.2

· Describe the roles and responsibilities of the site supervisor and team leader in the planning process
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The roles and responsibilities of the site supervisor and team leader in the planning process are not described, or the description is incorrect or insufficient, or the role and responsibilities of the site supervisor or team leader in the planning process is described but not both

· The roles and responsibilities of the site supervisor and team leader in the planning process are merely listed with no account provided to describe the principal features of their roles and responsibilities 


	· A limited but sufficient and correct account is provided of the principal features of the roles and responsibilities of the site supervisor and team leader in the planning process in order to describe the differences in roles and responsibilities


	· A full and correct account is provided of the principal features of the roles and responsibilities of the site supervisor and team leader in the planning process in order to describe the differences in roles and responsibilities


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.3

· Explain the importance of the critical path and the sequencing of tasks on a programme
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The importance of the critical path and the sequencing of tasks on a programme is not explained, or the explanation is incorrect or insufficient

· The critical path and the sequencing of tasks on a programme are merely defined with no account provided of how they are used in order to explain their importance


	· A limited but sufficient and correct account is provided of how the critical path and the sequencing of tasks on a programme are used in order to explain their importance


	· A full and correct account is provided of how the critical path and the sequencing of tasks on a programme are used in order to explain their importance


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.4

· Explain how to ensure the programmed activities achieve the short-term goals to comply with the budget to build
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· How to ensure the programmed activities achieve the short-term goals to comply with the budget to build is not explained, or the explanation is incorrect or insufficient

· How programmed activities achieve the short-term goals to comply with the budget to build is merely stated with no account provided to explain how to ensure it is done


	· A limited but sufficient and correct account is provided to explain how to ensure the programmed activities achieve the short-term goals to comply with the budget to build


	· A full and correct account is provided to explain how to ensure the programmed activities achieve the short-term goals to comply with the budget to build is not explained


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 2: Understand the impact of managing resources, time and materials on the plan and programme

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 2.1

· Explain how to identify resource requirements from a plan
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· How to identify resource requirements from a plan is not explained, or the explanation is incorrect or insufficient

· How to identify resource requirements from a plan is merely stated with no explanation of the practices involved in carrying this out


	· A limited but sufficient and correct account is provided to explain the practices involved in identifying resource requirements from a plan


	· A full and correct account is provided to explain the practices involved in identifying resource requirements from a plan


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 2.2

· Explain the processes involved in monitoring resource, time and material
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· The processes involved in monitoring resource, time and material are not explained, or the explanations are incorrect or insufficient, or the processes involved in monitoring resource or time or material are explained but not all three

· The processes involved in monitoring resource, time and material are merely stated with no explanation of how they are used in monitoring


	· A limited but sufficient and correct account is provided to explain how the processes involved in monitoring resource, time and material are used


	· A full and correct account is provided to explain how the processes involved in monitoring resource, time and material are used


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 2.3

· Explain the role of standard industry outputs to inform the achievement of the plan / programme
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The role of standard industry outputs to inform the achievement of the plan / programme is not explained, or the explanation is incorrect or insufficient, or standard industry outputs are merely described with no explanation of how they are used to inform the achievement of the plan / programme


	· A limited but sufficient and correct account is provided to explain how the role of standard industry outputs inform the achievement of the plan / programme


	· A full and correct account is provided to explain how the role of standard industry outputs inform the achievement of the plan / programme


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.4

· Describe how to identify and record waste by theoretical versus actual comparisons
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· How to identify and record waste by theoretical versus actual comparisons is not described, or the description is incorrect or insufficient


	· A limited but sufficient and correct account of its principal features describes how to identify and record waste by theoretical versus actual comparisons


	· A full and correct account of its principal features describes how to identify and record waste by theoretical versus actual comparisons


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.5

· Describe what is meant by the budget to build
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The budget to build is not described, or the description is incorrect or insufficient


	· A limited but sufficient and correct account of its principal features describes the budget to build


	· A full and correct account of its principal features describes the budget to build


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.6

· Explain how the budget to build is used to compare actual spend on a weekly basis
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· How the budget to build is used to compare actual spend on a weekly basis is not explained, or the explanation is incorrect or insufficient, or is merely stated with no explanation of the practices involved in carrying this out


	· A limited but sufficient and correct account is provided to explain the practices involved in using the budget to build to compare actual spend on a weekly basis


	· A full and correct account is provided to explain the practices involved in using the budget to build to compare actual spend on a weekly basis


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 3: Understand different work methods and their impact on quality, health and safety and the achievement of plans 

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 3.1

· Describe two commonly used work methods
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· Two commonly used work methods are not described, or the descriptions are incorrect or insufficient, or only one work method is described

· Commonly used work methods are merely listed with no account of their principal features to describe what they look like


	· A limited but sufficient and correct account of their principal features describes two commonly used work methods


	· A full and correct account of their principal features describes two commonly used work methods


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 3.2

· Explain how the choice of work method is influenced by its impact upon quality, health and safety and achievement of plans 

	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· How the choice of work method is influenced by its impact upon quality, health and safety and achievement of plans is not explained, or the explanation is incorrect or insufficient, or impact upon quality or health or safety or achievement of plans is explained but not all four

· The choice of work method is merely stated or described with no account provided to explain how it is influenced by its impact upon quality, health and safety and achievement of plans 

	· A limited but sufficient and correct account is provided to explain how the choice of work method is influenced by its impact upon quality, health and safety and achievement of plans 


	· A full and correct account is provided to explain how the choice of work method is influenced by its impact upon quality, health and safety and achievement of plans 


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 3.3

· Explain how to prepare a simple method statement


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· How to prepare a simple method statement is not explained, or the explanation is incorrect or insufficient

· A simple method statement is merely described with no explanation of the practices involved in its preparation
	· A limited but sufficient and correct account of the practices involved is provided to explain how to prepare a simple method statement


	· A full and correct account of the practices involved is provided to explain how to prepare a simple method statement


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 4: Understand how to leverage their leadership and management skills to achieve plan and programme milestones

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 4.1

· Explain why it is important to maintain accurate records of plant, materials and labour used on site


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· Why it is important to maintain accurate records of plant, materials and labour used on site is not explained, or the explanation is incorrect or insufficient

· Why it is important to maintain accurate records of plant or materials or labour used on site is explained, but not all three 
· Maintaining accurate records of plant, materials and labour used on site is merely described with no account of the practices involved to explain why it is important 


	· A limited but sufficient and correct account is provided of the practices involved to explain why it is important to maintain accurate records of plant, materials and labour used on site


	· A full and correct account is provided of the practices involved to explain why it is important to maintain accurate records of plant, materials and labour used on site


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 4.2

· Explain the supervisor’s responsibilities for the ordering, receipt and storage of materials


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The supervisor’s responsibilities for the ordering, receipt and storage of materials is not explained, or the explanation is incorrect or insufficient

· The supervisor’s responsibilities for the ordering or receipt or storage of materials is explained, but not all three

· The ordering, receipt and storage of materials is merely described with no account provided to explain the supervisor’s responsibilities


	· A limited but sufficient and correct account of the ordering, receipt and storage of materials is provided to explain the supervisor’s responsibilities 


	· A full and correct account of the ordering, receipt and storage of materials is provided to explain the supervisor’s responsibilities 


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 4.3

· Explain the importance of liaising with other supervisors/foremen and construction managers on a regular basis to manage interface and coordination issues


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The importance of liaising with other supervisors/foremen and construction managers on a regular basis to manage interface and coordination issues is not explained, or the explanation is incorrect or insufficient

· Liaising with other supervisors/foremen and construction managers on a regular basis is merely described with no account provided to explain its importance in managing interface and coordination issues


	· A limited but sufficient and correct account of liaising with other supervisors/foremen and construction managers on a regular basis is provided to explain its importance in managing interface and coordination issues


	· A full and correct account of liaising with other supervisors/foremen and construction managers on a regular basis is provided to explain its importance in managing interface and coordination issues


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 4.4

· Describe two situations when work can be halted to ensure achievement of plan


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· Two situations when work can be halted to ensure achievement of plan are not described, or the descriptions are incorrect or insufficient, or only one situation is described

· Two situations when work can be halted to ensure achievement of plan are merely listed with no account of their principal features to describe what they look like


	· Limited but sufficient and correct descriptions are provided of the principal features of two situations when work can be halted to ensure achievement of plan


	· Full and correct descriptions are provided of the principal features of two situations when work can be halted to ensure achievement of plan


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	
	/ 100
TOTAL MARKS


	Assessor’s Decision
	Quality Assurance Use

	Outcome (delete as applicable): PASS / REFERRAL
	Signature of Assessor:

Date:
	Outcome (delete as applicable): PASS / REFERRAL
	Signature of QA:

Date of QA check:


MARK SHEET – Understanding Commercial Awareness
	Centre Number :
	
	Centre Name :
	

	Learner Registration No :
	
	Learner Name:
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARK SHEET 

Assessment must be conducted with reference to the assessment criteria (AC). In order to pass the unit, every AC must be met.

Assessors will normally award marks for every AC and then total them into a percentage. However, for greater simplicity, there is the option to not use marks at all and merely indicate with a ‘Pass’ or ‘Referral’ in the box (below right). In order to pass the unit every AC must receive a ‘Pass’ 

Where marks are awarded according to the degree to which the learner’s evidence in the submission meets each AC, every AC must be met, i.e. receive at least half marks (e.g. min 10/20). Any AC awarded less than the minimum produces an automatic referral for the submission (regardless of the overall mark achieved). 
Sufficiency descriptors are provided as guidance. If 20 marks are available for an AC and the evidence in the submission approximates to the ‘pass’ descriptor, that indicates it should attract 10 marks out of 20, if a ‘good pass’ then ca. 15 out of 20. The descriptors are not comprehensive, and cannot be, as there are many ways in which a submission can exceed or fall short of the requirements.


	1. Learner named above confirms authenticity of submission.

2. ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation. By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed. 
However, if you are unwilling to allow ILM use your script, please refuse by ticking the box: □



	Learning Outcome / Section 1: Understand the importance of stakeholder relationships in making an organisation successful

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 1.1

· Identify your key internal and external stakeholders and explain why they are important to the organisation
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· Key internal and external stakeholders are not identified, or are incorrect

· The reasons why the identified internal and external stakeholders are important to the organisation is not explained, or the explanation is incorrect or insufficient


	· A limited range of key internal and external stakeholders is correctly identified

· A limited but sufficient and correct explanation is provided on the reasons why the identified internal and external stakeholders are important to the organisation
	· A full and complete range of key internal and external stakeholders is correctly identified

· A full and correct explanation is provided on the reasons why the identified internal and external stakeholders are important to the organisation
	

	
	
	
	
	/ 8

(min. of 4)
	Pass or Referral

	AC 1.2

· Explain the role of the supervisor in maintaining good communications with stakeholders
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The role of the supervisor in maintaining good communications with stakeholders is not explained, or the explanation is incorrect or insufficient
	· A limited but sufficient and correct explanation is provided on the role of the supervisor in maintaining good communications with stakeholders
	· A full and correct explanation is provided on the role of the supervisor in maintaining good communications with stakeholders
	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.3

· Explain how customer service standards and procedures are used to meet customer needs
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· How customer service standards and procedures are used to meet customer needs is not explained, or the explanation is incorrect or insufficient

· Customer service standards and procedures are merely listed or described with no explanation of how they are used to meet customer needs 

	· A limited but sufficient and correct explanation is provided of how customer service standards and procedures are used to meet customer needs 
	· A full and correct explanation is provided of how customer service standards and procedures are used to meet customer needs 

	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 2: Understand the role of the supervisor in meeting client requirements

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 2.1

· Explain how the supervisor monitors client requirements
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· How the supervisor monitors client requirements is not explained, or the explanation is incorrect or insufficient


	· A limited but sufficient and correct explanation is provided of how the supervisor monitors client requirements 


	· A full and correct explanation is provided of how the supervisor monitors client requirements 


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.2

· Explain how feedback on client expectations can be used by the supervisor to improve how the business meets client requirements
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· How feedback on client expectations can be used by the supervisor to improve how the business meets client requirements is not explained, or the explanation is incorrect or insufficient


	· A limited but sufficient and correct explanation is provided of how feedback on client expectations can be used by the supervisor to improve how the business meets client requirements 
	· A full and correct explanation is provided of how feedback on client expectations can be used by the supervisor to improve how the business meets client requirements 


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 3: Understand the role of the supervisor in managing and controlling costs

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 3.1

· Explain the responsibility of the supervisor in controlling costs


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The responsibility of the supervisor in controlling costs is not explained, or the explanation is incorrect or insufficient 
	· A limited but sufficient and correct explanation is provided of the responsibility of the supervisor in controlling costs
	· A full and correct explanation is provided of the responsibility of the supervisor in controlling costs


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 3.2

· Explain what opportunities the supervisor has to impact on cost


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· What opportunities the supervisor has to impact on cost is not explained, or the explanation is incorrect or insufficient, or only one opportunity is explained


	· A limited but sufficient and correct explanation is provided of two or more opportunities the supervisor has to impact on cost


	· A full and correct explanation is provided of two or more opportunities the supervisor has to impact on cost


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 3.3

· Describe mechanisms in the organisation used by the supervisor to maintain control of labour and materials costs


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· Mechanisms in the organisation used by the supervisor to maintain control of labour and materials costs are not described, or are incorrect or inappropriate, or only one mechanism is described

· Mechanisms are merely listed with no description of their principal features to make it clear how they are used by the supervisor to maintain control of labour and materials costs 


	· Limited but sufficient and correct descriptions of the principal features of two or more mechanisms in the organisation are provided that make it clear how they are used by the supervisor to maintain control of labour and materials


	· Full and correct descriptions of the principal features of two or more mechanisms in the organisation are provided that make it clear how they are used by the supervisor to maintain control of labour and materials


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 3.4

· Explain how the budget to build can be used as a control mechanism for managing cost


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· How the budget to build can be used as a control mechanism for managing cost is not explained, or the explanation is incorrect or insufficient

· The budget to build is merely described with no explanation of how it can be used as a control mechanism for managing cost


	· A limited but sufficient and correct explanation is provided of how the budget to build can be used as a control mechanism for managing cost


	· A full and correct explanation is provided of how the budget to build can be used as a control mechanism for managing cost


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 4: Understand the role of the supervisor in minimising waste in an organisation

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 4.1

· Identify potential waste in the organisation


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· Potential waste in the organisation is not identified or is incorrect


	· Potential waste in the organisation is correctly identified, although why it has been selected and identified is imprecise and lacks context
	· Potential waste in the organisation is clearly and correctly identified within a detailed and appropriate context


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 4.2

· Describe the techniques and/or methods used by the supervisor for measuring and monitoring waste in the organisation


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· Techniques and/or methods used by the supervisor for measuring and monitoring waste in the organisation are not described, or the descriptions are incorrect or inappropriate, or only one technique or method is described

· Techniques and/or methods are merely listed with no description of their principal features to make it clear how they are used by the supervisor for measuring and monitoring waste in the organisation


	· Limited but sufficient and correct descriptions of the principal features of two or more techniques and/or methods are provided that make it clear how they are used by the supervisor for measuring and monitoring waste in the organisation


	· Full and correct descriptions of the principal features of two or more techniques and/or methods are provided that make it clear how they are used by the supervisor for measuring and monitoring waste in the organisation


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 4.3

· Identify the main benefits of managing waste in the organisation 


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· The main benefits of managing waste in the organisation are not identified, or are incorrect or inappropriate
	· The main benefits of managing waste in the organisation are correctly and appropriately identified, although the context is limited


	· The main benefits of managing waste in the organisation are correctly and appropriately identified within a detailed context
	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.4

· Compile a simple action plan to minimise waste on site 


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· A simple action plan to minimise waste on site is not compiled, or is incorrect, inappropriate or insufficient


	· A correct and appropriate simple action plan to minimise waste on site is compiled, although additional development of the action plan is required for full implementation


	· A correct and appropriate simple action plan to minimise waste on site is compiled that requires no additional development for full implementation


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 5: Understand how keeping records contributes to making an organisation successful

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 5.1

· Explain the purpose of record-keeping for the organisation


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· The purpose of record-keeping for the organisation is not explained, or the explanation is incorrect or insufficient 

· Record-keeping for the organisation is merely described with no explanation as to its purpose or why it is necessary


	· A limited but sufficient and correct explanation is provided of the purpose of record-keeping for the organisation


	· A full and correct explanation is provided of the purpose of record-keeping for the organisation


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral


	AC 5.2

· Identify key information to be recorded by the supervisor to meet organisational and legal guidelines


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· Key information to be recorded by the supervisor to meet organisational and legal guidelines is not identified, or is incorrect or inappropriate
	· Key information to be recorded by the supervisor to meet organisational and legal guidelines is correctly and appropriately identified, although the context is limited
	· Key information to be recorded by the supervisor to meet organisational and legal guidelines is correctly and appropriately identified within a detailed context


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral


	AC 5.3

· Explain the supervisor’s role in maintaining accurate records of the allocation of labour, plant and materials


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The supervisor’s role in maintaining accurate records of the allocation of labour, plant and materials is not explained, or the explanation is incorrect or insufficient

· The supervisor’s role in maintaining accurate records of the allocation of labour or plant or materials is explained, but not all three


	· A limited but sufficient and correct explanation is provided of the supervisor’s role in maintaining accurate records of the allocation of labour, plant and materials
	· A full and correct explanation is provided of the supervisor’s role in maintaining accurate records of the allocation of labour, plant and materials


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):
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MARK SHEET – Nuclear Safety Culture

	Centre Number :
	
	Centre Name :
	

	Learner Registration No :
	
	Learner Name:
	

	INSTRUCTIONS FOR ASSESSMENT AND USE OF MARK SHEET 

Assessment must be conducted with reference to the assessment criteria (AC). In order to pass the unit, every AC must be met.

Assessors will normally award marks for every AC and then total them into a percentage.  However, for greater simplicity, there is the option to not use marks at all and merely indicate with a ‘Pass’ or ‘Referral’ in the box (below right).  In order to pass the unit every AC must receive a ‘Pass’ 

Where marks are awarded according to the degree to which the learner’s evidence in the submission meets each AC, every AC must be met, i.e. receive at least half marks (e.g. min 10/20).  Any AC awarded less than the minimum produces an automatic referral for the submission (regardless of the overall mark achieved).  

Sufficiency descriptors are provided as guidance.  If 20 marks are available for an AC and the evidence in the submission approximates to the ‘pass’ descriptor, that indicates it should attract 10 marks out of 20, if a ‘good pass’ then ca. 15 out of 20.  The descriptors are not comprehensive, and cannot be, as there are many ways in which a submission can exceed or fall short of the requirements.


	1. Learner named above confirms authenticity of submission.

2. ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation.  By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed.  

However, if you are unwilling to allow ILM use your  script, please refuse by ticking the box: □



	Learning Outcome / Section 1:  Understand what is special about nuclear power and how that impacts upon own area of responsibility

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 1.1

· Describe the features of nuclear technology that make it different from other thermally-powered means of generating electricity
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· Two or more features of nuclear technology that make it different from other thermally-powered means of generating electricity are not described, or the descriptions are incorrect or insufficient, or only one feature is described

· Features are merely listed with no account provided to describe how or why they distinguish nuclear technology from other thermally-powered means of generating electricity


	· Limited but sufficient and correct accounts are provided of the principal characteristics of two or more features of nuclear technology in order to describe what makes nuclear technology different from other thermally-powered means of generating electricity


	· Full and correct accounts are provided of the principal characteristics of two or more features of nuclear technology in order to describe what makes nuclear technology different from other thermally-powered means of generating electricity


	

	
	
	
	
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.2

· Explain how the distinguishing features of nuclear power have contributed to one major nuclear incident
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· How two or more distinguishing features of nuclear power have contributed to one major nuclear incident is not explained, or the explanation is incorrect or insufficient, or is merely stated with no explanatory account provided


	· A limited but sufficient and correct account is provided to explain how two or more distinguishing features of nuclear power have contributed to one major nuclear incident


	· A full and correct account is provided to explain how two or more distinguishing features of nuclear power have contributed to one major nuclear incident


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 1.3

· Explain the role and responsibility of the supervisor in monitoring the distinguishing features of nuclear power in own area of responsibility
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca.6/8]
	

	· 
	· The role and responsibility of the supervisor in monitoring the distinguishing features of nuclear power in own area of responsibility is not explained, or the explanation is incorrect or insufficient

· The role and responsibility of the supervisor in monitoring the distinguishing features of nuclear power in own area of responsibility is merely stated with no account provided of the practices involved to explain how this is done


	· A limited but sufficient and correct account of the practices involved is provided to explain the role and responsibility of the supervisor in monitoring the distinguishing features of nuclear power in own area of responsibility


	· A full and correct account of the practices involved is provided to explain the role and responsibility of the supervisor in monitoring the distinguishing features of nuclear power in own area of responsibility


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 2:  Understand how the Nuclear Industry is regulated and the consequences of non-compliance

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 2.1

· Describe the roles and responsibilities of two regulatory bodies involved in nuclear power
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· The roles and responsibilities of two regulatory bodies involved in nuclear power are not described, or the descriptions are incorrect or insufficient, or the roles and responsibilities of only one regulatory body is described

· Regulatory bodies are merely listed with no account of their principal features provided to describe their roles and responsibilities with respect to nuclear power


	· Limited but sufficient and correct accounts are provided of the principal features of two regulatory bodies involved in nuclear power in order to describe their roles and responsibilities with respect to nuclear power


	· Full and correct accounts are provided of the principal features of two regulatory bodies involved in nuclear power in order to describe their roles and responsibilities with respect to nuclear power


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.2

· Describe how activities on site are regulated
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· How activities on site are regulated is not described, or the descriptions are incorrect or insufficient, or site activities are merely listed with no account provided to describe how their principal features are regulated  


	· Limited but sufficient and correct accounts are provided of activities on site in order to describe how their principal features are regulated  


	· Full and correct accounts are provided of activities on site in order to describe how their principal features are regulated  


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.3

· State the purpose of the nuclear site licence
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	· 
	· The purpose of the nuclear site licence is not stated, or is incorrect or insufficient


	· A limited but sufficient and correct statement of the purpose of the nuclear site licence is provided


	· A full and correct statement of the purpose of the nuclear site licence is provided


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 2.4

· Explain the role of the supervisor in ensuring regulatory compliance
	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	· 
	· The role of the supervisor in ensuring regulatory compliance is not explained, or the explanation is incorrect or insufficient, or the role of the supervisor is merely stated with no account of the practices involved in the role in ensuring regulatory compliance 


	· A limited but sufficient and correct account of the practices involved in the role of the supervisor is provided to explain how regulatory compliance is ensured


	· A full and correct account of the practices involved in the role of the supervisor is provided to explain how regulatory compliance is ensured


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 3:  Understand the principles and application of excellence and error prevention in nuclear construction

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 3.1

· Explain how the supervisor ensures that construction schedules are realistic and understood by the team


	Referral [ca.2/8]
	Pass [ 4 marks]
	Good Pass [ca. 6/8]
	

	
	· How the supervisor ensures that construction schedules are realistic and understood by the team is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of the practices involved to explain how this is done


	· A limited but sufficient and correct account of the practices involved is provided to explain how the supervisor ensures that construction schedules are realistic and understood by the team


	· A full and correct account of the practices involved is provided to explain how the supervisor ensures that construction schedules are realistic and understood by the team


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 3.2

· Explain the role of the supervisor in ensuring that personnel have the training, tools and equipment required for the creation and maintenance of a safe working environment


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The role of the supervisor in ensuring that personnel have the training, tools and equipment required for the creation and maintenance of a safe working environment is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of the practices involved to explain how this is done

· The role of the supervisor in ensuring that personnel have the training or tools or equipment required is explained, but not all three


	· A limited but sufficient and correct account of the practices involved in the role of the supervisor is provided to explain how the supervisor ensures that personnel have the training, tools and equipment required for the creation and maintenance of a safe working environment


	· A full and correct account of the practices involved in the role of the supervisor is provided to explain how the supervisor ensures that personnel have the training, tools and equipment required for the creation and maintenance of a safe working environment


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 3.3

· Explain how supervisors ensure that all  personnel taking part in construction operations are suitably qualified and experienced to carry out their work


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· How supervisors ensure that all personnel taking part in construction operations are suitably qualified and experienced to carry out their work is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of the practices involved to explain how this is done


	· A limited but sufficient and correct account of the practices involved is provided to explain how supervisors ensure that all personnel taking part in construction operations are suitably qualified and experienced to carry out their work


	· A full and correct account of the practices involved is provided to explain how supervisors ensure that all personnel taking part in construction operations are suitably qualified and experienced to carry out their work


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 3.4

· List a range of tools for preventing errors in your work


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· A range of tools for preventing errors in your work is not listed, or the tools are incorrect or inappropriate, or the range of tools is insufficient


	· A limited but sufficient range of correct and appropriate tools for preventing errors in your work is listed


	· A wide range of correct and appropriate tools for preventing errors in your work is listed


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 3.5

· Explain how you would apply two nuclear new build error tools 


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· How you would apply two nuclear new build error tools is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of the practices involved to explain how the tools would be applied, or the application of only one error tool is explained


	· A limited but sufficient and correct account of the practices involved is provided to explain how you would apply two nuclear new build error tools


	· A full and correct account of the practices involved is provided to explain how you would apply two nuclear new build error tools


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 4:  Understand their role as a leader in promoting and maintaining nuclear safety

	Assessment Criteria (AC)
	Sufficiency Descriptors

[Typical standard that , if replicated across the whole submission, would produce a referral, borderline pass or good pass result]
	Assessor feedback on AC

 [comments not necessary in every box]

	AC 4.1

· State the standards expected of supervisors with regard to safety, quality and productivity (SQP)


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· The standards expected of supervisors with regard to safety, quality and productivity (SQP) are not stated, or are incorrect or insufficient

· The standards expected of supervisors with regard to safety or quality or productivity (SQP) are stated, but not all three
	· A limited but sufficient and correct statement of the standards expected of supervisors with regard to safety, quality and productivity (SQP) is provided


	· A full and correct statement of the standards expected of supervisors with regard to safety, quality and productivity (SQP) is provided


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 4.2

· Describe how you as a leader promote a strong nuclear safety culture within your team


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· How you as a leader promote a strong nuclear safety culture within your team is not described, or is inappropriate or insufficient, or is merely stated with no description of what a strong nuclear safety culture looks like


	· A limited but sufficient and correct account is provided of the principal features of what a strong nuclear safety culture looks like in order to describe how you as a leader promote a strong nuclear safety culture within your team


	· A full and correct account is provided of the principal features of what a strong nuclear safety culture looks like in order to describe how you as a leader promote a strong nuclear safety culture within your team


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.3

· Explain how your behaviour can promote a strong culture of safety, quality and productivity


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· How your behaviour can promote a strong culture of safety, quality and productivity is not explained, or the explanation is incorrect or insufficient, or is merely stated with no account of the practices involved to explain how this is done

· How your behaviour can promote a strong culture of safety or quality or productivity is explained, but not all three


	· A limited but sufficient and correct account is provided of the principal features of what a strong nuclear safety culture looks like in order to describe how you as a leader promote a strong nuclear safety culture within your team
	· A full and correct account of the practices involved is provided to explain how your behaviour can promote a strong culture of safety, quality and productivity


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.4

· Explain how behaviours that you as a leader must demonstrate today will support a strong nuclear safety culture for tomorrow 


	Referral [ca.2/8]
	Pass [4 marks]
	Good Pass [ca. 6/8]
	

	
	· How behaviours that you as a leader must demonstrate today will support a strong nuclear safety culture for tomorrow is not explained, or the explanation is incorrect or insufficient

· No account is provided of the behaviours that must be demonstrated today in order to explain how they will support a strong nuclear safety culture for tomorrow 


	· A limited but sufficient account is provided of the behaviours that must be demonstrated today in order to explain how they will support a strong nuclear safety culture for tomorrow 


	· A full and correct account is provided of the behaviours that must be demonstrated today in order to explain how they will support a strong nuclear safety culture for tomorrow 


	

	
	· 
	· 
	· 
	/ 8

(min. of 4)
	Pass or Referral

	AC 4.5

· Explain what is meant by latent error
	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· What is meant by latent error is not explained, or the explanation is incorrect or insufficient


	· A limited but sufficient explanation of what is meant by latent error is provided


	· A full and correct explanation of what is meant by latent error is provided


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	AC 4.6

· Explain the responsibility of supervisors in verifying levels of performance through regular on-site observation and coaching


	Referral [ca.1/4]
	Pass [2 marks]
	Good Pass [ca. 3/4]
	

	
	· The responsibility of supervisors in verifying levels of performance through regular on-site observation and coaching is not explained, or the explanation is incorrect or insufficient, or regular on-site observation or coaching is explained but not both, or is merely listed with no account provided of the practices of regular on-site observation and coaching in order to explain how this is carried out by supervisors to verify levels of performance


	· A limited but sufficient and correct account of the practices of regular on-site observation and coaching is provided to explain the responsibility of supervisors in verifying levels of performance


	· A full and correct account of the practices of regular on-site observation and coaching is provided to explain the responsibility of supervisors in verifying levels of performance


	

	
	· 
	· 
	· 
	/ 4

(min. of 2)
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):
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